Administrative
Procedure 710

Access to Buildings

August 2025

Background

The Division has the authority to provide and maintain adequate real and personal
property for its administrative and educational purposes. Because of the large
investment in school and Division buildings, equipment, furniture and supplies and the
need to protect the confidentiality of personal and administrative files, it is incumbent on
the Division to ensure the security of all its premises.

The Division will ensure that practices and mechanisms are in place that will ensure the
security of its schools and other facilities.

Procedures

1. The Director of Plant is responsible for the maintenance of access control systems
and equipment necessary to provide security to buildings and contents.

2. The issuing of keys, fobs and/or access codes at schools will be facilitated by
Principals through Procedures approved by the Superintendent which assures
maximum security.

3. The issuing of keys, fobs and/or access codes at other Division buildings, including
Central Office will be facilitated by the Director of Plant through Procedures
approved by the Superintendent which assures maximum security.

3. Any loss of keys, fobs, and/or compromised access codes must be reported
immediately to the Director of Plant upon discovery so that appropriate measures
may be taken to protect the property of the Division.
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