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b. YLA . 
 

B. Keys are issued to authorized persons only. 
 

C. YGC sworn staff are issued a numbered key set which they are responsible 
for throughout their assignment while at YGC. They are to return their key 
set upon transferring to another facility or when separating from the 
department. 

 
D. YLA sworn staff are issued keys in their  at the beginning of their 

shift. 
 

E. Authorized medical personnel are issued keys from the  at the 
beginning of their shift. A key inventory is completed by the beginning of each shift 
change. 

 
F. No keys shall leave ANY facility unless authorized by the Facility Director or 

designee. 
 

G. Twice a year, each key on every key set is identified and visually verified against 
a master inventory list provided and retained by the Assistant Division Director 
in charge of the facility's keys. 

 
H. Staff will: 

 
1. Always keep their assigned keys on their person while on duty. 

Correctional officers must secure their keys to their duty belts with a 
lanyard and a key clip holder. 

 
2. Under NO circumstances, loan or allow youth, volunteers, or interns to use 

their keys. 
 

3. Under NO circumstances have a working key duplicated. 
 

4. Report lost or misplaced keys to their supervisor or the Duty Officer 
immediately and document the incident in a Special Incident Report 
(SIR). 

 
5. Notify a supervisor when keys are broken or bent. The supervisor will 

provide a replacement key. 
 

I. YLA sworn staff will: 
 

1. Sign keys in and out  at the issuance site. 
 

2. Keep keys in a designated, locked area when not used. 
 

3. Complete a key inventory at the beginning and end of each shift. 
 

4. If keys are not accounted for, immediately contact the Duty Officer or 
appropriate supervisor. 
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2. For any keys not accounted for, the Duty Officer will contact the 
responsible party to find out where the keys are. 

 
 
REFERENCES: 
 

Procedures: 3-15-001 Special Incident Reports/Routing SIR and DHO 
Paperwork 

 
Policies: C-16 Employee Conduct-On Duty 
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