FORM FOR FACULTY/INSTRUCTORS TO REQUEST EXCEPTIONAL ACCESS TO CAMPUS SPACES 

**Before completing this form, please see the important COVID-19 update re. the University’s screening protocols**
	Name of Course Director/Requestor:


	

	Department and Faculty:


	

	Course Director/Requestor Cell Phone:


	

	Course Director/Requestor Email:


	

	Any other critical supporting individuals for whom access is requested, with contact information (department, cell phone and email):


	

	Building 1 that will need to be accessed:


	

	Room number(s) Involved in Building 1:


	

	Building 2 that will need to be accessed:


	

	Room number(s) Involved in Building 2:


	

	Course number and title (where applicable):


	


Provide a description of what you must do on campus and a rationale indicating why the activities cannot be completed remotely.  Include the start date, end date, number of times and duration that you must be on campus and, in the case of essential materials or equipment retrieval, exactly what is needed and whether any assistance is required (and the nature of that assistance).   (Note: a list of campus teaching spaces that may be requested to record lectures in cases where it is not possible to do so from home is attached as an appendix; should your request involve use of these spaces, upon approval of the request, a time will be assigned for use of the spaces.)       

Discuss any protocol for ensuring social distancing if you plan on bringing others with you to support course offering or other activity, or if you plan to interact with anyone while on campus.  

Comments of Associate Dean: 

Note: Where requests are for access on specific dates or within specific timeframes, Associate Deans should provide as much commentary as possible regarding the academic rationale for the request and the necessary timing for room access. This information is essential to assist Security in coordinating and supporting requests.    

_______________________________   

Signature of Dean (or designate)

Completed forms are to be submitted to the Associate Dean Teaching and Learning (or equivalent) in the Faculty that offers the course you are teaching (or your home Faculty for non-teaching-related requests), copied to the department/school chair or director (where applicable), at least one week in advance of the required access. Requests will be reviewed by the Associate Dean on a regular basis, and instructors will be informed of the results as soon as possible.  Health and safety considerations must be paramount in the consideration of requests, and, where necessary, Deans’ offices will coordinate with Security and others to ensure that the requirements of social distancing can be maintained. Consistent with this, requestors will be assigned a specific time for access. Those granted access may be asked to pick up special access cards from Security or be escorted by Security to unlock buildings. Please be reminded that, should access be granted, all public health rules must be followed, including restrictions of groups to no more than five people and requirements for social distancing and hand-washing/sanitizing; where more than one person is present and where feasible, � HYPERLINK "https://www.canada.ca/en/public-health/news/2020/04/ccmoh-communication-use-of-non-medical-masks-or-facial-coverings-by-the-public.html" �non-medical masks� could be used for your own comfort.
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