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CHARTER TOWNSHIP OF NORTHVILLE 

Subject: Key Access Policy Policy: 12.1.001 Pages: 2 

Standards: General Facilities  Effective Date: 06/16/2021 Revised Date: 00/00/0000 

 

I. PURPOSE: 

To ensure than individuals have the appropriate level of access to perform their job 

functions, and that all changes in access are approved by either a manager or a director, 

depending on the change in access. 

 

II. POLICY STATEMENT:  The safety of all employees and the security of all Township facilities 

are of the utmost importance.  To ensure this safety goal, all employees and public officers 

will be issued a physical key in accordance to this policy. 

 

III. SCOPE: 

All Charter Township of Northville employees and public officials requesting new or a 

change in access provided by a physical key. 

 

IV. DEFINITIONS: 

A. Employee. All full or part-time persons who are compensated for their services by the 

Township. 

 

B. Public Official. An elected official of the Township or a person appointed to a 

Township board or commission. 

 

V. PROCEDURES: 

A. Key. All key requests will be classified as either a master request (a request for a 

master or sub-master key) or a non-master request.  A master request requires 

approval from the Township Manager or his/her designee.  A non-master request 

requires approval from a Director or his/her designee.  All key requests require the 

requestor to fill out a Key Request Form.  The completed and signed Key Request 

Form shall be submitted to the Facilities Manager for key assignment. 

a. Due to security, employees and/or public offices will be limited to a single key. 

 

B. Access Audits. Annually, the key access for all Charter Township of Northville 

employees and public officials will be reviewed.  Any keys which are no longer 

needed will be returned to the Facilities Manager. 

 

C. Role Change. Whenever a Charter Township of Northville employee or public official 

transitions to a new position, their access will be audited to ensure it is appropriate.  

Access may be modified as necessary. 

 

D. Separation. Whenever a Charter Township of Northville employee or public official 

separates from the Township, it is the responsibility of the employee’s Director or 
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his/her designee, or the Township Manager or his/her designee, to ensure the return of 

all keys to the Facilities Manager. 

 

VI. FORMS: 

12.1.001A – Key Request Form 

 

VII. RESPONSIBILITIES: 

A. Township keys will be authorized by the Township Manager for Township Directors and 

public officials.  Township keys will be authorized by Township Directors for all other 

Township staff. 

 

B. Township keys will be distributed by the Facilities Manager in accordance with Form 

12.1.001A. 

 

VIII. ENFORCEMENT: 

Employees found in violation of this policy are subject to discipline as outlined in 5.1.008 

Disciplinary Policy. 

 

IX. POLICY HISTORY: 

Drafted 06/10/2021 

Reviewed 03/03/2025 

  


