Onboarding Guidance for New Users of
the Rubenstein Ecosystem Science Lab and

the Spear Street Forestry Sciences Lab
April 2021

CATcard Access Instructions

This document contains updated links and describes the process for a supervisor to get a UVM CATcard
approved and/or to get hard keys for offices/labs.

1.


http://www.uvm.edu/policies/facil/key.pdf
/riskmanagement/train-and-inform-lab-personnel
/riskmanagement/train-and-inform-lab-personnel

3. Complete the appropriate access request form:

- Undergraduate students may be granted approval for up to three consecutive semesters. After the final
approved semester, access is automatically revoked so plan to resubmit the form if needed for longer
periods. Hard keys to offices or labs cannot be issued to undergraduates. Undergraduate access forms are
here: https://www.uvm.edu/sites/default/files/UVM-CATcard-Service-
Center/Undergraduate_Access_Request _Form.pdf

- Faculty, staff, PhD, or graduate students: https://www.uvm.edu/sites/default/files/Physical-Plant-
Department/Request_For_Keys Revised Sept2020.pdf

- Contractors, vendors, affiliates, non-affiliates, volunteers will need to obtain a vendor badge and may need
an approved agreement. More info about the vendor badge and link to the form is

here: https://www.uvm.edu/catcard/get-card-im-vendor Contact the facility coordinator or RSENR Dean’s
office for more information.

Important notes when filling out your CATcard form:
a) The requestor should be a faculty member or staff (your supervisor).

b) To activate a CATcard, the office needs your PeopleSoft id# sometimes called Employee id#. For students,
this 95 number is listed on your student id# in Banner. For employees, the PeopleSoft/Employee id # can be
found on your paystub. Go to MYUVM, then PeopleSoft Human Resources.

c) There will not be enough room to list all of the safety trainings required. Please instead write “Lab Safety and
VOSHA” and "see attached" in the date box. You will then need to attach a screenshot of your safety training
transcript by going to this website (https://www.uvm.edu/riskmanagement/train-and-inform-lab-personnel)
and selecting “View your safety training transcript” on the right hand side. You will submit this along with the
completed form.

d) Common room numbers:
| AIKEN FORESTRY SCIENCES LAB |

e) Leave key number and director signature
blank. It will go to the lab director for signing
after review by the lab manager.
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(b) Prior to entering the lab, fill out the UVM check-in form: https://healthcheck.uvm.edu/employee.
There will also be a QVC code posted on the doors to access this form in case folks forget before
arriving at the lab.

OPTION 2: If you are not listed on a lab resumption safety plan, you still need approval prior to entering the


https://healthcheck.uvm.edu/employee
/rsenr/forms/rsenr-safe-activity-resumption-and-building-access-request
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