
KEY AND BUILDING SECURITY POLICY 

POLICY STATEMENT 

The company provides keys for use by aulhorised slaff. The purpose is lo provide and mainlain building 
and office securily and allow access lo aulhorised personnel after hours. 

GUIDELINES 

Building keys and alarm securily codes are lhe property of lhe company. 

The General Manager is responsible for aulhorising lhe issuance of keys and alarm securily codes and 
lhe mainlenance of keys, locks and lhe alarm securily syslem. 

Building keys 

Individuals are required lo sign lhe key regisler when issued wilh a key. 

Keys are assigned lo individuals. Keys are lhe responsibilily of lhe individual slaff member whose 
signalure appears on lhe key regisler. 

Keys may only be loaned if aulhorised by lhe General Manager. 

Keys may only be duplicaled wilh lhe permission of lhe General Manager. 

Keys musl be surrendered upon requesl of lhe General Manager or upon leaving lhe company's 
employment 

Persons failing lo relurn issued keys may be charged for cosls associaled wilh re-keying of lhe spaces 
accessible by lhe key. 

Refusallo relurn a key upon requesl may resull in arresl for lheft of company property. 

Losl keys musl be reported lo the General Manager wilhin 24 hours of loss. 

Electronic Alarm System 

Slaff are required lo regisler with lhe General Manager a unique securily code for lhe alarm syslem. 

Staff are responsible for ensuring their individual code is nol divulged lo olher individuals. 

Slaff members are responsible for any use of !heir individual alarm code by olher persons. 

IMPLEMENTATION and REVIEW 

Policy to be fully implemenled on 23rd May, 2012. Policy to be reviewed on 23rd May, 2013. 
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