
Best Practice you are 
advised to implement

Key Holder Responsibilities

Best Practice

The role of a keyholder in any company is one of great responsibility 
and only reliable and conscientious individuals should be considered 
as keyholders. Many companies and organisations also choose to 
nominate a security company as one of their keyholders. Here we look 
at best practice in the role of keyholding:

Ensuring keys are secure

Keyholders are responsible for the safekeeping of the keys 24 hours 
a day, as well as knowing any security codes for alarms. They need to 
be able to provide both keys and codes upon request by authorised 
personnel. When the keyholder is absent or goes on holiday cover 
needs to be provided for this important function.

Opening up and Closing down

A primary duty of keyholders is to open up in the morning - deactivate 
the security system, switch on the lights, and carry out a general 
inspection. The same process should take place in reverse when 
closing down at the end of business hours.

Out of hours

Keyholders also provide out of hours access if required by cleaners or 
maintenance contractors. At all times the objective should be to ensure 
the company is secure out of hours. 

First responder in an emergency

When your fi re or intruder alarms go off out of hours the nominated 
keyholder will be the fi rst responder.

Contact point in an emergency

If there is an incident at your company out of hours the police will 
need a contact person to liaise with. Almost always this will be the 
keyholder. Therefore on-call availability and a practical ability to deal with 
emergencies are essential attributes of a keyholder. After an out of hours 
incident the keyholder will be responsible for resetting the alarm.

Busy managers are not the best keyholders

It is tempting for companies to appoint as keyholders senior managers, 
but often these have many calls on their time, and many competing 
responsibilities that may confl ict with their keyholding duties. It is wiser 
to select a responsible and dependable employee who is not likely to be 
pulled in different directions so that key holding becomes a secondary 
issue. An alternative is to place key holding with your security company.

   Security of keys and codes
These need to be available 
24/7 every day of the year

   Opening and closing duties
Consistency is key here 
– the company needs to 
open and close on time 
following a set procedure

   Out of hours access
Cleaners, contractors and 
others will need to get into 
the building

   First responder
If the alarms go off who 
in your company will be 
fi rst on the scene?

   Contact point
If there is a security incident 
who in your company will 
the police liaise with?

   Selecting the best keyholder
Reliability is often better 
than seniority



Assigning Keyholders

At least 2 and preferably 3 keyholders should be 
provided. This can include a keyholding security 
company, such as GBSG (Guarding) Ltd, if you 
have engaged one.

Keyholders should be advised that they have the 
following responsibilities:

  Taking responsibility for investigating intruder 
alarm activations and resetting the alarm.

  Taking decisions over fault repairs – should 
we recommend that an engineer visit is 
needed, keyholders will need to contact 
the alarm maintenance company, or if the 
maintenance contract is with GBSG Ltd, 
they will need to approve an engineer visit. 
In this case, the control room staff will notify 
engineering of your request or call out the on 
call engineer as required.

  Providing access to site for engineers for 
maintenance/repair visits or for the police  
in the event of a break in. 

Keyholders may be called at any time of day 
or night if the intruder alarm activates.

For faults, the default is for these to be reported 
immediately. If you would prefer this to be done 
at the start of the next working day, please 
contact GB Monitoring in writing with your 
instructions. If you would like to check what 
instructions we may already have in place for 
your site, please do not hesitate to call the 
control room.

Passwords and Duress Codes

Passwords are a mandatory requirement 
to ensure security of your information and 
access to your security system. Please include 
passwords for all keyholders – this can be the 
same for everyone or each keyholder can be 
allocated a different password as required.

Duress codes are used if you believe that your 
keyholders may be at risk of being forced to 

cancel alarms under duress. Duress codes must 
be different to any password used, should be 
memorable and briefed to all keyholders. They 
should ideally be the same for all keyholders 
to avoid confusion. On using your duress code, 
the operators will not indicate recognition of 
this, but will end your call and contact the police 
immediately without arousing suspicion.

Updates

It is vital that GB Monitoring is updated as 
keyholders change, or if a keyholder becomes 
temporarily unavailable. In the event that 
keyholder details become out of date, it 
increases the risk to your security as control 
room staff attempt find someone to respond.

If at any time you have any queries about your 
keyholders, site details or instructions held by 
the control room, please do not hesitate  
to contact us and we will be happy to help.

Find out more:        w. gbsg.co.uk @GBSGLtd /GBSGLtdt. 01775 821100 


