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Safeguarding the North Door 

Policies and Procedures for security at First Lutheran Church 

Approved by FLC Council in Oct. 2019 

First Lutheran Church was organized in 1879. We are a congregation guided by 

a spirit of compassion, openness, and outreach; Our safeguarding system will 

empower us to stay centered in the gospel of Christ and growing to meet the needs of our 

community. 

FLC’s mission statement is “Rooted in Christ, we are growing in faith to bear fruit in the world”. 

Purpose  

The purpose of this policy is to provide guidelines for safeguarding entry into the church from 

the north door. All other exterior doors of the church remain locked during the week, assuring 

entry to the building only through the north door. In 2019, the church council approved the 

installation of a camera enabled keyless entry system for identification of anyone coming in or 

out of the north door.  

The keyless entry will allow a camera and voice response to identify those without a key or key 

fob requesting to enter the building. This will allow staff to communicate with the person 

requesting entry. There is a lock release buzzer in the office to open the door, and there will be 

people assigned to open the door for people requesting entrance to the church for general access 

during office hours from 9 am to 3:30 pm.  

Policy Guidelines 

Key Cards 

1. North doors are accessible only by key cards. Pre-existing physical keys will only work 

on the pantry door, west narthex doors, and other exterior entrances.  

2. Key cards will be managed by the Parish Administrator with guidance from pastors, other 

staff, and council leaders.  

3. To obtain a key card: 

a. Fill out a key card request form, copies are located in the office.  

b. Requests must be made in person to the office staff.  

c. It may take up to 48 hours to fill a key card request.  

d. Key card access is up to the discretion of Parish Administrator, staff, pastors, and 

council leaders.  

e. Parish administrator will issue the key cards and manage the key card list  

f. All key cards must be returned if they are no longer needed.  

4. Persons who are issued a key card will generally fall into one of the following categories:  

a. Persons who are a leader in a church ministry or outside group that regularly uses 

FLC outside of office hours. 

b. Staff  
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c. Persons who are regularly working on projects and/or ministries that require 

frequent access to the building 

d. Temporary users, both members and non-members setting up for one-time events 

e. Others, at the discretion of the pastors and staff and council leaders 

5. Each key card has a serial number that is assigned to a specific person.  

6. If a key card is lost or stolen, users must notify the office immediately. 

7. The initial cost for a key card will be covered by FLC.  

8. The replacement cost for a key card will be $5, to be covered by the key card holder at 

the discretion of pastors 

Building Access 

1. The office hours are 9 am to 3:30 pm Monday through Thursday, and 9 am to 1 pm on 

Fridays.  

2. During those times, the building will be accessible to anyone without a key card via the 

buzzer on the north door.  

a. The buzzer is located on the right side of the door. To operate the buzzer, press 

the button located on the lower right hand side. A doorbell will sound in the main 

office and office workers will speak to you through the intercom.  

3. The north doors will be set to “open” during worship times, Saturday from 4:15 to 6:45 

pm, and Sundays from 8:30 am to 12:00 pm.  

4. The north doors will also be set to “open” 15 minutes prior to and 15 minutes post the 

starting time of a scheduled event. 

5. After 15 minutes post start time, the north doors will be locked and it is the responsibility 

of participants to let their attendees in to the building. 

6. For special events, such as funerals, weddings, congregational and community events, the 

north doors will be set to “open” as appropriate 

7. RediSystems will manage this opening and locking as scheduled ahead of time by staff.  

8. The door will be open for 5 seconds after being keyed or buzzed open.  

a. This time can be adjusted at the discretion of office staff and RediSystems. 

9. Handicap access will not be affected. 

10. In the event of an unexpected power outage or system glitch, the safeguarding system has 

backup power and/or pastors, staff, or council executive team can manually lock or 

unlock the door. 

RediSystems Management 

1. FLC contracts with RediSystems to manage our safeguarding system, including setting 

the north doors to “open” or “locked”, in accordance with our schedule.  

2. RediSystems will also provide access to key card holders in the event that a key card is 

forgotten 

3. RediSystems provides a 24/7 hotline for all who require access to the church and may 

have difficulty with their key cards. That hotline is 866-520-6414 



 3 

4. RediSystems will also manage other matters, including but not limited to: lost or stolen 

key cards, access levels, and providing statistics on who is coming in and out of the 

church.  

 

Attachments 

Frequently Asked Questions about Safeguarding the North Doors 

Example of the scheduled hours for the north doors 

List of persons/groups that may require a key card 

Lamb of God Early Childhood Ministries key card entry family policy sheet  

Key card request form 

 


