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Registered Charity No 223015

Cononley Village Institute KEY HOLDER POLICY

Cononley Village Institute uses a mortice lock at the main entrance. For the safety of nursery children, a self-locking mechanism is in place with a door release and key code system. This may be used to access the building with prior arrangement with the caretaker.

The master key is held by CVI Chair
All committee members have a key
The caretaker has a key and is the holder of the additional keys used to lend to people, including private hirers.

The Secretary has a key and is the holder of additional keys and also maintains a list of keyholders and will regularly check that keys are held by the named person

Keyholders are responsible for their keys.  
· Keys should be kept in a secure place
· Keyholders must notify the caretaker and secretary if they lose a key. A charge may be made for a replacement key or lock and suit of keys if necessary
· If your group operates during the day (term time), keyholders should enter the building by the main door but wherever possible, other group members should not and are asked to enter via the fire door.
· All keyholders and visitors who enter via the main entrance during school term times must ring the doorbell. Staff at Stepping Stones will give you access.  If no one is in the building please enter using your key / door code.
· Keyholders should not lend their keys to private hirers as the caretaker needs to go through hire conditions and facilities with private hirers
· Keyholders must not have additional keys cut but can request additional if required
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