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Company Key Holder Policy
1. Purpose
The purpose of this policy is to establish guidelines for the issuance, use, and return of keys to ensure the security and safety of company property and personnel.
2. Scope
This policy applies to all employees, contractors, and other individuals who are issued keys to access company facilities.
3. Issuance of Keys
· Keys will be issued only to individuals who have a legitimate need to access secured areas.
· Employees must complete a Key Issuance Form and obtain approval from their manager and Head Office.
· Key holders are required to sign an acknowledgment form agreeing to the terms of this policy.
4. Key Holder Responsibilities
· Key holders are responsible for the security of the keys issued to them.
· Keys must not be duplicated, loaned, or shared with unauthorised individuals.
· Key holders must report lost or stolen keys immediately to their manager and Head Office.
· Key holders must not mark keys in any way that identifies the company or the areas they access.
5. Use of Keys
· Keys must be used only for official business purposes.
· Access to secured areas should be limited to authorised personnel only.
· Key holders must ensure that doors and gates are properly secured after entering or exiting.
6. Return of Keys
· Keys must be returned to Head Office upon termination of employment, transfer to another department, or when the need for access no longer exists.
· A Key Return Form must be completed and signed by the key holder and their manager.
7. Security and Audits
· Head Office will conduct periodic audits of key issuance and usage.
· Unauthorised use or duplication of keys will result in disciplinary action, up to and including termination of employment and possible legal action.

8. Lost or Stolen Keys
· Lost or stolen keys must be reported immediately to Head Office
· Head Office will assess the risk and take necessary action, which may include rekeying locks or other security measures.
9. Disciplinary Action
· Violation of this policy may result in disciplinary action, up to and including termination of employment.
· Key holders found to be in violation of this policy may be held financially responsible for any costs incurred due to the misuse, loss, or theft of keys.
10. Policy Review
· This policy will be reviewed annually and updated as necessary to ensure its effectiveness and relevance.

Acknowledgment Form
I, __________________________ (Print Name), acknowledge that I have received, read, and understand the Company Key Holder Policy. I agree to comply with the terms and conditions set forth in this policy.
Signature: __________________________ Date: ________________
Manager’s Signature: __________________________ Date: ________________
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Key Issuance Form

Employee Information:
· Name: _________________________________________
· Job Title: _______________________________________
· Department: _____________________________________
· Employee ID: ____________________________________
· Email: __________________________________________
· Phone Number: __________________________________
Key Information:
· Type of Key: _____________________________________
· Area(s) Accessed: ________________________________
· Issue Date: ______________________________________
Reason for Key Issuance:


Authorisation:
· Manager's Name: _________________________________
· Manager's Signature: _____________________________
· Date: ___________________________________________
· Head Office Approval:
· Head Office Name: ___________________________
· Head Office Signature: _______________________
· Date: ___________________________________________
Acknowledgment:
I, __________________________ (Print Name), acknowledge receipt of the key(s) described above. I understand and agree to comply with the Company's Key Holder Policy. I am aware that I am responsible for the security of these keys and will not duplicate, loan, or share them with unauthorized individuals. I will report any lost or stolen keys immediately to my manager and the security department. I will return these keys upon termination of employment, transfer, or when they are no longer needed for my role.
Employee's Signature: ___________________________ 
Date: ___________________________________________
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Key Return Form
Employee Information:
· Name: _________________________________________
· Job Title: _______________________________________
· Department: _____________________________________
· Employee ID: ____________________________________
· Email: __________________________________________
· Phone Number: __________________________________
Key Information:
· Type of Key: _____________________________________
· Area(s) Accessed: ________________________________
· Return Date: _____________________________________
Condition of Key:
· Good
· Damaged
· Lost
If Lost, Explain:


Authorisation:
· Manager's Name: _________________________________
· Manager's Signature: _____________________________
· Date: ___________________________________________
· Head Office Confirmation:
· Head Office Name: ___________________________
· Head Office Signature: _______________________
· Date: ___________________________________________
Acknowledgment:
I, __________________________ (Print Name), acknowledge that I have returned the key(s) described above or reported them as lost. I understand that I may be held financially responsible for any costs incurred due to the loss or damage of the key(s).
Employee's Signature: ___________________________ 
Date: ___________________________________________
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