Staff & Faculty Key and Card Request Form
Failure to complete any of the below information will result in a delay.
Please complete one form per person and submit to the Card Services Office

[bookmark: _GoBack]UNIVERSITY KEY POLICY
Concordia University, St. Paul strives to provide a safe and secure environment by maintaining proper use and handling of assigned University keys and card access by all university staff, faculty, and students. All keys are University property and loaned to you during your time of employment.
· Access assigned to new employees after a completed “Staff and Faculty Key and Card Request Form” is submitted to Card Services.
· The recipient is personally accountable for all University keys issued to them.
· University key/card cannot be reproduced, exchanged, or loaned. 
· Lost or Stolen key/card must be reported to Card Services within 24 hours.
· All university issued key/cards must be returned by the last day of employment.
· All university employees must sign their agreement of this policy (page 2).
CARD ACCESS TEMPLATES
Below you will find a general breakdown of the templates used to assign card access.  All hard keys or office space access need to be requested via the “additional access” area of the Staff and Faculty Key and Card Request Form on the next page (page two). 
Faculty & Adjunct Access:	
· Card Access to:
· Building Exteriors for Marshall, Gangelhoff Center, Fandrei Center, Thompson Hall 6am-11pm, 7 days a week.
· Parking Lot A gate, Winget Student Life Center game rooms, and Bear Den fitness center
· General classroom and conference room access
· Art, Theater, Science, Music, and Central Midway housed departments will also have department specific classrooms, studio, and lab access.
Staff Access:
· Card Access to:
· Building Exteriors for Marshall, Gangelhoff Center, Fandrei Center, Thompson Hall, 6am-11pm, 7 days a week.
· Parking Lot A gate, SLC game rooms, and Bear Den fitness center
· General conference room access
· Departmental Access
· Department Heads – all offices
· Departmental common spaces (conference rooms, breakrooms, office suites, etc.), contact Card Services for a complete list of these spaces for your department.  
Coach Access:
· Card Access to:
· Building Exteriors for Marshall, Gangelhoff Center, Fandrei Center, Thompson Hall, 24 hour access, 7 days a week.
· Parking Lot A gate, Winget Student Life Center game rooms, and Bear Den fitness center
· General conference room access
Contracted Staff Access:
· Card Access to: 
· Building Exteriors for Marshall, Gangelhoff Center, Fandrei Center, Thompson Hall, and the receiving door of the Student Life Center (SLC) 6am-11pm, 7 days a week.
· Parking Lot A gate, SLC game rooms, and Bear Den fitness center
· Additional Access assigned to Department and 999 Access Cards.

PATRON INFORMATION
[bookmark: Text1][bookmark: Text2]Name of Recipient:      			L:#:      		Date:      
[bookmark: Text3][bookmark: Text4][bookmark: Text6]Phone      			Campus Address:       		Email address:        	

CARD & KEY ACCESS TEMPLATE
There are templates created for staff and faculty based on position and department, a breakdown of the standard access included with each template can be found on page one of this form. Please complete the below information so that the appropriate template can be applied. Additional Access (office spaces, etc.) can be requested below.
Reason for Request: 
[bookmark: Check6]|_| New Hire 	|_| New Access |_| Replacement Key(s)/Card and reason for replacement      
[bookmark: Check4][bookmark: Check2][bookmark: Check3]Recipient is: |_| Faculty/Adjunct	|_|Staff	|_|Coach	|_|Contracted Staff	|_|Department Card
[bookmark: Text5]Recipient’s department and job title:      

ADDITIONAL ACCESS NEEDED – All master keys require VP signature

	Building
	Office/Room #
	Card, Key, or Master Key

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     



SIGNATURES
By signing below the Recipient is agreeing the University Key Policy found on page one of this form.
[bookmark: Text10]Recipient’s Signature: ______________________	Date Access is needed (allow 2 business days):      
Dept. Head Signature:___________________ 		Master Key Approval - VP Signature: ____________________

For Card Services Office Use Only:
Employee Key Number: _______________

Keys Requested: ________
Keys Received & Tested: ________
Card Access Programmed: ________
Doors updated: ________
Recipient emailed for pickup/card update: ________
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