READ AND SIGN

Revision: 0 | Issued: 8.11.24

Topic: Proper Handling and Return of Check-in Keys

Dear Team,

| would like to take a moment to remind everyone of the proper procedure for handling and
returning check-in keys, particularly following a recent incident where a key was not returned
and was subsequently lost.

To ensure the keys are properly secured, please avoid placing them in handbags, pockets, or
other personal items. Instead, the check-in key should be attached to your clothing, such as your
belt or uniform, to minimize the risk of misplacement.

At the end of your shift, it is your responsibility to return the key to the designated key box and
place it in the correct slot corresponding to its number. This step is crucial for maintaining the
integrity of our key management system.

Additionally, a new section titled "Check-in Key Returned?" has been added to your daily working
hours sheet. Please be sure to mark this section whenever the key has been returned.

This is how it looks like now:

Name: Station:

Under no circumstances should the key be taken home, as it is the property of the airport and
must remain on-site.

Thank you for your attention to this matter and for your continued cooperation.
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Elektronisches Schlusseldepot [ESD] / Electronic key-depot

H

A: schlissel erhalten / get key

1. Flughafenausweis vorhalten / Present airport badge

2. Fachnummer auswéhlen. Leuchtet die LED am Fach rot, ist ]
dieses leer / Select a box. If the red LED is an, the box is empty

3. Schlussel entnehmen und Each schliefen / take the key and
close the box S~
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I. Flughafenausweis vorhalten / Present airport badge
Il. Dongle des Schlissels am Rickgabeleser vorhalten / Present
key dongle to the return-reader
lil. Fach dffnet automatisch, Dongle in den Leser ginstecken, Fach
schlieBen / Box opens autamatically, insert dongle in the reader,
close the box
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ichtlinien / Guidelin

» Schlissel nicht weitergeben, Sie sind dafir verantwortlichl / Do

not pass on keys, you are responsible for it!
» Benutzen Sie die Schlisselkette / Use the key-chain

~

zuriick in das zugehdrige Fach /if the key is not needed
momentarily, return it to it's respective box

# Im Verlustfall melden Sie diesen an eine der zustandigen
Abteilungen / In case of lass, report it to one oft the
departments in charge:
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# 'Wird der Schlissel momentan nicht bendtigt, stecken Sie ihn m
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