
Honeywell Card Access Instructions 
 
The issue of this Honeywell access card allows you access to your Faculty or car park.  The system has 
been installed to provide a sophisticated electronic security system and to regulate who may have 
access to buildings or carparks.  The following guidelines outline what you need to be aware of: 
 
1. Loss of Card 

Should you think you have lost or misplaced your card, please notify the Security Office 
extn 5030, immediately.  Being electronically controlled it is a simple process to delete the 
card from the system and issue a new card. 

  
2. Lending your Card 

Do not lend your card to any unauthorised user.  As the system records all users of the 
card, including card number, time of entry and departure, you will be held responsible should 
an unauthorised person use your card and subsequent damage occur or loss of equipment is 
discovered. 

 
3. Wedging / Holding a Door Open 

Do not attempt to wedge or hold a door open for a length of time.  The system has been 
programmed to allow you sufficient time to enter under normal circumstances.  If you wedge or 
hold the door open longer than the programmed time, the delay activates an alarm within the 
system.  Any unauthorised entry during these circumstances could well be attributed to your 
card. 

 
4. Taking Care of Your Card 

The cards are manufactured from a durable plastic and will stand up to normal use.  The card 
will not operate if bent or if holes have been punched in it.  Should damage be caused by 
neglect a replacement card will cost you $10.00. 

 
5. Card Use 

Each card will only operate the door and barrier mechanism at the times that you are permitted 
to access.  You should check with your department as to the actual times you have been 
authorised access. 

 
6. Leaving the University 

On permanently leaving the employment of the University your Building Access card must be 
handed back to your department / schools authorised issuing representative for cancellation.  
Your Carpark Access card must be handed back to the Security / Traffic office for 
cancellation. 

 
7. Individual Responsibility 

The system has been installed to protect faculty equipment, personal possessions and 
provides personal security by restricting access to only official card holders.  As an authorised 
card holder you have a responsibility to ensure the system is used correctly.  

 
 
Should you have any further queries regarding the card access system please call the Security Office 
on extn 5030. 
 
 
 


