
Hosanna Lutheran Church Keys Policy 
This Hosanna Lutheran Church Keys Policy document has been developed to help ensure the 
safety and security of the building, furnishings, equipment, and most importantly, the church 
staff and the Hosanna Lutheran Church members, their families, and visitors.  We should all 
work together to ensure our facilities are secure at all times. As stewards of God's resources, 
this is the responsibility of us all.


As a holder of a key to Hosanna Lutheran Church, you must only permit access to those who 
need to enter the church for an approved activity.


There are two types of keys which can be requested:


• Building key - this key is for the SW and SE exterior doors of Hosanna Lutheran Church.  
These keys are implemented via electronic key cards and fobs.  Once the key grants 
access the door stays locked upon entry.


• Master key - this key is for the furnace rooms, water room, storage room, downstairs 
Youth room, staff rooms, and the copier room.  These keys work on every non-exterior door 
lock except the Pastor’s office.  These are physical keys and locks.


Permanent and Temporary Keys 

An issued key may be kept indefinitely, or there could be date when the key is due to be 
returned. 


Permanent Keys 

In order to request a permanent key the person requesting the key must have a role or 
purpose with an unknown end date.  Eligible groups:


• Hosanna staff


• Hosanna members who have an ongoing need to be able to enter the church


• Fire Department


The permanent key must be returned once the key owner is no longer in the role used to 
justify the need for the key or if the owner is no longer a member of Hosanna Lutheran 
Church.


Temporary Keys 

Temporary keys must be justified on the request form and limited to a specified time frame (up 
to 365 days) using the Hosanna Key Request form’s Key Expiration Date.
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Examples of who would request a temporary key:

• If a key is required for a specific non-church purpose, such as supporting an upcoming 

election

• Hosanna members needing a key for a specific purpose with a defined timeframe, such 

as Vacation Bible School

• External groups using the Hosanna facility such as the Boy Scouts


The church administrative assistant may issue temporary keys to Hosanna Lutheran Church 
members at least 21 years of age with a need for temporary access to the building without 
approval by the Safety and Security Team.  

Note!  Key cards and fobs will automatically be disabled as of the Expiration Date on the 
request form whether or not the key has been returned unless the key is renewed as described 
below.


Temporary Key Renewal Process 

If the key is still needed after the expiration date another key request form should be 
submitted.  The steps below describe how you can renew your key.


1. Once the key’s expiration date is within 30 days you should receive a reminder note 
that the key will be expiring and will need to be returned unless the key request has 
been extended.


2. If you want to “renew” the key and continue to have a temporary key, just submit 
another key request form as described in the Key Request Process section below.  
Indicate on the form that you are requesting to extend your existing key.


3. If your background check is no longer current (greater than two years old), you should 
also submit the background check authorization form.


4. Once approved, the expiration date of your existing key card or fob can be extended 
to your new expiration date.


Key Log 

The church administrative assistant maintains the key log which lists who possesses keys to 
Hosanna Lutheran Church, the key type, and their key number.  The key log also contains all 
of the approved key request forms.  


The key log and approval forms need to be reviewed twice each year to ensure people whose 
roles have changed or who are no longer Hosanna Lutheran Church members have returned 
their keys.  This review will be done by the Safety and Security team in May and October.
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Background Checks 

A successful current background check of the key requestor must have been completed in 
order for the key to be activated.  If the background check is not successful, the key will be 
deactivated and must be returned as soon as possible.


Ongoing background checks for Hosanna staff, volunteers and key holders are done every 
two years.


Key Deposit and Replacement Costs 

Hosanna members and staff are not required to pay a deposit for their keys.  A $15 deposit is 
required for each temporary key.  The deposit will be returned when the key is returned to the 
church administrative assistant.


Temporary keys must be returned to the church office by the Key Expiration Date.  In order to 
receive the key deposit (if any) the key must be returned in person to the church 
administrative assistant by the key holder or a designee.  Once the key has been returned a 
check for the deposit will be mailed to the requestor.


If a key card or fob is lost a replacement costs $15.


Documenting Existing Master Keys 

Some people have an existing Master key which has been used for interior door access such 
as the copier room.  These keys also used to work on exterior doors for entry into the facility.  
As part of the change to the new key card system the exterior doors will be re-keyed, and 
these Master keys will no longer work for exterior door access.  They only work on interior 
door locks other than the Pastor’s office.


We need to document who has these keys.  Please submit a key request form and indicate 
that you’re documenting an existing Master key if you already have one of these keys.  If you 
no longer need the key please return the key to the administrative assistant in the church 
office.


Hosanna Lutheran Church Keys Policies 

Policies governing the use of keys by Hosanna Lutheran Church members are intended to 
balance the ease of building and function access with adequate security considerations. 
Being issued a key to Hosanna Lutheran Church is a privilege available to all members 21 
years of age or older and brings with it great responsibility. Failure to adhere to this policy or 
to exercise appropriate precautionary measures relative to care of the facility when in private 
use may lead to revocation of this privilege at the discretion of the Safety and Security Team.


An exception to the age requirement may be made to grant a key to any Council members 
under the age of 21 if the Safety and Security Team approves the exception.
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The loss of keys loaned to Hosanna Lutheran Church members exposes the church to 
considerable financial and security risk with a potential value in the thousands of dollars. 
Borrowers of keys must exercise great care to ensure that keys issued to them are in their 
control at all times. The Hosanna Lutheran Church policy for use of keys:


1. Keys may be requested as described in the Key Request Process section below.

2. Key requests will only be approved when the proposed use of the facility is consistent 

with the church's mission statement and policies.

3. The requestor or designee of the requestor must obtain the key in person at the church 

office. Children will not be permitted to accept keys for their parents.  In the case of a 
designee the requestor must inform the church administrative assistant who will be 
picking up the key.  The designee must also be a member of Hosanna Lutheran 
Church.


4. A key log will be kept by the church administrative assistant listing all who have been 
issued keys. The log will be reviewed twice each year in May and October by the 
Safety and Security Team to ensure key holders still require access.


5. The person to whom the key is issued must verify their address and phone number on 
a Hosanna Key Request form prior to obtaining the key. The church administrative 
assistant shall note the name, address, phone number, date of issue, key type, and 
Key Expiration Date on the Hosanna Key Request Form and keep it in the key log.


6. All persons given keys (members, staff, and outside groups such as the Boy Scouts) 
will be required to fill out a Hosanna Key Request and they will be given a copy of this 
policy.  Signing of the Hosanna Key Request implies understanding and agreement 
with this policy.


7. Keys MUST be returned to the church office and given directly to the church 
administrative assistant.  Keys must not be mailed or left in the church office. 
Permanent keys must be returned when the key holder no longer has the specified role 
or is no longer a member of Hosanna Lutheran Church.  Temporary keys must be 
returned by the Key Expiration Date on the key request form.  The church 
administrative assistant or other authorized individual will acknowledge that the key 
has been returned and note it in the key log.  If a deposit was paid upon receipt of the 
key a check will be mailed returning the deposit.  Note!  Temporary key cards and 
fobs will automatically be disabled as of the Expiration Date on the request form 
whether or not the key card has been returned.


8. Keys must not be duplicated, loaned, or made available to others including family 
members under the age of 21.  Sharing of keys with others is not permitted.


9. Report lost or stolen keys immediately to the church office.

10. The holder of a key to the facility assumes the responsibility for the safekeeping of the 

key and its use. When leaving the building, all doors and windows must be 
secured.  Doors are never to be left open.  Please see the Facility Exit Checklist 
section below for a list of things you should check when you leave the church.


11. Persons to whom keys are issued are responsible for the replacement cost ($15) for 
lost or broken keys.


12. The Safety and Security Team reserves the right to request the return of any Hosanna 
key at any time.
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13. The persons to whom Master keys are issued must be approved by the Support 
Advocate in addition to the Safety and Security Team.


Key Request Process 

Anyone desiring to obtain a key (both permanent and temporary keys) must utilize the 
following procedure. Note!  Applications may take up to a week to be processed.


1. Obtain a Hosanna Lutheran Church Key Request form.  This can be found on the last 
two pages of this document, the Hosanna Lutheran Church Keys Policy.  You can 
download a copy from the Hosanna web site here:  http://hosannalutheran.org/
aboutus/safety-and-security/forms/.   You can also get a copy at the church office.


2. Read this policy document governing the issuing of Hosanna Lutheran Church keys.

3. Complete and sign a Hosanna Key Request form (the last page of this document, 

pages 7 and 8 below).  

A. Provide current address and contact information.

B. Indicate the type of request you’re making:


i) New key request - Indicate whether a Building or Master key is needed.  If a 
Building key is requested, indicate whether a key card or fob is desired.  
Indicate whether you need a permanent or temporary key.  If temporary, fill in 
the Key Expiration Date field when the key will no longer be needed, up to 365 
days from the key request date.


ii) Lost key replacement - Describe the type of key and owner of the lost key and 
what type of key is needed as a replacement.


iii) Document an existing Master key - Select this option if you already have a 
Master key


iv) Renew a temporary key - Select this option if your temporary key is within 30 
days of expiring and you need to keep your key past this date.


C. Describe the ministry team, purpose, and/or justification for receiving a new key or 
for keeping your existing Master key.


4. If a current background check is not on file for you, a new check will need to be 
performed.  Request a background check authorization form from the church 
administrative assistant so that one may be initiated.  That form can also be 
downloaded from the same URL above.


5. Deliver the key request and background check forms to the administrative assistant in 
the church office in a sealed envelope marked “Key Request”.


6. Include a check payable to Hosanna Lutheran Church for the key deposit ($15) if you 
are a non-member requesting a temporary key. 


7. Receive the key from church administrative assistant.  The key card or fob will be 
inactive.  


8. The key request form will be reviewed for approval by the Safety and Security Team 
and a background check will be performed if needed.


9. Upon approval and a successful background check the key card or fob will be 
activated.


10. A note to the key requestor will be sent stating the key card or fob is ready to use.  
Make sure that mail from this userid is not forwarded to your spam or trash folder:  
safety@hosannalutheran.org. 

V 1.2	 Page  of 5 8 12/14/20

http://hosannalutheran.org/aboutus/safety-and-security/forms/
http://hosannalutheran.org/aboutus/safety-and-security/forms/


Facility Exit Checklist 
Below are things to check when you are locking the church and leaving the facility.  The goal 
is to leave Hosanna in the condition you found it, or better.  At a minimum you must do the 
first five checks on the list every time you lock the church.   

1. Ensure all exterior doors and windows are locked and secured.  Doors must never be 
left propped open.


2. Turn off all lights including rest rooms.

3. Check that the stove and oven are off.

4. Ensure that the power button on the big coffee maker is OFF.

5. If your group used the thermostat hold feature, make sure the hold is removed.

6. If your group has changed table and/or chairs placement, return them to how they were 

when you arrived.

7. Remove any food you had placed in the refrigerator.

8. If your group created some trash, take out the trash to the dumpster.

9. If your group made a mess, vacuum/sweep the space you used.
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Hosanna Lutheran Church Key Request 
Use this form to request that you be issued a key for Hosanna Lutheran Church.   When 
complete please return to the church office. If approved, you will be issued the key and your 
name will be added to the key log which is reviewed twice per year.  There are two types of 
keys which can be requested, a building key card or fob and a master physical key.  A 
separate form is required for each key requested.

Name __________________________________________________________________________ 

Address ________________________________________________________________________

              ________________________________________________________________________

Telephone Number(s) ____________________________________________________________

Email __________________________________________________________________________


Request Type (select one)		 	 	 	 

☐New key request

☐Lost key replacement - Describe lost key: _____________________________________


         ___________________________________________________________________________

☐Document an existing Master key

☐Renew a temporary key


	 	 Existing key number: #165______

	 	 New Key Expiration Date: _____________


Key Type (select one)	 	 	 	 	 

☐Building - Key card or fob _________

☐Master


Permanent or Temporary (select one)	 	 	 	 	 

☐Permanent (staff or Hosanna members only)

☐Temporary                                                            Key Expiration Date ___________


Ministry / Purpose / Justification ________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________


I have read and agree to abide by the Hosanna Lutheran Church Key Policy and agree to not 
share or make copies of any keys. I also agree to surrender the key(s) by the Key Expiration 
Date or upon change of church membership or role.


Printed Name ____________________________________	 	 	       Date __________________


Signature ________________________________________ 
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For Office Use Only
—————————————————————————————————————————-


Request submitted	 	 	 	 	 	 	 	 	 			    Date ________


Deposit received (temporary non-member only)	 	 	      Date ________


Safety and Security Team approval initials ______                           Date ________


Support Advocate approval initials (master keys) _______		 			    Date ________


Background check	 	 	 	 	 	 	 	 	 																		Date ________


Key issued 	 	 	 	 	 	 	 	 	 	 																		Date ________


Key card or fob number #165___________


Key returned 	 	 	 	 	 	 	 	 	 	 																		Date ________


Key activated 	 	 	 	 	 	 	 	 	 	 																		Date ________  				    


Key deactivated 	 	 	 	 	 	 	 	 	 	     Date ________


Deposit returned 	 	 	 	 	 	 	 	 	 																		Date ________
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