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Purpose: 
 
To establish a standard Court Services Bureau (CSB) procedure for control of 
department-issued court access cards. 
 
Policy: 
 
All CSB personnel will be held accountable for their issued access cards.  Loss of a card 
must be reported to a supervisor immediately to limit any breach in the security of our 
facilities. 
 
Procedure: 
 
When an access card(s) is reported lost to a supervisor, the supervisor shall ensure the 
CSB Security Unit and Department of General Services County Security Division is 
notified immediately and asked to deactivate the missing card(s).  All reasonable steps 
should be taken to recover the access card(s).   
 


