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Measures for Managing Door Access Control System

Wenzhou-Kean University

The Measures are hereby formulated in order to regulate the use of Door Access
Control System for improving our school's management system, and protecting
personal and property safety on campus.

Article 1
The University's Door Access Control System covers the whole offices, teaching and
living areas, passage accesses, etc.

Article 2

Logistics and Assets Management Office and Information Services Center are
functional sectors for the University Door Access Control System, and shall be
responsible for operational management of the system. Logistics and Assets
Management Office is mainly responsible for routine management of access cards
while Information Services Center is responsible for technical support for the system
during campus construction and post-construction maintenance.

Article 3

Access cards are classified into three categories with respective permissions: Teacher
& Student Access Card, Visitor Access Card, and Temporary Access Card. Visitor
Access Card is open to applications for university visitors, such as visiting professors,
exchange personnel, short-term lecturers, and relatives of faculty and staff. Those who
apply for Visitor Access Card shall offer valid identification documents to functional
sectors. If any person offering temporary services to the University needs to obtain an
access card, he/she shall provide a certificate issued by the relevant university
department and his/her valid identification documents to the functional sectors.

Article 4

Any card holder shall be responsible for his/her access card, and the card, as his/her
identification at the same time, shall not be lent on any circumstance. Any card holder
shall report to the functional sectors if find their access card is lost. When the lost
application is approved, a new access card with the same permissions as previous one
will be provided.

Article 5

Any card holder shall comply with relevant provisions of the University. Any
counterfeit or illegal use of the access card or any violation of laws via the access
card is not allowed. If being found, the violating party shall be investigated for
liabilities in accordance with relevant provisions of the University, and will be
transferred to public security sector on server circumstance.

Article 6



Vandalism to the Door Access Control System, such as within equipment, tools or
networks, any change in settings, any modification on registration information,
which affects normal operation of the system, will be treated severely, and any party
concerned will be investigated for liabilities in accordance with relevant provisions
of the University, and will be transferred to the public security sector on server
circumstance.

Article 7

In case of fire, earthquake and other emergencies, Door Access Control System will
be released for free access.

Article 8
Access Authorization Zoning Assignment

1. Each University functional office shall manage access authorization for their
office personnel.

2.The access authorization management for the rest space on campus is allocated to
each functional office accordingly. See Appendix 1 for details.

Article 9

Access Authorization Approval Process

1. Teacher & Student Access Card: Applicant shall receive their certification of
working or student information from the University HR Office and Division of
Student Affairs respectively to register their access card application. To make any
adjustment in access authorization of any teacher or student, it's necessary to fill in
Appendix 2: Wenzhou-Kean University Access Permission Request Form, in
accordance with zoning in Appendix 1, and submit the form to the card management
office.

2. Visitor Access Card: Any department concerned shall fill in Appendix 2:
Wenzhou-Kean University Access Permission Request Form, and submit the form to
the card management office.

3. Temporary Access Card: Any agent shall fill in Appendix 2: Wenzhou-Kean
University Access Permission Request Form, to be approved by any competent organ,
and submit the form to the card management office.

Article 10
The Measures is preserved by Logistics and Asset Management Department and
Information Services Center.

Article 11
The Measures takes effect from the date of being issued.



Appendix 1: Access Authorization Zoning

Authorization Managed

Area Authorized to by
The faculty agt(;;dmlnlstratlve Academic Affairs
1 Public All students Student Affairs
Classrooms
Some of the proper management .
Logistics Department
staff members
Faculty (students assistant and . .
2 | Faculty Offices | administrative staff members, if Academic Affairs
required)
. Faculty, students and .
3 Library administrative staff Library
. Faculty and administrative staff Library
4 | Reading Rooms All students Student Affairs
Entrance, 1/F, _ I_:acul_ty, students and
i administrative staff, and some of .
Teaching Logistics Department
- the proper management staff
5 Building
members
. Faculty, students and L .
6 | Meeting Rooms administrative staff members University Affairs
7 Restaurants The whole restaurant staff and Logistics Department
property management staff
8 Light Current Some staff members Information Service
Room Center
All faculty and administrative
Entrance, 1/F, staff, and some property Logistics Department
9 Student management staff members
Apartment Students (ope_n hours set as Student Affairs Center
required)
Entrances on faculty and administrative staff -
Logistics Department
10 Other F(:Ioors of members
Student . . .
Apartment Students (subject to their floors) Student Affairs




Appendix 2: Wenzhou-Kean University Access Permission Request Form

Applicant Office
Access
Permission Area
Duration (1) Long-term
(2) Temporary: day(s), from to
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