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ACCESS TO BUILDINGS (Keys)

Keys for Colorado Springs School District 11 (the District) buildings and District-owned equipment are
the property of the District. Building keys will be issued to the principal at schools, and to staff at non-
school based District locations. It will be the principal’s responsibility to maintain a record of all keys
issued to him or her and to surrender the keys and the record of current holders to the school office on
termination of his responsibility for the building. A non-school based staff member is required to
surrender keys to his or her supervisor upon separation from or transferring within the District.

Upon request, teachers will be furnished with keys to their classrooms or work areas. Special
arrangements must be made for teachers to be furnished with building keys.

Any loss of keys which results in a cost for re-keying a building or posting a security guard will result in
the person losing the key being charged a prorated amount of such cost.

When a key for any District building is lost or damaged requiring the issuance of a replacement key, the
school principal/supervisor or non-school based staff member must request the replacement key, and
will be provided a replacement key only upon approval by the District's Security Department.

The principal should secure the return of all keys from persons being separated from his staff before a
clearance statement is issued.

Building staff members must turn in exterior school keys to the principal/supervisor at the close of the
spring semester and have them reissued on return to duty in the fall.

This regulation applies to both standard keys as well as electronic key cards.
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