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PROCUREMENT 

PROCEDURE 

MANUAL 

TITLE: 

PantherCard Titles 

NUMBER: 

PRO-AUX-007 

VERSION: 

01 

ISSUED DATE: 

8/10/2017                                    

REVISION DATE: 

N/A 

 

 Purpose: 

The College issues an employee identification card (PantherCard) to all faculty and staff. The 

cards will have the employee’s identification number, name and classification printed on the card. 

All cards are printed with one of the following classifications: 

 Faculty/Staff 

 Student 

 Student Employee 

 External Individual 
 

Requests to have a formal title printed on the card are reviewed on a case by cases basis. 

  

 Definitions: 

PantherCard: The primary form of photo identification for Palm Beach State College faculty, staff 

and students. 

Classification: The title printed on PantherCards to indicate relationship with Palm Beach State 

College. The following classifications will be used: 

 Faculty/Staff 

 Student 

 Student Employee 

 External Individual 
 

Atrium: The software used to manage the PantherCard program at Palm Beach State College. 

Government-Issued Photo ID: ID must not be expired. Acceptable forms of ID include: 

 Driver’s License 

 State Identification Card 
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 Passport/Visa 

 Permanent Residence Card 

     

 Responsibility: 

Manager of Auxiliary Services: Upon request, will review the request for a formal title to be 

printed on the PantherCard. 

Staff Member: Completes request to have a formal title printed on the employee PantherCard. 

Dean/Associate Dean/Director: Approves the request to have a formal title printed on the 

employee PantherCard. 

 

   

 Procedure Details: 

 

1. The College employee completes the Request for PantherCard Title Change form and submits to 

the appropriate Dean/Associate Dean/Director for approval. 

2. The Dean/Associate Dean/Director forwards the approved request to the Manager of Auxiliary 

Services. 

3. The Manager of Auxiliary Services will review the request and determine if the request meets one 

of the following conditions: 

a. The title is required to be printed due to job function. 

b. The title is required based on safety/security.  

c. The title is “Bus Driver.” 

d. The title is “Retiree” (these changes will continue to be submitted via email from 

HR, a request form is not required).  

4. If the request is approved, the following steps will be taken: 

a. The title will be updated in the Atrium system. 

http://intranet.palmbeachstate.edu/forms/panthercard/
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b. The employee will be notified via email to go to the bookstore or other carding 

location to obtain a new card with the updated title. 

i. A government-issued photo ID must be presented in order to obtain a 

new card. 

5. If the request is not approved, the following steps will be taken: 

a. The employee and Dean/Associate Dean/Director will be notified via 

email. 

 

 
 References: 

Request for PantherCard Title Change Form: http://intranet.palmbeachstate.edu/forms/panthercard/ 

 

  

http://intranet.palmbeachstate.edu/forms/panthercard/

