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PURPOSE:

To outline the process required to obtain or return keys from Facilities Management or Court Security for Clerk’s Office employees. 

OBJECTIVE:
To ensure that proper oversight of key distribution is in place.

EVENT DRIVER:
A business need arises that requires the issuance of a key to a Clerk’s Office employee.

PROCEDURE:
I. Keys Issued by Facilities Management:
1. The requestor will send the key request along with the appropriate approval(s) to the COC Facilities Coordinator when requesting keys. The key request should include:
A. Key number (if available)
B. Key location – include room number if available
C. Department name
D. Key description
2. Once the appropriate approval(s) is received, the Facilities Coordinator will submit a request to the Maricopa County Locksmith for the requested keys.
3. Upon receipt of keys, the Facilities Coordinator will:
A. Record the serial number or identification number, issuance number, and description of the key on the Key Inventory Log.  
B. Print the F-ADMIN-1001: Key Issuance form and hand deliver the key(s) and the form to the supervisor making the request. 
4. When received, the supervisor will acknowledge receipt of the key(s) by signing the Key Issuance form.
5. The supervisor will issue the key to the employee and the employee will acknowledge receipt of the key by signing the Key Issuance form.  Once all signatures are obtained, the signed form will be e-mailed to the COC Facilities Coordinator mailbox and the original will be kept in the supervisory file.
6. Upon transfer, termination or resignation from the Department, all issued keys are to be returned to the employee’s supervisor. 
7. The employee’s supervisor is responsible for documenting the return information on the Key Issuance form and obtaining the required signatures acknowledging the return of keys.  The key(s) and a copy of the signed Key Issuance form are to be hand-delivered to the Facilities Coordinator.  Outlying locations may transport keys via courier provided a transmittal sheet is used to show chain of custody.
8. Upon receipt of the returned keys, the Facilities Coordinator will update the Key Inventory Log and contact the Maricopa County Locksmith to arrange for pick-up of the keys.  The locksmith will sign the Key Issuance form acknowledging receipt of the keys.
9. The final Key Issuance form is scanned and an electronic copy is retained by the Facilities Coordinator for one year after keys have been returned.
10. Supervisors are responsible for notifying their Deputy Director and the Facilities Coordinator of any lost keys so a determination can be made on any required action. 
II. Keys Issued by Court Security:
1. Supervisors should send an e-mail to the Administrative Coordinator with Court Security, Sandy Mason (506-6084), to request keys. 

2. Employees must personally pick up any keys issued by Court Security and sign for the keys received.
3. Upon transfer, termination or resignation from the Department, all court issued keys are to be hand delivered to Court Security by the employee for the keys to be signed in. If the employee is not available to return the keys, the keys are to be returned by the employee’s supervisor.
4. Employees on a pre-planned extended leave are to hand deliver any court issued keys to Court Security.
5. Employees must report lost court keys to their supervisor immediately.  Supervisors are responsible for notifying their Deputy Director and Court Security of any lost keys so a determination can be made on any required action.  Court Security charges $10.00 for each lost key.  Employees are responsible for paying this fee.

POLICIES / RELATED DOCUMENTS:
· POL-ADMIN-1007: Key Assignment Security and Control Policy
OTHER PARTIES INVOLVED:
· Facilities Management

· Court Security
TIME / VOLUME:
· Varied

FREQUENCY:
· As needed
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· Key Inventory Log
· F-ADMIN-1001: Key Issuance form
· Transmittal Sheet, multiple page NCR paper (form number 1600-028 R4-13)
DEFINITIONS:
· N/A
APPLICABILITY:
This policy applies to all employees deputized by the Clerk of the Court.  Failure to adhere to the provisions of this policy may result in disciplinary action including dismissal.
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