
  

 
ST. POLYCARP CHURCH 

                              Key Policy 

 

 
 

Parish security is every��e’s resp��sibi�ity� St� P��ycarp is ��e c���u�ity c��sisti�g �f 
severa� bui�di�gs a�d the surr�u�di�g gr�u�ds� Each area has a� i�pact �� the e�tire 
parish� Whe� the parish e�trusts �eys t� a� i�dividua�� that pers�� is expected t� share 
i� the c���ab�rative resp��sibi�ity f�r the area t� which he she is issued that �ey� H�w 
each pers�� ha�d�es the �ey(s) e�trusted t� hi� her has a� i�pact �� the �ife �f �thers� 
Because �f �ur desire t� pr�tect a�� th�se wh� use the parish faci�ities� the f����wi�g �ey 
p��icies have bee� ad�pted% 
 
� A�� �eys are issued thr�ugh the parish �ffice� '( �ey(s) is issued fr�� i�dividua� 

gr�ups� c���ittees� c�u�ci�s� etc� 
 
� A request f�r� f�r �ey(s) fr�� a chairpers�� is t� be fi�ed with the parish �ffice a�d 

c�u�tersig�ed by the Past�r �r Busi�ess *a�ager pri�r t� the re�ease �f a�y �ey(s)� 
 
� Bef�re �btai�i�g a �ey(s)� the pers�� issued a�y �ey(s) �ust sig� the appr�priate 

f�r� i�dicati�g that he she has read� u�derst��d� a�d i�te�ds t� f����w St� 
P��ycarp’s p��icy regardi�g �eys� 

 
� Pers��s issued a�y �ey(s) �ay ��t dup�icate� ��a� �r �therwise �a�e avai�ab�e the 

parish �ey(s) t� a��ther pers��� This a���ws us t� have a �ist �f pers��s auth�ri,ed t� 
have a �ey(s) avai�ab�e f�r p��ice a�d i�sura�ce purp�ses i� the eve�t �f a brea�-i� �r 
i�truder� 

 
� If a �ey(s) is ��st �r st��e�� the parish �ffice is t� be ��tified i��ediate�y a�d the 

appr�priate i�cide�t rep�rt fi�ed withi� 48 h�urs� I� this case the pers�� e�trusted 
with the �ey(s) �ay be he�d acc�u�tab�e f�r the c�st �f re-�eyi�g a�d dup�icati�g the 
�ey(s) affected� 

 
� The �ey(s) a�ways re�ai�s the pr�perty �f the parish� A �ey(s) is e�trusted t� a� 

i�dividua� because �f his her particu�ar resp��sibi�ity t� the parish� Sh�u�d that 
resp��sibi�ity cha�ge� the �ey(s) �ust be retur�ed t� the parish �ffice i��ediate�y�   

 
� St� P��ycarp reserves the right t� reca�� a�y �ey(s) f�r a�y vi��ati�� �f these p��icies 

�r a�y �ther reas�� that w�u�d 1e�pardi,e the we�� bei�g a�d safety �f th�se pers��s 
auth�ri,ed t� use St� P��ycarp’s faci�ities� 
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ST. POLYCARP CHURCH 

Procedures for Key Distribution and Key Issuing 

 

 

 

FOR EXTENDED USE  

An Extended Use Form is to be filled in by a chairperson. 

The form is handed in to the Parish Office so that it can be submitted to 

Pastor or Business Manager for signature and evaluation. Once the form is 

approved, the parish office will inform the individual of the status of the 

request. The individual will arrange with the parish office a time when the 

key(s) can be picked up, signed out, and the Policy Sheet read. 

 

 

 

 

FOR SHORT-TERM USE  

A Short-Term Use form is to be filled in at the parish office by the person 

who is requesting the use of a key(s). The person requesting the use of the 

key(s) is to read the Policy Sheet and sign out the key(s). If it is requested for 

more than a weekend, approval by the Pastor or Business Manager may be 

required. The individual is responsible for returning the key(s) to the parish 

office during regular parish office hours. 

 

 

 

              See attachments of forms and policy. 
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