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Section 1 — Policy

SR

Authority to Enter Campus

AUB ldentification Cards
Administration of Policy

Members of the University Community
Visitors

Above the entrance at the Main Gate is inscribed the University's motto:

“That They May Have Life and Have It More Abundantly”

We ask all our staff, students, faculty, and visitors to respect our motto by respecting all
forms of life on this campus. Every human has its place on our campus within its natural
fauna and flora, and we all draw benefit and joy from every living thing here. We hope that
you will all enjoy the campus in that spirit.

1.

Authority to Enter Campus

The Office of Campus Protection is responsible for security on campus. Campus
Protection controls entry at each gate, and campus protection personnel are authorized, at
their discretion, to check each person entering campus and while they are on campus.
Campus Protection may verify the identity and documents of all persons coming on
campus

AUB ldentification Cards

Official ldentification Cards (ID) issued by the AUB ID Center, and visitors' passes
issued by the Protection Office are the only forms of identification that permit an
individual to access the campus. ID cards remain the property of the University and use
for any purpose other than the identification of the person to whom the card was issued
constitutes misuse which may result in the card being withdrawn and/or disciplinary
action against the cardholder. The University reserves the absolute right to refuse entry to
any individual and to withdraw or cancel the validity of an ID card without prior notice or
explanation.

Administration of Policy

The Parking, Traffic, and Campus Access Committee is responsible for the regulations
related to campus access and for receiving and responding to complaints regarding
access. All correspondence with the committee should be addressed to the committee in
care of the Auxiliary Services Office. Responsibility for administering the policy and
controlling access to campus rests primarily with the Protection Office.

Members of the University Community

The following will be issued with AUB photo ID cards free of charge: students, staff
on payroll, faculty members, part-time teachers, campus residents including dependents
and household help, retirees, members of the Governing Councils of the Alumni
Association, the President's Club, the Scholarships Fundraising Committee, the Women’s



Auxiliary, the Brave Heart Fund Committee, the Friends of the AUB Museum, and any
other volunteer group formed in the future.

. Visitors

The Office of Campus Protection may issue temporary campus passes to visitors for
periods of one day or less. University employees or campus residents may request
temporary passes of one day or less for their guests. The temporary passes will be issued
after a university employee or campus resident has submitted a formal request to the
Office of Campus Protection. Unannounced visitors must indicate where they intend to
go and must surrender an official photo ID (e.g., passport, Lebanese citizenship card,
driver’s license) that will be returned to visitors when they surrender the temporary
visitors’ passes that are issued on arrival at the Main Gate. The Visitors' Bureau at the
Main Gate will assist these visitors in contacting specific departments or members of the
staff and faculty.

Visitors who access the campus frequently (such as contractors and their personnel, users
of the Library, and Extension Program students) are required to apply for an AUB ID
card.

A fee will be charged for ID cards issued to: alumni, contract employees, contractors,
sales representatives, friends of AUB, and regular visitors who require cards. The fee
may be adjusted at the sole discretion of the University.

No visitors are permitted on campus after 11 pm, unless sponsored by a campus resident.
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Section 2 — Procedures

SR

Obtaining and Revalidating a University 1D
Authorizations Required on Application Forms
Replacement cards

Use of Athletic Facilities

Suggestions or Complaints

Obtaining and Revalidating a University ID

Students, faculty members, and staff may collect their Campus ID cards directly from the
ID Center located in Ada Dodge Hall, during office hours, on production of appropriate
photo ID and evidence of status (e.g., Lebanese identity card, passport, driver’s license,
tuition fee receipt, or employment contract). No application form is required.

Members of the university community, alumni, visitors, campus residents and their
dependents, and household help must complete an application for a Campus ID card.
(Appendix 1). The forms are available at the Office of Campus Protection and the
Visitors' Bureau at the Main Gate, the Auxiliary Services Office in the Old Pharmacy
Building, the Housing Department in Faculty Building II, the Development Office in
College Hall, and at the ID Center in Ada Dodge Hall. For those who are not students or
staff, a university employee must endorse (sponsor) the application which must then be
approved by a director, dean, or vice president and, in the case of visitors cards, the
application must also be approved by the Protection Office. The fee for a visitor’s ID
card must be paid at the Cashier’s Office in College Hall.

The following persons will receive ID cards, free of charge, as long as they maintain their
status:

a. Registered full-time and part-time students, including Extension Program students,
obtain their IDs annually through the regular registration process. These IDs are
issued for one year, and, in the case of continuing students, are renewed automatically
on re-registration.

b. The Human Resources Department authorizes the issuance of ID cards to university
employees. Employee IDs are normally issued for a period of five years. At the end
of the five-year period, a new ID with a new photo will be issued through the same
process.

All others are required to complete the application form, obtain the necessary
sponsorship of an existing AUB full-time employee and approvals and, where
required, pay the appropriate fee before presenting themselves and submitting the
application form and appropriate photo 1D to the ID Center.

Alumni may apply for an ID card through the Development Office. Upon approval
and payment of the appropriate alumni fee to the Development Office, the ID Center
will issue the ID.


http://www.aub.edu.lb/pnp/fillableforms/Documents/ApplicationForAUBIDPhoto.pdf

2. Authorizations Required on Application Forms

Retirees: director of human resources.

Residents Dependents: AUB employee (sponsor), director of housing.

Staff Dependents: AUB employee (sponsor), director of human resources.
Household Help: AUB employee (sponsor), director of auxiliary services.

Alumni, President’s Club, and Scholarship Committee: director of development.
Complimentary Cards: AUB employee (sponsor), president.

Contract Employees: director, and chief of protection.

All Others: AUB employee (sponsor), director, dean, VP, and chief of protection.

SQ@ NP0 o

3. Replacement Cards

Replacement cards will be issued in the event that a card is lost or damaged. Persons
requesting a replacement card are required to complete an application form and to have it
duly authorized. A fee will be charged to replace a lost or damaged card. However, no
charge will be made for replacement cards issued to staff or students in consequence of a
change in their appearance requiring the issuance of an updated photo ID.

4. Use of Athletic Facilities

Athletic facilities are intended for the use of AUB students who will be given priority at
all times. The Green Field is for the exclusive use of athletic teams and organized student
groups. Visitors may not use the Green Field without written permission from the
Athletics Department. The use of the Hostler Center, AUB beach and tennis courts is
authorized solely by the Athletics Department (extension 3200), and authorization is
required before use. The Athletics Department sets the fees for the use of these facilities.

5. Suggestions or Complaints

Suggestions regarding improvements in service, or complaints regarding denial of
campus IDs, or any other aspects of this policy may be made in writing to the Parking,
Traffic, and Campus Access Committee, c/o Auxiliary Services, AUB:
auxserv@aub.edu.lb.

Back to Top


mailto:auxserv@aub.edu.lb.

Section 3 - Visitor's Guide

SR

Access to Campus

Longer Term IDs and Passes

While on Campus

Services on Campus

General Conditions

In order to protect the natural beauty of our campus and ensure the safety of our students,
faculty, staff, and the university community, we request your cooperation in observing the
following rules. With your help, we can ensure that the campus remains a place we can all

enjoy.

1. Access to Campus

a. Pedestrian

The Office of Campus Protection at the Main Gate will issue temporary passes for
university visitors of one day or less. These guests are usually required to be
identified and sponsored by a university employee, a full-time student, or campus
resident. Such visitors must surrender an official identification document at the Main
Gate, Medical Gate, Bliss Gate, or Sea Gate, that will be returned to them when they
turn in their temporary pass at the end of their visit.

. Vehicular

Vehicles that do not have permits allowing them to drive on campus are not generally
admitted to the campus, except to park in the designated peripheral parking lots (Bliss
Parking, Clemenceau Parking, and Salient Parking Lots). For visits of one day or
less, visitors must be sponsored by a department head or campus resident who must
submit a request for entry on their behalf to Campus Protection to secure the
necessary permit. At the point of entry (Sea Parking, IC Gate), the driver must
deposit a valid driver's license and vehicle insurance papers to Campus Protection
personnel, that will remain with Protection until the driver and vehicle leave the
campus. Vehicular access through the Medical Gate is restricted to upper campus
residents, essential services, and VIP visitors.

Drivers have an obligation to abide by the campus parking and traffic rules and by all
the posted traffic signs and the campus speed limit of 15 Km/hr.

Longer-term visitors must apply to the Auxiliary Services Office for parking permits,
and permits will be issued based on availability. Please consult the document
"Vehicular Access to AUB" which is available at the Medical Gate, the Sea Gate, and
the Auxiliary Services Office in the Old Pharmacy Building.


http://www.aub.edu.lb/pnp/generaluniversitypolicies/Documents/ParkingPolicy/Parking.pdf

2. Longer Term IDs and Passes
a. Students, Faculty, and Staff

University photo IDs are issued free of charge to students, faculty, and staff by the ID
Center located in Ada Dodge Hall, according to the procedures described below. A
fee will be charged to replace a lost or damaged ID card.

Registered full-time and part-time students, including Extension Program students,
obtain their IDs through the regular registration process. Student ID cards are valid
for the current academic year. ID cards are issued by the ID Center in Ada Dodge
Hall.

Faculty and staff obtain their IDs by applying through the Human Resources
Department. These IDs are normally issued for five years, at the end of the five-year
period, a new ID with a new photo will be issued following the same process.

b. Longer-Term Visitors

Persons who will be visiting the campus for more than a day may apply for an ID
card. Applications for ID cards must be sponsored in writing by a university
employee.

3. While on Campus

a. Minors: children aged 12 years or younger must be accompanied by an adult at all
times.

b. Pets: visitors are not allowed to bring pets on campus.

c. Cycling, Skateboarding, In-Line Skating, etc.: are not permitted on campus, except
in such areas and in accordance with such rules as may, from time to time, be set by
the University and made available by the Protection Office.

While on campus, please abide by any directions or instructions given by the campus
protection personnel. Please ensure that all refuse, beverage bottles, food wrappers,
chewing gums, etc., are properly disposed of in the receptacles located on campus.
Please respect the fact that others may be working or studying and refrain from
playing loud music or making unnecessary noise.

In order to protect the slopes and naturally forested areas of the campus, visitors are
requested to remain on the roads and pathways and not to venture into forested or
wild areas. Picking flowers or gathering plants on campus is strictly prohibited.

Smoking is prohibited on campus except in designated areas. Your cooperation in
observing this rule and safely disposing of any smoking materials is greatly
appreciated.



4. Services on Campus

a.

Visitors' Bureau

The Visitors’ Bureau is located on the ground level of the Main Gate Building and is
open from 8 am to 5 pm, Mondays through Fridays, and from 8 am to 12 noon on
Saturdays (extensions 2678/9). Persons wishing to tour the University or to make
contact with any department of the University or any member of the staff and faculty
should contact the Visitors' Bureau. The bureau is fully equipped with telephones,
audio-visual materials about AUB, and access to the University's web site.

Public Lavatories
Public toilet facilities are located adjacent to Assembly Hall on the upper campus.
Shuttle Bus

Shuttle bus service is available between upper and lower campus and is reserved for
the use of the faculty, staff, and students. Visitors may use this service only if space
is available on the bus. Please refer to the bus schedules posted at the Medical Gate
and the several shuttle bus stop signs around campus.

Athletic Facilities

The athletic facilities are primarily for the use of AUB students who will be given
priority at all times. Alumni will have access to athletic facilities (Hostler Center,
beach, tennis courts) upon permission of the Athletics Department and payment of the
fee determined by the Athletics Department. Visitors are not allowed to use the
Green Field, except with the permission of the Athletics Department (extension
3200). Access to the beach is authorized by the Athletics Department which maintains
the schedule of fees. Regulations and fees for use of the tennis courts are also
administered by the Athletics Department of the Dean of Student Affairs.

Protection Office

The Protection Office is located in the Main Gate Building and may be contacted for
assistance while you are on campus (extension 2400).

Food Services
Visitors may use the University's main cafeteria which is located in Ada Dodge Hall

and the food kiosks located in the Bechtel Engineering Building and the Agriculture
Square.

5. General Conditions

a.

Suggestions: regarding improvements in services or complaints may be made in
writing to the Parking, Traffic, and Campus Access Committee, c/o Auxiliary
Services Office, AUB: auxserv@aub.edu.lb.



mailto:auxserv@aub.edu.lb.

b. Warning: the University cannot be held liable for any material loss or bodily injury
incurred by any visitors arising out of any incident during their presence on campus.
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Section 4 — Visitor’s Guide (Arabic Version)
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APPENDIX |

/ M " Address: Bliss Str. Hamrs
@ r\UB it Tel: 01/350000-Ext 3510
s et VAT #123329.601

APPLICATION FORAUB PHOTO ID

Applicant's Information

I, the undersigned, have read the AUB policy regarding access to Campus and agree to abude by all AUB regulations
while visiting campus and acknowledge that the University cannot be held liable for any material loss or bodily injury

meurred by me while on Campus.
Spatee of AppEE A Tt =

Sponsor’s Information

Fany Depatnent

ID Category, Fees and Restriction Information
" Applicatic Foe

or R 25000,
LL. [ ¥es [1 Mo
Restrictions
ESpaion VaBaty Dats Tiooes Trea FEsidnTs Tone Resocoors
From: [l AUBCampus Only 1 Office Hours (weekdays)
[ AUBMC Only 1 Weekends Only
To: [ ] Open Aoccess .| Open
["SHErabae of Sponaar & BT E
Approvals and Authorizations (See Page 2)
Tippeoved By Directoror Dean Tate TUEBEF
~Fippeoved by Chast ot Frotection Tate AUEEEE
Cashier’s Office Use Only (Receipt)
~Stamp mibas Zrnaart Pad (L)
v Basic 10% VAT
Credit Cost Center: CUF 41550 - 179245
ID Center Office Use OnléB
D Cad i # TRiGAE




General Procedures

Applicant and Sponsor must fill out the form and sign

Obtain authorizations if required (see below)

Pa{ fee at Cashier’s Office (1f applicable)

Tﬁ e completed application form and an original document with your photograph to the ID Center toobtain
photo ID

pop

Categories
V1 - Housshold Help Vé - Visiting Donor
V2 - Staff Dependent V7 - Casual Worker / Contractor
V3 - Campus Resident V8- Visitor
Vg - Visiting Student Vg - Medical Representative
Vg - Visiting Faculty

Required Documents

When applying for a card at the ID center the applicant must produce proof of identity such as:
Passport , Copy of Lebanese ID, Residence Permit or driving license

Fees
Free of Charge
Retiree Resident Dependant Staff Dependant Household Help
Friends of the University Complimentary cards Reissued Card (in cases of normal wear & tear)
Visitor's Card - L.L.10,000.

Visitor IC Staff/Student  Contractor  Service Provider  Casual Worker Guests Others

ReplacementCard - L.L. 25,000.
Library User - Applications are processed by the Library
Alumnus Card - Applications are processed by the Development Office

Authorizations Required on Application Forms

Retirees: Director of HR

Resident’s Dependents : AUB employes(sponsor) , Director of Housing

Staff dependents: AUB Employee (sponsor), Director of HR

Household Helg: AUB Employee (sponsor), Director of Auxiliary Services

President’s Club,ete:  Director of Development

Contract Employees:  Director and Chief of Protection

All Others: AUB Employee (sponsor), Director, Dean or VP and Chief of Protection
Replacement card: Same as for theoriginal card

Reissued card : Application form signed by applicant (original card must bereturned)

Back to Top
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