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LO CK S AND K EYS 
 
 

The Princi pal  of  the school  shal l be responsi ble for secur ity in his/her bui lding.  
Princi pal s shal l have keys to al l locked areas of the bui lding, incl udi ng desks,  file 
cabi nets, and storage cabi nets. 
 
Princi pal s shal l be responsi ble for checki ng out of  al l keys and shal l m aintain a recor d of 
who has possessi on of any keys checked out.  The Princi pal s shal l be responsi ble to see 
that these keys are returned when the reason the person has checked them  out is 
com pleted. 
 
Princi pal s shal l also have a plan for secur ity of the bui lding that shal l incl ude schedul ing 
of cust odi ans or other responsi ble peopl e to check al l doors when the bui lding is lef t for 
the night or other unoccupi ed period of tim e. 
 
Anyone who is issued a key to any part of  the school  bui lding shal l m aintain that key in 
his/her possessi on and shal l not dupl icat e the key or loan it to another person w ithout  
perm issi on of the Princi pal . 
 
No one shal l change,  rem ove, inst al l, or tam per w ith locks w ithout  perm issi on of the 
M aintenance D irect or. 
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