Moonlight Homecare Ltd
Key Safe & Access Policy

1. Purpose
Moonlight Homecare Ltd is committed to ensuring the safe and secure access to service users’ homes. This policy outlines procedures for the use, management, and security of key safes and access arrangements to protect service users, staff, and property.

2. Scope
This policy applies to all employees, including care workers, management, and anyone who may require access to service users’ homes on behalf of Moonlight Homecare Ltd.

3. Policy Statement
Moonlight Homecare Ltd will:
· Ensure safe, controlled access to service users’ homes 
· Protect service users’ property and confidentiality 
· Comply with relevant health and safety and data protection legislation 
· Provide staff with guidance on key safe and access procedures 

4. Responsibilities
Management:
· Provide training on key safe usage and access procedures 
· Maintain a record of key safe codes and access arrangements 
· Monitor adherence to this policy 
· Respond to any breaches or security concerns promptly 
Staff:
· Follow all key safe and access procedures 
· Never share key safe codes with unauthorised individuals 
· Report any lost keys, code breaches, or security concerns immediately 
· Ensure keys are returned to the key safe immediately after use 

5. Key Safe Use
Staff must:
· Ensure hands are clean before touching key safe controls 
· Enter the code discreetly and avoid exposing it to others 
· Remove keys immediately after access 
· Close and lock the key safe securely after each use 

6. Access Procedures
· Only authorised staff may access service users’ homes 
· Staff must follow the agreed schedule and care plan 
· Access should be limited to the duration of the visit 
· Staff must respect the privacy and dignity of service users 

7. Security Measures
· Key safe codes must be changed if a breach is suspected or a staff member leaves 
· Codes must never be written down in insecure locations 
· Service users should be informed of key safe placement and code usage 
· Any lost or stolen keys must be reported immediately 

8. Confidentiality
· Key safe codes and access details are confidential 
· Staff must not share codes with family, friends, or other service users 
· Access records should be maintained for audit purposes 

9. Emergency Access
· In emergencies, management may provide temporary access codes 
· Staff must record all emergency access and report the details promptly 

10. Training
All staff will:
· Receive instruction on key safe use and security 
· Be trained in access procedures 
· Receive updates whenever procedures or codes change 

11. Monitoring and Review
· Key safe usage and access records will be regularly audited 
· Policy will be reviewed annually or after a security incident 
· Improvements will be implemented as required 
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