
SANTAANAUNIFIEDSCHOOLDISTRICT

AR35121a

BusinessandNoninstructionalOperations

ControlofDistrictKeys

ThefollowingshallbetheprocedureforthecontrolandissuanceofDistrict
keys

ControlofKeys

1 Thesiteadministratorshalldeterminetowhomkeyswillbeissued

2 Loaningofkeystoanyunauthorizedpersonisprohibited

3 Issuedkeysaretobekepteitheronthepersonorinanotherwisesecured
locationatalltimes

4 KeysaretobereproducedbyBuildingServicesonly Unauthorized
reproductionsareviolativeofPenalCode469

5 EveryDistrictemployeeshallbedirectedandauthorizedtopickupany
keysthathavebeenfoundorleftunattendedandturnthemintothe
officeofthesiteadministrator

6 NoDistrictemployeeshallhaveinhispossessionorcontrolanykeyto
Districtbuildingsorfacilitiesexceptbymeansofauthorizedissue

IssuanceofKeys

1 Thesiteadministratorshallberesponsibleforthesecurityoftheschool
buildingsandtheircontents Strictaccountabilityforkeysisrequired

2 IssuanceofaPlantMasterKeyshallbelimitedto

a Principal
b AssistantPrincipals
c DayCustodian
d LeadNightCustodian
e CampusSecurityRepresentatives

3 IssuanceofaBuildingMasterKeyshallbelimitedto

a DepartmentChairperson
b Secretary
c Nightcustodian asrequiredforperformanceofjobassignment

4 IssuanceofaChangeKey roomorindividualkey shallbelimitedto

a Teacher
b Clericalhelp asrequired
c Substituteteacher
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5 Allkeysshallberetainedbytheemployeetowhomissuedandshallnever
beloaned

6 Issuedkeysaretobekepteitheronthepersonorinanotherwisesecured
locationatalltimes

7 Excludingemergencies itwillnotbenecessarytoissuekeystoBuilding
Servicesemployees KeyswillbeissuedtothembytheBuildingServices
Office

8 Requestsforadditionalorduplicatekeysshallbesubmittedbythesite
administratortotheDeputySuperintendent Operations

9 Badlywornorbrokenkeysaretobereplaced Attimeofreplacement
theyshallbeexchangedforthenewkeys

10 Requestsforrekeyingformorethanoneroomatanysiteshallbe
forwarded totheappropriateDeputySuperintendent Operationsfor
approval UponapprovaloftheDeputySuperintendent Operationsand
securingoffundsforthework theDirectorofBuildingServicesshall
authorizetherekeyingworktobeaccomplished

11 Whenpersonnelterminatetheirassignment allkeysshallbereturnedto
thesitewhereissuedpriortoissuanceoffinalpaycheck

LostKeys

1Lostkeysaretobereportedimmediatelyuponawarenessinthefollowing
manner

a Apersonalreporttothesiteadministrator

b Siteadministratorordesigneeshallmakeanimmediatetelephone
reportto

1 TheDeputySuperintendent Operationsoffice

2 TheOfficeofSchoolPoliceServices

3 TheBuildingServicesDepartment

2AReportofUnusualOccurrenceshallbecompleted andturnedintotheOffice
ofSchoolPoliceServiceswhenkeysarelost

3Whenanemployeelosesanissuedkey disciplinaryactionwillbeauthorized
bytheSuperintendent
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