Vehicle Keys
Purpose:
The intent of the following policy is to ensure that security is maintained in relation to program vehicles and vehicle keys.
Policy:
In order to prevent participants from leaving in program vehicles, all program vehicles shall remain locked when not in use.  Keys to program vehicles are to be kept in the secure key box maintained in the designated area.
Procedure and/or Process:

When using a program vehicle, staff must sign the vehicle and key in and out on the vehicle key log located in the main office area.  The vehicle key(s) is kept in the key box also located in the main office.  The key to the lock is maintained on the House Key ring.  The vehicle(s) is to be locked after each use.  Vehicles found unlocked should be noted in the Shift Summary Log under Safety and Security issues.
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