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POLICY:
The College’s commitment to maintain a secure environment requires a verified form of identification of all persons on campus.  Therefore, the College requires that all students, faculty, staff, and visitors prominently display a valid CCNY-issued ID card/pass at all times when on campus and when accessing any facility.  Only the CCNY ID Unit issues official CCNY ID cards.  

OBTAINING AN ID CARD:
To obtain a CCNY ID card an applicant must first show proof of affiliation with the college by providing one of the following documents: 

STUDENTS:

      A paid validated Bursar’s receipt.

FACULTY, STAFF or other authorized persons (vendor, contractor, etc.) 

      An Authorized Request Form (see attachment) from the Department Head or from the Department of  Human Resources.

             AND
The applicant must show proper proof of identity by providing any of the following; 
ACCEPTABLE IDENTIFICATION DOCUMENTS:

· United States Passport (unexpired or expired)

· Certificate of U.S. Citizenship

· Certificate of Naturalization

· Drivers License or ID Card issued by a state of outlying possession of the U.S. provided it contains a photograph or information such as name, date of birth, sex, height, eye color and address.

· Unexpired Foreign Passport with I-94
· Alien Registration Receipt Card

· Unexpired Temporary Residence Card

· Unexpired Employment Authorization Card

· Unexpired Reentry Permit

· Unexpired Refugee Travel Document

· Unexpired Employment Authorization Document issued by INS with Photograph.

· United Nations ID Card/ with other supporting documents

· ID Card issued by Federal, state or local government agencies or entities provided it contains a photograph or information such as name, date of birth, sex, height, eye color and address.

· School Identification Card with photograph

· U.S. Military ID card (not the VA card)
· Native American Tribal Document

· Drivers license issued by a Canadian government authority.

· Certification of Birth Abroad issued by the Department of State

· Original or Certified copy of a Birth Certificate issued by a state, county, municipal authority, or outlying U.S. possession and bearing an official seal.
· U.S. Citizen ID Card

· Health/Benefits card with photograph(from Medicaid/Medicare)

· School record/transcript/Department of Education records
(For individuals under 18 who are unable to present one of the documents listed above)

CCNY WILL NOT HONOR THE FOLLOWING ITEMS AS PROOF OF IDENTITY
· Credit cards
· Check cashing cards

· Food Store courtesy cards,

· ATM/debit cards

· Pay stubs

· Cancelled checks

· Health insurance cards (unless supported with hospital records)

· Social Security Cards

SUBMISSION OF UNACCEPTABLE DOCUMENTS AS PROOF OF IDENTITY:
A CCNY ID card will not be issued if an individual fails to present proper proof of identity.  However, a person may qualify for a 30-day temporary ID card that allows full access to the campus, while the individual clarifies their record.  

The name on your CCNY records must match the name on the identification document presented to the ID Office. If there are discrepancies between the name on an applicant’s proof of identity and the one printed on the Admissions documents/Records (e.g. different name due to divorce, marriage or change of name), the applicant must reconcile these data: the applicant must file a change of information form with the Registrar.  
Reconciliation to match the CCNY Records requires presentation of original documents (see list of Acceptable Identification Documents) to the Office of the Registrar: 

Step 1
Present information authenticating your identity to the CCNY Registrar. 

Step 2
Bring proof of the name change obtained from the registrar’s office to the ID Office along with the proper personal ID and the 30-day temporary ID card for your new validated CCNY ID card.  
If the records have not been reconciled with the 30-day temporary period, the expired card will become subject to confiscation and further access to the campus facilities prohibited.  Furthermore, a “STOP” code may be placed on your CCNY records.

The ID card Unit and/or the NAC Lobby Security Officer issue visitor’s Passes. Visitors must present proper photo ID.  The ID Visitors Passes are generated in label form in the ID office and contains a printed image of the visitor.
VIOLATIONS:
The following is a list of violations subject to disciplinary action and/or criminal charges. 

· Lending an ID card to another person or using someone else’s ID card: the card is non-transferable

· Failure to surrender an invalidated and expired ID card to the ID card Unit or Dept./Unit Head.

· Altering and defacing a valid ID card for the purpose of misrepresentation.

· Creating a facsimile of a CCNY ID card by duplicating, photocopying or any other method.

· Issuing an ID card without following College policy and protocol.

· Possession of two (2) identical ID cards; Possession of two (2) ID cards with the same photo but different names and/or details.

· Failure to produce an ID card when requested by a college official

· The ID card must be surrendered upon separation from the college.

Violations will be handled through appropriate internal disciplinary actions and/or through legal action.  

· The office of the Vice President of Student Affairs will handle violations of the policy by students. 

· The office of the Vice President of Human Resources will handle violations by staff and faculty.
FEE ASSESSMENT:
Immediate notification must be given to the ID Card Unit if a card is lost; the replacement fee is $10.00. There is no fee to replace a damaged or faded ID card provided the old card is surrendered. 

UNABLE TO PRODUCE A VALID ID CARD 
· Temporary ID cards are issued for temporary access when the valid card is not available.

· When the ID card Unit is closed, access to any building or facility requires the person to report to sign in at the Security Officer’s post/desk.
· Temporary ID cards are valid for one day, and can be issued no more than three (3) times during a semester for any one individual.

· Yellow Temporary ID cards will be issued upon request when the expiration date is less than a 3-month period (usually for high school programs i.e. College Now).
CONFISCATED ID CARDS
The following ID cards are subject to confiscation:

· ID Cards with “Expired validation stickers”;
· ID cards with faded/ mutilated or damaged photo images;
· ID Cards used to misrepresent another person; if the picture on the ID Card does not resemble the image of the cardholder;

· ID Cards of anyone with possession of multi-CCNY ID cards.

EXPIRATION STICKERS:
· Faculty and staff ID cards validation stickers are granted on an annual basis -- for a period of one 

      calendar year ( from January through December).
· Student ID card validation stickers are issued by semesters; they expire at the end of the prospective semester.  Renewal stickers are issued on a timely basis pending verification by the Bursars Office that the student is registered for the coming semester. 

· The applicable validation sticker and/or date for temporary cards must be affixed to the ID card, and photo ID cards must contain a clear picture and identifier of the cardholder.

ID CARD INFORMATION: 

CCNY ID cards contain the following information:

FRONT
**Clear Photo Image of Cardholder

REAR

Bar Code ( if applicable)

Full Name/ Designation code




Date of Birth

Title/position & Department (if applicable)


Signature of cardholder

College address & Telephone Number


Short policy statement

Validation Sticker                                                                   CCNY Logo

Public Safety Phone number                                                   CUNY Logo
**All hats/headwear, caps, and non-prescription sunglasses MUST be removed which conforms to the New York State/DMV requirements.
PERSONNEL DESIGNATION CODE:
The following coded letters appear on printed on the card as an Identifier:

FS
Faculty/Staff


HS
High School




U
Undergraduate


R
Retiree

G
Graduate


VES
Volunteer Emergency Service

C
Contractor 


L
Friends of the Library

HSMSE HS of Science, Math
            CPS Continuing Professional Studies
CWE Center for Worker Education    PhD Grove School

QUEST (CWE program)                     Architecture School

                                          Press Pass                      

Persons entitled to Library barcodes on their CCNY ID card:
· Current registered/validated students -- undergraduates and graduate, whose tuition is paid.

· Current employed personnel full and part-time faculty, staff, adjuncts and visiting faculty.

· CCNY retirees who derive their benefits from the PSC-CUNY bargaining unit (mainly faculty, HEO and CLT retirees)

· City High School Students attending the H.S. of Math, Science and Engineering.  These students have access to the library while on campus.

· Friends of the Library as authorized by the College Librarian

Persons ineligible for assigned barcodes on their CCNY ID card:
· Participants in Adult & Continuing Education programs.

· Contractors (including Contract Security Guards)

· Vendors

· HSMSE/JHS/HS/

In cases where there should not be a barcode, the ID card unit will imprint on the card “NO BARCODE ASSIGNED”  in the area designated for the barcode.

CUNY ID CARDS ACCEPTABLE AT CCNY:
ALL CUNY University ID cards are cross-campus honored for access to buildings on all its campuses. Some restrictions may apply for library usage.
Exceptions to this policy may be submitted to the Assistant Vice President of Student Affairs.
CCNY ID POLICY

SUMMARY

Access to CCNY facilities requires the display of a valid ID card.  Cards contain the bearer’s name, department, position, college address and phone number, photograph, Date of birth, signature, dated validation sticker, and personnel designation code. Cards of students (high school and college), faculty and staff (current and eligible retirees) and visitors authorized by the head librarian contain bar codes for library access. The ID Unit in NAC issues cards; when the Photo ID Card office is closed, the building security officer will check for proper ID and should permit the person access to the facility.  Acceptable proof of identity is required to obtain a CCNY Photo ID card: see policy for list of acceptable documentation.  Temporary ID cards, valid for short periods, are issued for visitors and those unable to produce their permanent ID card.  ID cards are non-transferable; defacing a card, creating a facsimile, or the possessing of duplicate cards, are violations of the policy and are subject to disciplinary and possible legal action. Faculty and staff cards expire on an annual basis and student ID cards expire at the end of each semester; continuing access requires renewal via appropriate validation sticker of these cards. Cards from other CUNY colleges are accepted for access to CCNY buildings and access to the four major libraries. Expired and otherwise invalid cards must be surrendered when requested by an official and/or when no longer a member of the College community.
A fee is charged to replace lost or damaged cards. 
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