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Any mandatory clauses--e.g., those stipulated in legislation or your operating agreement				
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(Option 3):		



(Option 4):		




(Option 5):		
If you choose this option it must be consistent with your Tenancy Agreement



(Option 6):
Note: If you do not do this as a matter of policy, you must nevertheless do it if the tenant requests it.









Procedural points to consider:
	
		KEYS AND LOCKS (SECURITY)
 
To balance the society's right to enter suites and control security with tenants' right to privacy.


[Relevant Legislation: Residential Tenancy Act, Sections 25 and 31;
 	Residential Tenancy Regulation Part 1, Section 7 (1) (a) and (b)]

1. Each tenant will be issued two keys to their suite, which may be copied for family members, and two keys or access devices to common areas, such as the garage and laundry. Keys and access devices to common areas may not be copied. 

2. The resident staff will also hold a master key, which will not be used to admit anyone other than the tenants to their suites without the tenant’s prior written consent, except in an emergency, or in accordance with the Residential Tenancy Act.

3. Tenants who transfer to another suite within the development will have their lock transferred to their new suite.

4. Except as permitted under the Residential Tenancy Act, tenants may not change their locks without permission of the society, as new locks must be keyed to the master.

5. The society will charge the following fees:
· The direct cost of replacing lost keys or access devices, unless the society changed the locks or other means of access for a reason besides a request of the tenant;
· The direct cost of supplying additional keys or access devices requested by the tenant.

6. The society will change the locks on units at the beginning of every new tenancy.



[Procedural suggestions: Next page]

KEYS AND LOCKS
[continued]

1.	How to request a lock change or replace lost keys 
2.	Record-keeping procedures with regard to lock changes and issuing of keys
3.	Charges for repeated key losses or lock changes 
4. 	Protocol for use of master key (i.e., caretaker should accompany lock-outs, not give them the key)
5	How to ensure compliance with RTA section 29 when requesting non-emergency access to a suite. Also see “Unit Inspections” Policy



