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All keys used in a school will be the responsibility of the principal. 

Requests for permanent issuance of keys may be made only when 

an employee regularly needs a key to carry out normal activities of 

the assigned position. 

Keys may be issued on a temporary basis with the approval of the 

principal. A key card showing the number of the key and the 

room(s) or building(s) it opens will be signed by the person to 

whom the key is issued. Upon return of the key by the school em-

ployee, this receipt will be cancelled. Each principal will set up a 

key control system with a record of the number of each key for 

each building. The person issued a key will be responsible for its 

safekeeping. Keys will be used only by authorized personnel and 

will never be loaned to students. 

Keys are not to be duplicated by anyone other than the ECISD 

Locksmith in the Facilities department.  

_________________________________________________. 

School buildings are not to be entered after regular school hours or 

on weekends without approval of the principal assigned to that 

building. 

The person responsible when a building is closed will ensure that 

all windows are closed and locked, all doors are closed and locked, 

and that all lights are turned out before leaving the building. 

Students will never be allowed to enter any building for any pur-

pose without the supervision of a District employee. 

Equipment, furniture, and other District property with a value of 

$ 500 or more will be marked with an indelible identifying symbol or 

code. An inventory of the marked property will be kept in case of 

theft or vandalism. 

The District will report to the ECISD Police all cases of burglary 

and/or vandalism. The principal will report to the business office all 

losses and damages due to burglary and/or vandalism. 
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