
Artpoint Key Policy – May 2020 

In order to maintain security, keys to Artpoint facilities are issued according to the following policy: 

- Keys to the main building are issued to studio occupants, committee members who require 

access to the building during their term of office, exhibitors, and board members during their 

term of office. Each of these persons who receives a front door key is required to submit a 

$50.00 deposit which is refundable when they leave office or vacate their studio. Deposits can 

be made in cash, or by cheque/credit card/e-transfer to treasurer@artpoint.ca. 

 

- Keys to studios are issued to studio occupants/renters when they complete their studio 

occupancy agreement. An additional deposit is not required for the studio key. 

 

- Keys to the main office are issued to board members during their term of office, and select 

volunteers. No additional deposit is required. 

 

- Permanent and casual staff will be issued keys to both the main building and the office during 

the term of their employment. Keys issued to staff must be surrendered when they leave our 

employment. Staff are not required to submit a deposit to receive their keys. 

 

- Studio occupants who sublet their studios may transfer their key to the person to whom they 

are subletting their studio, but they must inform the gallery administrator when this occurs so 

that a record can be kept. The original studio occupant maintains responsibility for the key while 

it is lent out. If additional keys are required (as when more than one person is using a studio) 

each additional key requires a $50.00 deposit to be paid by the person to whom the key is 

issued. Otherwise, keys should not be lent out to other parties, except with the express approval 

of the gallery administrator and/or the board. The gallery administrator will keep a record of any 

keys lent out under this provision. 

 

- A record will be kept of all persons to whom keys are issued. A separate accounting will be 

maintained of key deposits and refunds. Deposits will be refunded by cheque. 

 

- All main door keys will be numbered and marked ‘do not duplicate’. 

 

- Lost or stolen keys must be reported as soon as possible to the gallery administrator, and the 

$50.00 deposit will be forfeited. A replacement key will be issued, requiring a new $50.00 

deposit. 

 

- If security requires re-keying the doors to the main building, keys will be exchanged by the 

gallery administrator without a deposit being required. A record must be kept of all keys 

exchanged during this process. 

 

- Those to whom keys are issued will sign for their keys (including replacement keys), indicating 

their agreement to abide by this policy. 
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