Policy 1-40
CHILD & FAMILY DEVELOPMENT PROGRAMS
COMMUNITY ACTION TEAM, INC
Building Security and Keys Policy 
Child & Family Development programs will follow a set procedure to assure security and safety for all facilities and vehicles. 
C.A.T. Personnel Policies 4.06 h:

1. Program directors/center managers/direct supervisors will determine who will be issued keys to locks on or in their facilities. This will include locks on doors, desks, cabinets, computers and any other item on the premises that can be locked.

2. A list of who has received keys, with date of issue and date of return will be kept on file by program director, center manager, or direct supervisor for their facilities.

3. No duplicate keys may be made by anyone other than program director, center manager or supervisor.

4. A fee of $2.50 will be charged to replace a lost key.

5. All keys will be returned to program director or designee at termination or exit interview. All staff of the Child & Family Development Programs will also be required to turn all keys in to the Program Director/or designee prior to break periods, except winter and spring break periods which may be exempt from this requirement upon the approval of the Program Director.

Additional safeguards are in place for vehicles, desk and file cabinets:
6. Keys to files and desks with child, family and staff confidential information will be accessible only to staff who have a need to have the information as part of their job responsibilities. 
7. There will be a set of keys for each building in the Keylock box in the Child and Family Development Programs Admin office. 
8. The Director will have a key for each Center Manager/Program Manager and Area Supervisors desk and file cabinet that only the Center Managers/Program Managers and Area Supervisors have access to. 
9. All vehicle keys will be checked out to licensed drivers only. Center 

Manager/Program Manager will also have vehicle keys. 
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