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Access Card Management Guidelines in Department of Life Sciences at National
Chung Hsing University

108 #9 7 24 p ,, i€ R BT

110 & 11 7 11 p jax § kil ﬁ”
114 &2 5 18 p i d% € kL B2
Approved by the Department Affairs Meeting on Sept. 24, 2019
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I.  These guidelines are established to effectively manage the application and borrowing
procedures for access cards in the Department of Life Sciences (hereinafter referred to as "the
department").
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II.  The College of Life Sciences Office is respon51b1e for the conﬁguration, maintenance, and
record-keeping of the access control card system for the Life Sciences Building. The
department is responsible for issuing access cards, as well as handling damages and managing
lost cards.
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III. Standards for the application and issuance of access cards:
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1. Each laboratory may apply for up to five access cards, with the laboratory supervisor
serving as the card custodian.
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2. Adjunct faculty members who have retired from the department.
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3. Retired faculty who has been approved by the university president for space usage.
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IV. In the event of loss or damage to an issued access card, the cardholder must immediately
notify the department's responsible personnel to cancel the card’s access settings. They must

then complete the "Access Card Loss Reissue Application Form" and pay a processing fee of
NT$100 for each new card.
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V. Users of access cards are prohibited from lending, misusing, falsely reporting a loss, or

applying for multiple cards. If violations are discovered, access to the card may be revoked

immediately.
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VI. Card custodians must return the access cards upon resignation (including retirement or
transfer to another position within or outside the university) or when the reason for holding
the card no longer applicable.
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VII. These management guidelines shall take effect upon approval by the Department Affairs
Meeting, and the same process shall apply to any amendments.
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In the event of any discrepancies between the Chinese version and its English translation, the
Chinese version shall prevail.




