
 

WHAT ACCESS CONTROL POLICIES AND PROCEDURES HAVE BEEN UPDATED SINCE 
2007?  

On 1 April 2017 the following procedural changes were implemented to reinforce SFU 
Policy AD 1.04 paragraph 2.5d which states, “When no longer required, (key/card) must be 
returned to the issuing office in person by the individual to whom it was issued”: 

1. Deposits will be forfeited on any key not returned within 1 year of when it has been 
converted (i.e. when the lock has been changed and the key no longer opens the 
assigned door). Keys not returned after 1 year will be considered lost. 
 

2. Deposits may be forfeited on any key issued to a contractor who is no longer 
actively contracted with SFU – a 45 day grace period will be in place to allow for 
departments or the individual to return the key. Contractors who fail to return keys 
may be subject to additional penalties. 
 

3. Deposits may be forfeited on any key issued to a student who is no longer registered 
and considered active – a 45 day grace period will be in place to allow for 
departments or the individual to return the key. 
 

4. Deposits may be forfeited on any key issued to a non-active staff member or faculty 
member (i.e. a staff/faculty member who has been terminated and confirmed no 
longer with SFU) – a 45 day grace period will be in place to allow for departments or 
the individual to return the key. 
 

5. Deposits will be forfeited on any card/fob issued to a contractor or visitor if the 
card/fob has not been authorized for use within the past 3 months. The card/fob 
will remain in the system for 3 years and we will reactivate at no charge, but we will 
no longer offer a refund due to violation of AD 1.04. 
 

6. Deposits will be forfeited on any card/fob issued to a student or identified as a 
departmental shared card where the card has not been authorized for use within the 
past 6 months. The card/fob will remain in the system for 3 years and we will 
reactivate it at no charge, but we will no longer offer a refund due to violation of AD 
1.04 
 

7. Deposits will be forfeited on any card/fob issued to a staff member or faculty 
member who failed to return the card/fob within 45 days of their termination date. 
We will reactivate the card at no charge, if the staff or faculty member returns 
within 3 years but we will no longer offer a refund due to violation of AD 1.04. 

  



https://www.sfu.ca/content/dam/sfu/srs/security/pdf/2018-Individuals-supporting-info.pdf
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