G-103:  Employee Access to School Facilities
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POLICY:
East Mountain High School approves reasonable employee access to the school during non-school hours for school related purposes.


PROCEDURES:



Normal Access Hours 

The regular business hours of East Mountain High School are from 7:30 a.m. to 5:30 p.m. Monday to Friday, except holidays.  Designated school employees will open the office during regular business hours.   

Employee Keys

1. Employees may be provided keys to access a specific room(s) on the EMHS campus. Employees are responsible for safekeeping of keys and maintaining the security of EMHS facilities.

2. Employees shall not duplicate any EMHS keys without the express permission of the Principal.

3. Employees shall promptly report lost or stolen keys to the Office Manager.

Employee After-Hours Access to School Facilities

1. The EMHS facilities are locked, alarmed, and monitored by a security service after regular school hours. 

2. School employees may be provided a personal access code in order to access the facilities outside the normal access hours without triggering the alarm. 

3. Employees shall maintain the confidentiality of their personal access code and shall not disclose it to any other person.

4. Any employee granted after-hours access privileges is required to enforce and abide by all East Mountain High School policies and procedures regarding the use of the building and any equipment therein.

5. Employees shall use the utmost caution for their personal safety when accessing the facilities after normal business hours.  

6. Employees should immediately notify the sheriff’s office if any suspicious persons are on school property after normal business hours.

7. Employees accessing the facilities after normal business hours are responsible for locking and re-alarming the facilities.  Any employee unable to lock and alarm the facilities shall immediately notify the Principal/designee before leaving the premises.
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