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TO ISSUE A STUDENT KEY REQUEST

STEPS(cont.)

7. Thestudentwill goto Facilities/Site Servicego pick up their keys at the applicable campus and
bring photo ID:

e New WestminsterCampusRoom S4800
e Coquitlam(David LamCampusRoom: B3112

8. Facilities Servicewill issue kegs)to the student.

TO RETURN KEYS
STEPS:

1. Three weeks prior to the access period end d&tagilities Servicewill send aremailreminder
to all studenswho have been issued college keyejuesting that theyeturn keys by an
assigned deadline date, and indicate that failure to return the key(s) by the deadline, will result
in a hold being placed on the studéstecord.

2. Thestudentwill return all college key(s) e applicable FacilitieServicedNWCRoom: 4800
or COQRoom: B312) before the deadline date

3. Upon receipt of College key($gacilities Servicewill:
e confirm returned keys)

KEY RENEWAL
STEPS:

1. If a studenthas received a kegxtensionfrom their reportingAdministrator, they must
completethe electronic Key Request Fotorenew their key request before the conclusioh
their currentaccess periogseeSep 1in this document

2. OnceFacilities Servicebas received confirmation of key authorization from #gprover, they
will update the key records and notify the studdmt email that their access has been renewed

for the extended access period.

3. If akey authorization has not been approved for renewal, Facilities Serwitlesotify the
student by email to return College key(s).
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KEYS NOT RETURNED

STEPS:

1. If a studentdoes not return a College key(s) by the established deadline date, Facilities Services
will:
e send a second email reminder to teudentto return keys), and;
+ contact the Enrolment
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