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OTHER: State Board of Education Rule: 6A-14.0261

    Florida Statutes: 1001.41; 1001.64; 1001.65
_________________________________________________________________ 

It is the policy of the District Board of Trustees that the Director of College Facilities will have the responsibility for the custody and security of all keys on campus. 

_____________________
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The following procedures are required for the issuance and usage of keys:

A request for permanent or temporary use of a key or keys must be approved by the department chairperson and appropriate vice president.  Forms for requesting keys should be picked up from  the College Facilities Department.  The President must approve all requests for site master keys.

Due to the possible unavailability of the proper key blank for duplicating a key, requests for keys should be submitted to the College Facilities Department at least ten days prior to the time the key or keys will be needed.  The key(s) must be picked up by the person making the request. 

The recipient of the key(s) is responsible for safeguarding them at all times, shall not allow duplicate key(s) to be made, and, if lost or stolen, shall submit a written report to the College Facilities Department immediately.

Key(s) must be returned to the College Facilities Department at the time the person in possession of the key(s) resigns, is terminated, or for any other reason no longer requires the key(s).
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