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Rogue Community College
Facilities

New Employee Credential and Key Request Form
Not for Current Employee Please Submit a Work Order
RCC uses electronic access on all buildings for initial entry. There is at least one electronic lock to a building. A credential with access is needed to enter a building during weekends, holidays, and certain buildings which are always locked. All employees are required to have at least a standard credential (no building access). 
( Every line Item on this Form is required. Incomplete forms will be returned. Two pages total.
	DATE SENT :      

	PERSON TO CONTACT (Name & phone # for questions) :      

	EMPLOYEE (Name of employee the card is for) :      

	ID# (Not SSN!, Contact HR if # not known) :      

	PIN# (4 digit number. Can’t start with 0. Recommend using first 4 of your long distance code) : 

	POSITION/TITLE :      

	DEPARTMENT (If more then one, use most prominent) :      

	 FORMCHECKBOX 
PART TIME   FORMCHECKBOX 
FULL TIME
	 FORMCHECKBOX 
Classified   FORMCHECKBOX 
Faculty   FORMCHECKBOX 
Management   FORMCHECKBOX 
Temp   FORMCHECKBOX 
Student   FORMCHECKBOX 
Other


( PHOTO SOU Employees Please Skip
The biggest thing that will holdup processing the credential is the photo. Please do one of these before submitting form:  FORMCHECKBOX 
Picture already taken   FORMCHECKBOX 
Will get picture taken same day   FORMCHECKBOX 
Made appointment for picture

Locations: (Please call 659-6080 to make an appointment for the Facilities Office camera). 
· Redwood Campus: Student Services in SS-Bldg or Facilities Office in Doorfling House
· Riverside Campus: Student Services in G-Bldg second floor

· Table Rock Campus: Computer Labs in Room 125

( BUILDING AND DOOR ACCESS
Please go to Page 2 now and enter all building and room access needed. If you are not sure of the room name, please give best description possible in the notes section. The contact will be called for more information.

( AUTHORIZATION 

This form must be authorized by an Associated Dean or higher. It needs to be attached to an email and sent to jgalloway@roguecc.edu plus the authorizer for approval.  After looking over the form the authorizer simply needs to reply-to-all and give permission.
( SEND
Please email forms to Joshua Galloway, Systems Technician, jgalloway@roguecc.edu (Please CC the appropriate person to request that the form be authorized). If you have questions, please call 659-6080 or email. The Employee or Contact Person will be contacted when the credential and/or keys are ready. Please allow up to five days lead time for programming. Usually doesn’t take that long.
New Employee Credential and Key Request Form, Page 2

Building and Door List

Please use one line per building and per campus. If employee needs access to all buildings on a campus, please enter “ALL” in the building section; and check all campuses applicable. The Contact Person may be called to verify certain locations. The “Add Credential to Building” checkbox indicates that the employee needs to be able to enter the building if it is locked. Place a Checkmark in the box and access to the building will be added to their credential.



Add Building Entre

Campus
Building
Room #(s)
to Credential?
Notes
	 FORMCHECKBOX 
RWC

 FORMCHECKBOX 
RVC

 FORMCHECKBOX 
TRC
 FORMCHECKBOX 
HEC
	     
	     
	 FORMCHECKBOX 
Yes
	     

	 FORMCHECKBOX 
RWC

 FORMCHECKBOX 
RVC

 FORMCHECKBOX 
TRC
 FORMCHECKBOX 
HEC
	     
	     
	 FORMCHECKBOX 
Yes
	     

	 FORMCHECKBOX 
RWC

 FORMCHECKBOX 
RVC

 FORMCHECKBOX 
TRC
 FORMCHECKBOX 
HEC
	     
	     
	 FORMCHECKBOX 
Yes
	     

	 FORMCHECKBOX 
RWC

 FORMCHECKBOX 
RVC

 FORMCHECKBOX 
TRC
 FORMCHECKBOX 
HEC
	     
	     
	 FORMCHECKBOX 
Yes
	     

	 FORMCHECKBOX 
RWC

 FORMCHECKBOX 
RVC

 FORMCHECKBOX 
TRC
 FORMCHECKBOX 
HEC
	     
	     
	 FORMCHECKBOX 
Yes
	     

	 FORMCHECKBOX 
RWC

 FORMCHECKBOX 
RVC

 FORMCHECKBOX 
TRC
 FORMCHECKBOX 
HEC
	     
	     
	 FORMCHECKBOX 
Yes
	     

	 FORMCHECKBOX 
RWC

 FORMCHECKBOX 
RVC

 FORMCHECKBOX 
TRC
 FORMCHECKBOX 
HEC
	     
	     
	 FORMCHECKBOX 
Yes
	     

	 FORMCHECKBOX 
RWC

 FORMCHECKBOX 
RVC

 FORMCHECKBOX 
TRC
 FORMCHECKBOX 
HEC
	     
	     
	 FORMCHECKBOX 
Yes
	     


OFFICAL USE ONLY: DO NOT WRITE BELOW UNLESS TOLD TO DO SO:

	Credential and/or Key(s) Received
	SIGNITURE
	DATE

	Credential and/or Key(s) Returned
	SIGNITURE
	DATE


If editing this form from an email attachment, please download to your computer to make changes then reattach. 








� Authorizer of this document is responsible for knowing the proper access needs for named employee. Employee’s supervisor is responsible for collection of credential and all keys assigned to employee upon leaving or termination.





