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Policy
To ensure staff are fully aware of the safety and security of all keys.


Procedure
1. All keys must have some form of identification e.g. this can be either numbered or colour coded. 

2. Keys must be kept secure at all times.

3. If issued with or using keys, staff are responsible for their security. 

4. If a safe is available the keys to this must be kept separate to other keys and held in a separate key safe. Keys to the controlled drugs cupboard must be kept separate to the main drugs keys and held in a secure place.
Page 2 of 2
Page 1 of 2
image1.png
Westmorland
& Furness
Council




