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1.
INTRODUCTION
1.1
The University ID card or 'Smart Card' is a multi-function card that is issued to students on or after enrolment. This card is specific to Bournemouth University and contains key information that is utilised by a number of systems around the University, such as: cardholder’s name, photograph, group type, library category, library card number and student number / expiry. Additionally, the student card has the 'Students Union' and 'NUS' logos.

2.
USE
2.1
The Smart Card is issued as a means of identification, as an access card for University facilities (subject to access rights) and as an access card for Library Services (where appropriate). 

2.2
The card does not guarantee that the holder is a member of Bournemouth University.

2.3
Students must not lend their Smart Card to any other person. 

2.4
Students must take all reasonable care to prevent their Smart Card being damaged, lost, stolen or misused. 

2.5
By receiving and using the Smart Card, students are deemed to have accepted the conditions of use contained in this Policy. 

3.
LOST, STOLEN OR DAMAGEDCARDS
3.1
Any Smart Card that is found should be handed in to Bournemouth University via askBU Students Service.
3.2
The loss or theft of a Smart Card must be reported to Bournemouth University via the askBU Students Service team immediately. The Smart Card will be cancelled so that no-one can access the student’s facilities (e.g. take out library books in their name). Failure to report a lost or stolen Smart Card immediately may result in the card being compromised and the student being personally liable for costs incurred, for example, if books are taken out and not returned, resulting in a Library Fine.
3.3
A non-refundable service fee of £10 is charged to replace lost or damaged Smart Cards. Replacement Smart Cards will be issued by the askBU Students Service team on receipt of a completed ‘replacement Smart Card form’ and the £10 service fee. Service fees are waived if a crime number is provided. Replacement Smart Cards will normally take up to 48 hours to process, and may take longer at particularly busy periods.

3.4
Should a lost Smart Card be found after a replacement has been issued, no refund will be given and the Smart Card must either be returned to askBU Student Services or destroyed by cutting into suitably small (less than 1cm) pieces. A shredder that cross-cuts and takes a sufficient thickness of material is the University’s recommended method. 
4.
LEAVING BOURNEMOUTH UNIVERSITY
4.1
Withdrawal

Students who withdraw from the University prior to the end of their programme must either return their Smart Card to the University or destroy it as set out in paragraph 3.4 above.  For return, Smart Cards should either be returned by post to Finance and Performance at the address below, or surrendered in person to askBU Student Services. Where a smart card deposit has been paid, the card holder may request a refund, however it must be within three calendar months of official withdrawal date. After three months the deposit is non refundable.
4.2
Completion of Programme

Students who complete their programme must either return their Smart Card to the University or destroy it as set out in paragraph 3.4 above.  For return, Smart Cards should either be returned by post to Finance and Performance at the address below, or surrendered in person to askBU Student Services. Where a smart card deposit has been paid, the card holder may request a refund, however it must be within three calendar months of completion of the programme/course. After three months the deposit is non refundable.
5.
Rights of Bournemouth University

5.1
The Smart Card remains the property of Bournemouth University at all times. 
5.2
Bournemouth University reserves the right to withdraw from an individual any or all of the facilities of the Smart Card and request that the Smart Card be surrendered whether or not it has evidence the Smart Card is being misused in any way.

5.3
Bournemouth University reserves the right to withdraw all Smart Cards, suspend some or all of the facilities or replace the Smart Card with one or more alternatives without prior notice. 
6.
Disclaimer

Bournemouth University will not be liable for any loss or damage arising from the loss, theft or misuse of a Smart Card.

7.
Contact details
askBU Students Services

The Base


Bournemouth House

Poole House


17-19 Christchurch Road

Fern Barrow


Bournemouth

Poole



BH1 3NA

BH12 5BB

Tel: 01202 969696 

Email: askBUstudents@bournemouth.ac.uk 

Finance and Performance
2nd Floor, Melbury House

1-3 Oxford Road

Bournemouth
BH8 8ES

Tel: 01202 961600
Email: fees@bournemouth.ac.uk
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