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Background 
The Division supports the need to ensure that all schools and Division buildings are safe 
and secure for all children, students and staff. 

Procedures 
1.​ Each person using Division keys or access cards is responsible for the management 

and safekeeping of that Division key or access card and for ensuring that there is 
appropriate security to prevent unauthorized use of the key or access card and 
unauthorized access to Division schools and buildings. 

2.​ All cutting of keys, re-keying of locks, repair or replacement of door architectural 
hardware, keys and locks and programming of access cards, for all Division facilities 
must be requisitioned through the Chief Deputy Superintendent or designate. 

3.​ The Chief Deputy Superintendent or designate will ensure that the following Division 
Central Office staff are issued a Master Outside Key. 

3.1​ Board Chairperson. 

3.2​ Board Vice–Chairperson. 

3.2​ Superintendent. 

3.3​ Chief Deputy Superintendent. 

3.4​ Secretary–Treasurer. 

3.5​ Director of Plant. 

3.6​ Administrative Assistant. 

3.7​ Fleet Manager/Head Mechanic. 

3.8​ Director of Transportation. 

3.9​ Human Resources Administrator/Payroll. 

3.10​ Network Systems Analyst (North). 

3.11​ Network Systems Analyst (South). 

3.12​ Fire and RCMP Officials. 

4.​ The Chief Deputy Superintendent or designate will ensure that the following staff are 
issued a Master Outside Key for schools. 

4.1​ Superintendent (for each school). 
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4.2​ Chief Deputy Superintendent (for each school). 

4.3​ Principal. 

4.4​ Vice–Principal. 

4.5​ Administrative Secretary. 
4.6​ Head School Custodian. 

5.​ In addition the Chief Deputy Superintendent or designate will provide additional keys 
so that teaching staff may use schools after hours. Each school will receive two (2) 
additional outside, school access keys for a teaching staff of up to twenty (20). For 
schools with more than twenty (20) teaching staff, an additional outside access key 
will be provided on the basis of one (1) key for each twenty (20) teaching staff 
thereafter. Those keys must be signed out through the Principal or designate. 

6.​ After Hours Access 

6.1​ Supervisors of departments are responsible for coordinating after–hours access 
requirements and activities of employees and contractor’s working within their 
department with the Chief Deputy Superintendent or designate. 

6.2​ The Principal is responsible for coordinating after–hours school access for 
school–based staff and contractor’s working within by ensuring that entry/exit 
procedures are understood and followed. 

7.​ Returning Keys 

7.1​ The Principal or designate, is responsible for ensuring that all keys and access 
cards issued to teaching and site–based staff, are returned when the staff 
member leaves the school. 

7.2​ All school–based staff who are leaving a school must return all keys and 
access cards issued to them to the Principal or designate. 

7.3​ The Head Custodian is responsible for collecting all keys issued to caretaking 
staff when they leave the school. 

7.4​ The Chief Deputy Superintendent or designate is responsible for Division 
buildings and must collect all keys or access cards issued to an employee or 
contractor when that person is no longer employed or engaged by the 
department or at Division buildings. 

8.​ Lost or Stolen Keys 

8.1​ All lost or stolen keys or access cards must be reported to the Chief Deputy 
Superintendent or designate as soon as possible after the loss has been 
identified. 

8.2​ Following the loss or theft of keys or access cards, the building doors must be 
re–keyed or re–programmed. 

8.3​ The cost of re–keying or canceling and re–issuing access cards is the 
responsibility of the school, if the keys or access cards were issued or 
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authorized by the Principal or designate, otherwise it is the responsibility of the 
Division department that authorized the issuance of the keys or access card. 

Approved:​ August 2025 

Reviewed: 

Revised: 
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