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Campus Access Approval
Step 1

Submit Request
• Complete request online 

48 hours in advance

• Request will be submitted 
to the respective first level 
manager of your area

Step 2

Request Review
• Respective area manager 

receives request via email
• Area manager will review

Step 3

Check-In / Check-Out
• Email will be sent to 

requestor with instructions 
to check-in and check-out

• Check-in upon arrival
• Check-out shortly before 

leaving campus



Step 1: Submit Request

Campus Access Request Form
• Form available on website (pending)
• Complete request 48 hours in advance
• Request will be submitted to the respective 

first level manager of your area

Complete the form:
1. First Name and Last Name
2. Email Address
3. Area Manager
4. Room access request
5. Date and time of access request
6. Duration of access
7. Essential function of request
8. Health questionnaire/statement



Step 2: Request Review

Automated request sent to area manager
• Area manager receives email requesting 

access to college campus

• Area manager to review request

• Approve and submit

Once approved by area manager:

• Email notification to requestor
• Information is recorded and logged for 

tracking purposes



Step 2: Request Review

Once approved by area manager:

• Email notification to requestor
• Information is recorded and logged for 

tracking purposes

• Admin. Services to use data log to ensure 
sanitation is performed

• Online Check-In and Check-Out for better 
service



Step 3: Check-In/Check-Out

Check-In
• Check-In Form available on website 

(pending) and in email notification

• Check-In to be still available in Tower

• Information is recorded and logged

• Admin. Services to use data log to 
ensure sanitation is performed



Step 3: Check-In/Check-Out

Check-Out
• Check-Out Form available on website 

(pending) and in email notification

• Check-Out to be still available in Tower

• Information is recorded and logged

• Admin. Services to use data log to 
ensure sanitation is performed



Automation Process

Data logged onto spreadsheet

Data retrieval

Email sent to requestor
Email sent to Manager

Email sent to LBO

Request approved 

Review Requested    
Email sent to Manager

Response is submitted
Response detail is gathered



Implementation Timeline
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Monitor and adjust 
as necessary

Campus notified of 
changes

Administrative 
Services: 

Walkthrough and 
Process Training

Final Review

Administrative 
Management: 

Walkthrough and 
ProcessRe

vi
ew

Process review with 
Campus Access Task 

Force

Additional feedback 
and adjustments
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at
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n

Campus Listening 
Session held

Planning



Automation Process
Email Access Request Received and Review

FIRST NAME AND LAST NAME is requesting your approval to access the building 
on DATE starting at TIME for HOUR(S).

FIRST NAME AND LAST NAME is a ROLE and has identified the following essential 
functions listed below to be completed while on campus: REASON

FIRST NAME AND LAST NAME is requesting access to classroom/lab/office: ROOM

FIRST NAME AND LAST NAME has provided the following responses as part of 
accessing the facilities: 
I am not sick or experiencing COVID-19 related symptoms (e.g. loss of smell, flu-
like symptoms, fever, coughing, etc.) 
I will wear a facial covering/mask and maintain 6 feet social distancing practices 
while on campus. 
I will sign-in and sign-out at the Tower. 



Automation Process
Email Access Request Granted (under review)



Questions
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