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Key/Fob Access Form
Key/Fob Requests
· A form is required for keys/fobs for all members of your team.
· Keys/fobs will not be issued under any circumstances without the relevant information requested on the form.
· All forms must be signed by the manager requesting the key and where required the relevant Director.
· Keys/fobs will only be issued to the person that is named on the form and will require a signature.
General Access: 
· General access will allow the fob holder to enter and exit the building and allow access to all communal areas.
Key Access: 
· Key access is required for individual offices and storage/equipment cupboards.
Master Key Access:
· Master key access allows entry to all rooms and store equipment cupboards across the building that require a key. 
· Signed authorisation must be obtained from a Director.
Secure Fob Access:
Secure access is required in the following areas:-
Kitchen Corridor	Support Services Corridor	Drug Rooms		Doctors Office
IPS Wing Offices	Finance Safe Room 		Sister’s Office 		Archive Office 
· Signed authorisation must be obtained from the Director of the area.  For example: HR File Room – HR Director/People Services Director.
Additional Access: 
· If an existing member of staff requires additional access e.g. Secure access added to a general access fob, a new form must be submitted.
Lost Fobs / Keys:
· All lost keys and fobs must be reported as soon as possible via email to:- facilitiesadmin@thameshospice.org.uk an emergency key/fob may be issued but must be returned on issue of your replacement key/fob.  If left at home, collect visitors fob from main reception.
Volunteers:
· If you have volunteers that require a general access fob, please request one via email. The fob will be issued at the reception for the day of volunteering and must be returned before leaving the building.
Visitors/Contractors:
· If you have visitors/contractors that require a general access fob, please request one via email to facilitiesadmin@thameshospice.org.uk or to main reception.
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Key/Fob Access Form
PLEASE COMPLETE ALL REQUIRED FIELDS IN BLOCK CAPITALS AND EMAIL TO: facilitesadmin@thameshospice.org.uk 
GENERAL ACCESS:
	Actions Required (please tick)

	□ Fob Required

	□ New Staff 
	□ Add to general access fob

	Name: 
	Job Title:

	Requesting Manager: 
(name & sign)

	Date: 
	Date Required:


SECURE ACCESS: 
	Actions Required (please tick)

	□ New Staff 
	□ New Access 

	□ Add to general access fob
Please specify additional secure access required:
□ Finance	□ Mortuary	□ Drug Rooms	□ Doctors Office	□ Sisters Office
□ Archive Office	□ IPU Wing Offices
Please specify any other additional access required outside of the general access:

	Name: 
	Job Title:

	Requesting Manager:
(name & sign)

	Director: 
(name & sign)

	Date: 
	Date Required:


Any Additional Comments:
	Office use only:	Checklist - Starters

	Name & Sign: 
	Fob set up and signed for
	

	Name & Sign (issuer):
	Scanned/Electronically Filed
	

	Date: 
	Paper Filed
	

	
	Checklist - Leavers
	

	
	Fob returned – If not, email to Manager for return
Delete fob and name from system
	

	
	Electronically filed paperwork - moved to leavers folder
	

	
	Paper filed - moved to Leavers folder
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