
 

 

RULE               731.3     

SUPPORT SERVICES 

 

BUILDING KEY/ACCESS CARD CONTROL 

 

I. Requesting Keys/Access Cards:   

 

A. Administrators will make key/access card requests directly to the Human Resources 

Department through the use of a “Key Issue/Access Card Request Form”. 

 

B. The Director of Finance and Operations, or designee, will authorize any keys/access 

cards issued to someone other than district employees.  Building Administrators will 

authorize key/access card issuance to district staff using facilities for which they are 

responsible.  Keys/access cards will not be issued unless required for an authorized 

purpose.  

 

C. Keys/access cards will not be duplicated. 

  

D.  Keys/access cards must be turned in at the end of employment, end of activity, or 

change in job status, that will affect the use of the key/access card.  Building /Area 

Administrators and Coordinators will collect keys/access cards and return them to the 

Human Resources Department. 

 

II. Key/Access Card Use 

 

A.  Staff, vendors, organizations, and contractors are responsible for the keys/access cards 

they are assigned. 

 

B. If a key/access card is lost, a $10.00 (per item) non-refundable fee will be charged to 

the individual.  The lost card will be immediately de-activated and a new card will be 

created. 

 

C. If a key is broken, return all parts of the broken key/access card to the district office 

for replacement.  One replacement key will be provided each year if broken, with 

subsequent keys costing $10.00. 

 

D. Employees must notify their Building Administrator and the Human Resources 

Department immediately upon losing a key/access card.  In the event that an employee 

neglects to report a lost key/access card within 24 hours of said loss, the district may 

pursue disciplinary action.  If representatives from a vendor/contractor or organization 

fail to notify the district within 24 hours of said loss, the party in question will be 

responsible for resulting damages due to an unreported key/access card loss.   

 

E. If a key is lost and requires the district to re-key doors, this cost may be passed on to 

the employee, vendor/contractor, or organization that is responsible.  This applies only 

to building keys since electronic access cards can be deactivated.  

 



 

 

F. Once an individual is issued a key/access card, they are to keep possession of it until 

separation from employment or completion of activity.  All keys/access cards must be 

kept in the possession of the person to whom it was issued at all times.   

 

G. Employees who loan out keys/access cards without prior consent of the Administration 

may be subject to disciplinary action.  Vendors/contractors, organizations and their 

representatives who loan out keys/access cards without prior consent of the 

Administration may lose access privileges.    

 

H. Electronic keys/access cards may be de-activated if unused for a long period of time.  

If this occurs contact the Human Resources office for reactivation. 

 

III. Access System Management 

 

A.      Requests for installment of key/access card locks will be approved by the Director of 

Finance and Operations (or designee), for code compliance, safety, and compatibility 

with existing systems. 

 

B.      If a department director deems there is a security risk issue due to an involuntary 

resignation/termination, the Human Resources Department shall be contacted 

immediately to have the access cards de-activated. 

 

C.     The district reserves the right to change the access level on the card, without notice to 

the individual holding the card.  
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