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Building Keys/Cards Sign Out — Return Form
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Date Adopted: October 2003
Amended: May 2019

School access cards are provided to all Brandon School Division employees as
determined by their immediate Supervisor or designate. The Supervisor or designate
will provide authorization to the Facilities Department to grant the appropriate access
level to the employee.

All employees are required to complete form the Building Keys/Cards Sign Out —
Return Form outlining the conditions and acknowledge receipt of the access card.
Employees provided with an access card are accountable for securing their card.
Should the assigned card be misplaced, damaged or stolen the employee must report
it immediately to their Supervisor or designate. The Supervisor or designate must
inform the Facilities Department of the misplaced, damaged or stolen card to request
deactivation of the card and assignment of a replacement card. All cards are to be
returned to the Supervisor or designate upon transfer to another school or termination
of employment with the Division.
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https://bsdstorage.blob.core.windows.net/docs/47d613f3-3b91-4025-910c-007c51879dcc_Policy%201%20-%20Vision,%20Values%20and%20Mission.pdf
https://bsdstorage.blob.core.windows.net/docs/ab20f210-a8c7-444b-8433-2593d6ff942c_Policy%2013%20-%20Safe%20Schools.pdf
https://bsdstorage.blob.core.windows.net/docs/e656679a-d6e4-41c1-95df-604c0b4d2458_Policy%2015%20-%20Fiscal%20Management.pdf
https://edubsd.sharepoint.com/:b:/r/sites/BSDPortal/Divisional%20Documents/Admin%20Procedures%20-%20Forms/7070F%20-%20Building%20Keys%20Cards%20Blank.pdf?csf=1&web=1&e=Z7Pp7i

