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Student Induction and Request Form
CIT Woden End of Trip Facilities and Change Room
This form must be completed to request access to the following CIT Woden facilities: 
· End of Trip facilities, including:
· Entry to the End of Trip Facilities entrance on Ground Floor, Building C
· Lift access to the basement and Level 2 Building C
· Entry to the bike cage (bike racks, scooter racks, electric bike chargers and the bike repair station)
· Student Change Rooms on Level 2, Building C
Please take completed form to CIT Student Services located in Student Central, Ground Floor, Building B, CIT Woden.
Applicant Details
	Full name (first last)
	

	Email address
	

	Phone number
	

	CIT number
	CIT
	
	
	
	
	
	

	Course of study
	

	Access semester/year
Access is valid for 1 semester only.
	


Conditions of Access
· You must have a current student CITCard.
· Access is valid for 1 semester only.
· If your CITCard is lost or stolen, you must notify CIT Student Services immediately. This will ensure that your CITCard is not used to access facilities without your authorisation.
· You must produce your CITCard at any time, if requested by security staff.
· Your CITCard is not transferable. You must not lend your CITCard to anyone, including friends or relatives, and you may not use your CITCard to admit other people into the facilities.
· Students will not receive access to and are not permitted to use the Staff Change Rooms in the basement.
· Access to these facilities is only available during the operating hours for CIT Woden.
· 7:30am - 10pm, Monday to Friday
· 8am - 4pm, Saturdays
· No access on Sundays, public holidays or during Christmas shutdown
· Please note CIT Student Services staffed hours:
· Monday to Thursday, 9am – 5pm | Fridays, 9am – 4pm
· If you require urgent assistance using these facilities, please contact CIT Security 0422 286 860 or contact 000 if it is an emergency. 
· End of trip facilities are provided for commuter purposes only. Long term storage and/or personal use is not permitted.
· CIT use CCTV cameras within the basement and bike cage in accordance with CIT’s Privacy Policy. All CITCard entry/exit activity are recorded and stored in a digital log. Inappropriate use of the End of Trip facilities or inappropriate behaviour may result in removal of access, disciplinary action, and/or report to the ACT Police.
· You will abide by the End of Trip Facilities Guidelines, Student Locker Guidelines and CIT Student Code of Conduct while using the facilities.
Student Induction
	I have read the End of Trip Facilities Guidelines.
	☐ Yes

	I have read the Bike Cage Procedure.
If I am unsure how to use the bike rack, I will contact Student Services for further training.
	☐ Yes

	I have read the Student Locker Guidelines.
	☐ Yes

	I have read the Change Room Procedure.
	☐ Yes

	I understand that bikes or scooters must only enter through the end of trip facilities lobby.
	☐ Yes

	I understand that bikes or scooters must be taken in the lift between the end of trip lobby and the basement bike cage. They must not be taken into the basement via the vehicle entrance ramp.
	☐ Yes

	I understand that bikes or scooters must be stored in the bike cage and must not be taken into any other location on campus, e.g. main entrance, Student Central, student commons or learning spaces.
	☐ Yes

	I acknowledge that use of these facilities is at my own risk and CIT is not liable for personal injury, damage, theft or loss of property within this facility.
	☐ Yes

	I acknowledge that there may be moving vehicles in the basement car park, and I will comply with all directions and requests made by CIT, including not causing any obstruction in the car park. I will only use the basement in accordance with the terms and conditions of my access.
	☐ Yes

	I acknowledge that change room lockers are provided for storing personal toiletries, clothing and equipment associated with active travel, and lockers are not to be used for storing any other items. 
	☐ Yes

	I understand that I need to take reasonable care when moving through the basement car park to avoid damage to property or injury to people.
	☐ Yes

	I understand that abandoned items including bikes, scooters and personal items in lockers will be removed and disposed of in accordance with the Uncollected Goods Act 1996. 
	☐ Yes

	I will abide by the CIT Student Code of Conduct while using CIT facilities.
	☐ Yes

	I agree to abide by the Conditions of Access, End of Trip Facilities Guidelines, Bike Cage Procedure, Student Locker Policy, Student Code of Conduct and related procedures while using the End of Trip Facilities and Change Rooms at CIT Woden:

	Student Name:
	

	Student Signature:
	
	Date:
	

	CIT Student Services (Office Use Only)

	CITCard Number:
	

	Date Validated:
	


Please take completed form to CIT Student Services located in Student Central, Ground Floor, Building B, CIT Woden.
Appendix: Uncollected Goods
In general, goods become uncollected goods after 7 days.
	Type
	Disposal Timeframe
	Disposal Method

	Perishable goods
(e.g. food items)
	At any time
	Sale, appropriation or destruction

	Personal effects other than personal documents
(e.g. clothing or jewellery)
	After 3 months
	Public auction

	Personal documents
(e.g. driver licence)
	After 3 months
	Return to the authority that issued the document
(e.g. driver licence returned to Access Canberra)

	Goods with value less than $20
	After 7 days
	Sale, appropriation or destruction

	Goods with value between $20-$500
	After 1 month
	Sale, appropriation or destruction

	Goods with value more than $500
	After 3 months
	Public auction





Form Owner: Director, Facilities					 	Approval Date: 
Review Date: 22/10/2025
image1.jpg
iT Canberra Institute
of Technology




