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Key Holder Policy

Tt is important to maintain a high level of security at the nursery and, as such, access to the building is limited to a certain number of authorised staff who are identified key holders. 

We have created this policy in order to ensure that all staff at the nursery are aware of the authorised key holders, and to provide clear guidelines of practice for the nursery’s key holders. 

AIM 
The aim of this policy is to define who may hold keys and on what terms. 

KEY HOLDERS 
The Directors( Jeanette Fenn, and Hannah Underwood), Senior Nursery Practitioner (Dawn Swann) and Nursery Practitioner (Mimi Jordan) are permanent key holders. Other people may become key holders at the sole discretion of the Directors and then only in accordance with this policy. 

KEYS 
Key security is the responsibility of the Key Holder. Whilst at the Nursery, key holders will carry keys on their person or store them in a secure location. Keys are never lent or given to other people without prior consent from the Directors. Copying of keys is prohibited.

Responsibilities of Key Holders

As a key holder you are responsible for ensuring all cupboards, doors and windows are shut and locked before leaving the nursery at the end of the day.    In the event of their being a problem, you must contact the Directors immediately.













 I understand the responsibilities of my role as a key holder and hereby agree to the following statements:
 • Keys that have been issued to me will be kept in my possession at all times.
 • I will ensure that when I take keys away from the premises that they are kept safe and that no other person (e.g. family member, friend, acquaintance) has access to them. 
• I understand that it is my responsibility to inform the Directors immediately should any theft, loss, damage or misuse occur with regard to the keys 
• I will not lend or give the keys to any other member of staff without permission from the Directors. 
• I understand that I must return ALL keys in my possession immediately at the request of either the Directors. 
• Should any serious security-related incident occur as a result of misuse of keys that have been given to me this will result in an internal inquiry by the Directors 


Signed:………………………………………………………………………………………………………………………………………. Date:…………………………………………………………………………………………………………………

Signed by Directors:

Date:    
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