
 

Rules and instructions for access card use  
at the University of Ottawa 

 
                  Please have the card administrator explain all the information in this document. 
 
- Your administrator is granting further access on an existing card you had 
   in your possession from a different administrative unit?            
- This is your only University of Ottawa access card in your possession   
- This card is a replacement card.              
- Your access time is restricted as per scheduled times           
- Your card is restricted on holidays               
- You have been advised exactly which areas you have access to?          
- Your card has an expiry date and is to be returned upon expiry.          
 

Important  Information 
 

 Cards used in unauthorized areas or outside of authorized time periods may1.  
trigger the alarm. 

 
2. A door held open for more than 120 seconds can trigger the alarm. 

 
3. Never hold a door open with an object. 

 
4. Never hold a podium door or cover open with an object. 

 
5. You are personally responsible for your access card. 

 
6. Never lend your access card. 

 
7. Never allow unauthorized persons or persons without an access card to enter 

rooms that require an access card. If you break this rule, you may have your 
access card withdrawn   

 
8. If you yourself enter a room without authorization, you may have your access 

card withdrawn. 
 

9. The access card remains the property of the University of Ottawa and must be 
returned to the owner. The loss of a card must be immediately reported to the 
Administrative Officer of the Common Law section. We will issue a new card at 
a cost of 20$ charged to the holder.  

 
 
   **A deposit of $20 is required for obtaining access card and will be given to you upon return**
 
 
The section below confirms that you have read and understood how the access card system works, the 
objective being to prevent false alarms at Protection Services. 
 
I, (please print your name) ___________________, have read and confirm that I 
understand the rules and instructions governing the University of Ottawa access card 
system. My employee/ student number is_______________.  
 
If the use of my card causes a problem or an alarm, authorities can contact me by e-mail  
at (____________________________) or by phone at (__________________).  
 
I recognize that both Protection Services and my service or academic unit managers 
reserve the right to cancel my card if I fail to follow the rules and instructions above.   
 
__________________________________  _________________  ________________  

Signature                                     Date    Card no.  
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