Webster Presbyterian Church

Facilities Access Control Policy


Purpose: 

To provide a means in which to control access to the Webster Presbyterian Church (WPC) campus. 

Definitions:  This document applies to the issuance of any object, access code, combination, password or authority, which admits a person to a locked or otherwise secured area or enclosure.  A “key” is a metal object used to open a lock, however, within the context of this document, the term “key” will include brass keys, magnetic cards, access codes, alarm codes, combinations, and passwords.  

Policy:

Webster Presbyterian Church (WPC) issues keys to staff members and church officers based on their responsibilities, their access needs, and areas of ministry.

PROCEDURE:
Management of keys:  Keys will be held and issued by the B&G chairperson.  The B&G Chairperson will have the ultimate responsibility of managing and securing the keys.  The B&G Chairperson will issue keys based on the policies contained within this document.  Keys will be issued at the lowest level and in the fewest number possible.  Lost keys should be promptly reported to the B&G chairperson .  When a question exists, security will be the deciding factor.

Issuance of keys:  The issuance or transference of any key will be documented in every instance and acknowledged in writing by all parties.

1) Members and volunteers:  

a) Keys are issued on a basis of need with some consideration given to convenience.  Need will be defined by the committee chairperson, staff representative or employee responsible for or associated with that ministry.  

b) Keys will be issued to church members for a period of one year or for the term of office for which the need is associated (e.g., elder) which ever is shorter. 

c) Members and volunteers who receive keys will be asked to sign a covenant in which they agree to retain possession of their key at all times and not to loan it or transfer it to others, agree not duplicate the key (some keys cannot be duplicated), and accept responsibility for its loss.  

d) A deposit of $25.00 will be required at the time the keys are  issued.

e) The B&G Committee Chairperson may revoke at any time and without notice keys.

2) Staff, employees, custodians and contractors:  

a) Keys will be issued to staff members, employees, and semi-permanent contractors for the duration of their employment or contract and may be revoked at any time and without notice by that person’s supervisor, the B&G Committee Chairperson, or the Head Pastor.  

b) Keys will be issued based on need with some consideration given to convenience.  Need will be defined by the position description/areas of responsibility.
c) Staff members, employees, and contractors who receive keys will be required to sign a statement acknowledging receipt of the key or keys in which they agree to retain possession of their key at all times and not to loan it or transfer it to others, agree not duplicate the key (some keys cannot be duplicated), and accept responsibility for its loss.  A violation of this policy could constitute a breach of employee policies and procedures.  
d) A deposit of $25.00 will be required at the time the key is issued. 
e) Keys may be revoked at any time and without notice by the B&G Committee Chairperson

f) Custodians and outside service providers will be issued keys as required to affect their work without undue hindrance at the lowest level and least number possible and only upon receipt of a written directive from the B&G Committee Chairperson.

3) Secure areas:  The following offices, areas or departments are considered “secure” areas.  Keys for these areas will only be issued upon receipt of a written directive from the Head Pastor or Finance Committee Chairperson.

a) Financial services

b) Any room or enclosure in which cash or negotiable instruments are held

c) Personnel/human resources

d) Church operations

