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POLICY AND PROCEDURE CITY OF MARTENSVILLE
NAME: KEY CONTROL NUMBER: 65/02
1. PURPOSE:

The Key Control Policy is intended to provide:

a) Security for City facilities

b) Consistent key access system for all City facilities.
LOCKSMITH:

a) The designated City locksmith is Expert Locksmith Ltd., 520 43™ Street East,
Saskatoon, Saskatchewan, who shall exclusively key all City facility locks.

b) The locksmith shall set up and maintain an overall key system for City facilities, in
consultation with the City Manager.

c) The City Manager shall authorize any and all lock work and key cutting.

KEY ISSUE CONDITIONS:

All keys issued shall be subject to the following terms and conditions:
a) A deposit of $50.00 is required for each key issued for rental of City facilities.
b) The key is to be used only in connection with the authorized purpose.

c) The key is not to be given to any other person without the express written
permission of the City Manager.

d) The key is not to be duplicated or copied.

e) The Lost Key Return Tag provided by the City shall be attached to the key at all
times.

f) Loss or theft of the key shall be immediately reported to the City Manager.
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g) The key shall be promptly returned to the person who issued it, when the

authorized use is finished.
h) The key shall be returned to the City Manager immediately on demand.

i) Any final payments made to the key recipient by the City, will be withheld until
such time as the key is returned.

i) Failure to abide by the terms of this policy will result in loss of deposit, loss of use
or in disciplinary action, as the case may be.

5. KEY SIGN OUT:

All keys shall be signed out using the attached Key Control Form. When the key is
returned the receipt portion shall be completed. The person signing out a key shall be
given a copy of the sign out form as well as a copy of the return receipt.

6. KEY CONTROL:

a) Key control shall be maintained by designated staff through use of:
i) Inventory key count sheets.
ii) Key sign out sheets.

b) Keys shall be controlled at the following levels:

i) Front City Office Staff:
- keys are for short term use of a week or less.
- keys to be issued for public facility rentals and
contractor facility access.
- keys are to be kept on key board in the vault.

i) Utility Clerk:
- keys are issued for long term use.
- keys are to be issued to employees, Council Members, service
contractors, and long term facility user groups.
- keys are to be kept in separate key boxes in the vault.
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iii) City Manager
-City, Department and facility master keys are to be controlled by the City
Manager.
-keys are to be kept in secured location.

COUNCIL ADOPTING RESOLUTION:

#26/020114 DATE: JANUARY 12, 2003
#117/070306 DATE: MARCH 6, 2007
#31/02192013 DATE: FEBRUARY 19, 2013
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KEY CONTROL POLICY
1. Key No: For the: Deposit:
Receipt:
Issued To:

For the Sole Purpose of:
Date of Issuance: Length Key is Required:

City Representative:

2. ACKNOWLEDGMENT: I hereby acknowledge receipt of the above noted key along with a copy of this form,

and agree to abide by the following terms and conditions:

A deposit of $50.00 is required for keys issued for rental of City facilities. The key is to be used only in
connection with the authorized purpose.

The key is to be used only in connection with the authorized persons.

The key is not to be given to any other person without the express written permission of the City Manager.
The key is not to be duplicated or copied.

The Lost Key Return Tag provided by the City shall be attached to the key at all times.

Loss or theft of the key shall be immediately reported to the City Manager.

The key shall be returned to the City Manager immediately on demand.

Any final payments made to the key recipient by the City, will be withheld until such time as the key is
returned.

Failure to abide by the terms of the policy will result in loss of deposit, loss of use or in disciplinary action,
as the case may be.

j)  Ensure that all doors are checked and locked.
Mailing Address Phone No.
Date Signature
3. Key No. Returned On:

City Representative:

NOTE: This form to be completed in duplicate whenever Section 1, 2 or 3 is completed, one copy of which
is to be retained by the City and one copy to be given to the person issued or returning said key.



