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July 2009
To:                  
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From:           
Mary Welch
Director of Technology
Subject:
Door Access Controller
The Technology Department has deployed a Door Access Control System on all MDF/IDF locations throughout your campus. The purpose of the door access to the MDF/IDF locations is to prevent unauthorized personnel from accessing district network equipment. A training session will be conducted based on geographical location by the Technology Department.  Once training has been completed and the card has been received, authorization will be granted and verification of receipt will be forwarded to the Technology Department.

The following are guidelines on the issuance of the card that will access the rooms.
· Two cards per school: one card for the Principal and one for the Assistant Principal in charge of facilities which can only be used at that location
· Both individuals will need to sign out for the card and take full responsibility of the use of the card
· If the card is lost, a replacement will need to be purchased at a cost of $5.00.
· If the Maintenance Department requests access to a room, they will need to check in with the Principal/Assistant Principal for access to be granted, and will have to sign a list authorizing their access.
· The Technology Department may be called for access if both the Principal and Vice Principal are unavailable.
