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Kentucky Jails
Model Policies and Procedures

	Policy #

Key Control 
	

	This policy is for internal use only.  

	Applicable Kentucky Statutes: 

	Applicable Kentucky Regulation 501 KAR 3:060. Security; control.

	ACA Standard:

	Date Implemented:  August 2026
	Review Date:


I. Purpose: The purpose of the policy is to maintain strict security and accountability to keys and locking systems of the Jail. 

II. Policy: To ensure an officer can quickly enter the confinement area during an emergency and to prevent the escape of a prisoner, the officials of the Jail shall maintain all security locks and keys in good working order.

III. Procedures: 

A.  A key control center shall be secure and inaccessible to an unauthorized person at all times.

B. Jail keys shall be stored in a secure area when not in use. A set of duplicate keys shall be maintained in a separate, secure place. The jail administrator will identify those persons who may have access to keys.

C. The jail administrator will periodically, at no less than one-month intervals, inspect all doors and locking devices. The jail keys will be inspected at this time. 

D. There shall be a procedure for immediate reporting and repairing of a broken or malfunctioning key or lock. Anytime a broken or malfunctioning key is found it will be reported to the shift supervisor who will take the broken key and will cause it to be replaced with a new one.

E. Anytime a broken or malfunctioning locking device is found it will be immediately reported to the shift supervisor.  The shift supervisor will see that the locksmith is notified as soon as practical to come to the jail and repair the lock. The shift supervisor will forward a written report to the jail administrator.

F. In addition, the key control system shall include but not be Limited to the following provisions:

1. A prisoner shall not be permitted to handle a key used to operate a jail security lock. 
2. At no time, except in an emergency situation when the jail is occupied by a prisoner, will keys to the perimeter locks be allowed into the confinement area or processing area.
3. The security perimeter doors to the confinement area and processing area will be kept locked at all times regardless if the jail is occupied or not. A key operating a lock to an outside door or gate shall not be permitted in the security area.
4. A lock to an outside exit shall be keyed differently from an interior lock.

5. The lock to the control room shall be keyed differently from all other locks. 

6. An emergency key or any key to a critical area shall be issued in accordance with written procedures established by the jailer or jail administrator.

7. Precautions shall be taken to ensure the security of nonkey operated locking devices including electrical switches or levers.
G. The key control policy and procedures will be reviewed annually by the jail administrator and the shift supervisor. Any changes or updating made in the policy or procedures will be submitted to the Sheriff for review.

H. When the key control policy and procedures are placed into operation and after any revisions, the shift supervisors will make sure the jail staff, all officers and dispatchers are aware of and understand fully the contents of the policy, procedures and operation of the system.

I. There shall be an accounting procedure for issuing and returning keys. Immediately upon discovering, lost or missing keys will be reported to the shift supervisor. A systematic search will be conducted and a complete facility shakedown if necessary. If the key is not located and unauthorized access to the respective area would be a risk to facility security, the shift supervisor will secure all inmates in the immediate area, deploy an officer as security at the door and contact the Jail Administrator. As soon as possible the reporting officer will complete an incident report.

J. In the event the key is not found. The Jail Administration shall cause the lock to be changed to the affected area, and a new set of keys will be manufactured. The Jailer shall conduct an investigation into the circumstances of the missing key. 
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