
ST. ANDREW'S PRESBYTERIAN CHURCH


POLICIES AND PROCEDURES MANUAL


APPENDIX I


CHURCH KEYS, ISSUE AND RETRIEVING


CHURCH KEYS, ISSUE POLICYPRIVATE 

A.
Responsibility of Clerk of Session, (Delegated to June Pantages.)


At any change in persons holding any of the positions listed in D below the clerk should:


1.
Using sign out/sign in sheet of Clerk's devising, have person receiving key sign for it at time key is received.


2.
At time key is turned in, clerk will have person turning in key to sign on appropriate line.


Clerk will keep 2 extra sets of all keys (not including Clerk's own set) for situations where keys need to be signed out to incoming persons before they can be obtained from outgoing person.


On change of Clerk of Session, or designee, all keys and sign out sheets will be handed over to Church Pastor (or chairperson of Business Affairs Commission in the absence of the pastor) who will be responsible for handing them to the incoming clerk.


Responsibility of Office Manager.

B.
Office Manager will have 1 complete set of keys plus 5 extra keys to hand out as described  below:


1.
Using a sign out/sign in sheet devised by Secretary, the Secretary will obtain a $5 deposit to be returned when the key is returned when any keys are handed out to non-Church members.  The fee will not be charged to members except for non-Church related activities.  Fees will be kept in a special file in the locking file cabinet along with a list of names and dates of those who have paid the $5 deposit.

B.
Responsibility of Office Manager (continued)


2.
Keys will be handed out as follows:



a.
To responsible (i.e., contracting) party or group renting Church facilities.  If group is contracting the facilities for more than 4 meetings, a key will be made up for their use.  Others who contract for fewer than 4 meetings under the contract will sign out key and return key for each use of the facilities.  Only the key to Crothers Hall will be signed out to any group, unless the Sanctuary has been rented, in which case a key to the Sanctuary will be given out.  A grace period of 3 days will be allowed for return of the key before forfeit of the deposit.



b.
Temporary replacement keys can be handed out to any person on the list in section D if circumstances arise where such person needs another key.  The keys handed out are subject to the restrictions on the list.  A grace period of 10 days will be allowed so the person can obtain a new key (if needed permanently) from the Clerk of Session.



c.
A key to the Sanctuary or to Crothers Hall and the school rooms can be signed out to any Church member that needs one for any approved activity.  No fee will be charged.  A grace period of 3 days will be granted for the return of the keys.

C.
Clerk of Session’s Designee and Office Manager will be responsible for making all reasonable efforts to get back keys they have signed out.  Reasonable efforts include phone calls and/or letters sent out over a period of 6 weeks.  Any problems in getting keys back can be referred to the Church Pastor or Session.

D.
Keys to be handled by Clerk of Session’s designee.  


Key to key code (stamped on key) is as follows:


Stamp


Spec.    - Office Managers outside door


C      
 - Tellers


M-1      - Total campus (all rooms)


M-2     
 - Total campus (less ministers offices)


Gen.    
 - Crothers Hall


G+S      - Crothers+Sanctuary+Classrooms


S
 - Sanctuary
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