Student Laboratory Key Issuance Process
1. Purpose
To establish a formal, consistent process for issuing laboratory keys to students that ensures safety, accountability, and compliance with laboratory policies while maintaining flexibility in access based on research needs.
2. Scope
This process applies to all students requesting physical key access to laboratory spaces. There is no maximum limit on the number of keys issued, provided all requirements of this process are met, however the Lab Individual Principal Investigators (PIs) may implement a maximum limit at their discretion. 

3. Key Issuance Eligibility
A student may be issued a lab key once all the following conditions are satisfied:
1. Principal Investigator (PI) Approval
· The PI must approve of the student’s need for lab access.
· The PI determines: 
· The student’s level of access
· Approved lab usage times
· Any additional lab‑specific requirements
2. Completion of Required Training
· All applicable lab safety and equipment training must be completed prior to key issuance (COE Safety Quiz and Lab PI training). 
3. Execution of Key Issuance Acknowledgment Form
· The student must sign the acknowledgment form agreeing to comply with lab policies, hours, and expectations.

4. Laboratory Hours of Operation
4.1 Normal Business Hours
· M-F 7:00 a.m. – 5:00 p.m.
· Full laboratory operations permitted in accordance with lab rules and safety protocols.
4.2 After‑Hours Access
· M-F 5:00 p.m. – 11:00 p.m. Saturday/Sunday 7:00 a.m. – 11:00 p.m.
· After‑hours access is limited and subject to the following conditions: 
· No hazardous experiments may be conducted alone.
· Written approval from the PI is required.
· The PI must be informed when the student enters and exits the lab.
· Lab activities must comply with all safety requirements and emergency procedures.
· Under specific, unique circumstances (e.g., checking on a measurement that must be monitored overnight) access outside these hours may be permitted with permission from the PI and Safety Officer. 

5. Student Responsibilities
Students issued lab keys are responsible for:
· Using the lab only during approved times
· Following all lab rules, safety procedures, and institutional policies
· Securing all doors upon entry and exit
· Not lending, duplicating, or sharing keys
· Immediately reporting lost or stolen keys
· Complying with any additional PI‑defined expectations
· Do not allow unauthorized people into the lab

6. Principal Investigator (PI) Discretion
The PI retains authority to:
· Approve or deny student access
· Limit or expand access times based on research needs
· Define additional lab‑specific safety rules or restrictions
· Suspend or revoke access at any time due to safety, compliance, or performance concerns

7. Violation and Enforcement Process
7.1 Lab Rule Violations
Violations include, but are not limited to:
· Unauthorized after‑hours access
· Conducting prohibited activities while alone
· Failure to follow safety protocols
· Sharing or misusing a lab key
7.2 Consequences for Repeated Violations
· Violations are documented and shared with the PI, Department Chair, and Safety Officer.
· After two violations: 
· The student’s lab key will be removed.
· Reinstatement of access, if allowed, requires PI approval and may require retraining.
· Lab PI, Department Chair, and Safety Officer have the authority to request to remove student’s lab key for repeated violations. 

8. Key Return
· Keys must be returned: 
· Upon completion of the student’s research
· Upon departure from the lab or institution
· Immediately upon request by the PI or department
· Failure to return keys may result in administrative consequences.
