
Keys and Locks policy Version 5                   3rd June 2013 
 

Policy for the use of the keys and locks at the King’s Centre 
 

Keys 
 
1 Keys for external doors will only be provided for members of KLCF who require access to the buildings to 

carry out legitimate church business, employees and those needing access to the SNI Office. 
 
2 A register will be held in the Church Office showing which keys have been given to which people; each person 

who is provided with a key should sign to acknowledge receipt of it. 
 
3 Keys should be kept securely; if it is suspected that a key has been lost, one of the Elders should be informed 

immediately. 
 
4 Keys may not be lent to any other people without the express permission, in advance, of one of the Elders. 
 
5 All key holders must sign the Code Lock Agreement and abide by the conditions therein, whether accessing 

the building using the code lock or a key. 
 

Code lock 
 
1 The code for the code lock on the KLCF church door will only be issued to people who are members of KLCF, 

employees and those needing access to the SNI Office, and who have applied for the code by signing the 
Code Lock Agreement. 

 
2 Membership of KLCF does not automatically confer the right to be given the code and the Elders reserve the 

right to withhold the code for any reason from anyone who applies for it. 
 
3 The primary reason for the issuing of the code is to enable members to access the church building to pray. 

The agreement states that they may use it only for this purpose, for any other legitimate church business or in 
an emergency. 

 
4 The agreement makes clear that the person must not disclose the code to anyone else, including their spouse 

or other members of their family. It also makes it clear that if anyone asks him/her for the code that he/she 
must politely refuse to tell them and direct them to the Elders or to the Church Office. 

 
5 A register will be held in the Church Office of all those that have been given the code. 
 
6 The code will be changed from time to time and authorised persons will be informed of the new code. 
 
7 The code will also be changed immediately if it is believed that an unauthorised person may know the code, if 

an authorised person ceases to be a member of KLCF or if the Elders decide that an authorised person 
should no longer be allowed to have access to the code for any reason. 

 
8 Anyone who contravenes the agreement by allowing an unauthorised person to gain access to the code will 

not be re-issued with a new code. 
 
9 Anyone using the code to access the building must close the door securely behind them when they arrive and 

when they leave for their own safety and for the security of the building. 
 
10 Anyone using the building should ensure that lighting and heating are not used unnecessarily and that they 

are turned off as they leave, if they are the last person there. 
 
11 Anyone coming in to pray should sign the book in the prayer room to indicate when they arrive and leave. 
 
12 Where an advertised prayer meeting is taking place, the sounder for the doorbell should be taken into the 

prayer meeting so that people who do not know the code may be admitted. 
 
13 If someone rings the bell, one of the people inside must use the spy hole in the door before opening it to 

establish the person’s identity. 
 
14 In the interests of propriety, wherever just two people of the opposite sex are present, unless they are a 

married couple one of them should go to the adjacent room to pray unless and until a third person arrives. 


