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Beijing Normal-Hong Kong Baptist University
Regulations and Policy for Reviewing Surveillance Records
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[ . Surveillance devices represent crucial tools to provide effective protection at Beijing Normal-Hong Kong
Baptist University (BNBU). These devices will be used to obtain evidence to investigate and judge any disputes, ensuring
the rights of students and staff members to a fair and just hearing of such disputes. Therefore, the regulations and policies
for the review of BNBU surveillance records are as follows:
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II. Estates Management Office will be in charge of all surveillance in and outside classrooms on the college campus.

EMO is also responsible for the installation of the cameras and the monitoring of the images. It will assign a special task
force to carry out the related tasks. Irrelevant personnel are not allowed to enter the monitoring room without permission.
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[II. Any faculty member or student who requests the review of surveillance records must apply to EMO by filling
the Application Form of Reviewing Surveillance Records. The requested records will only be provided after approval by
EMO. The applicant shall have the obligation of confidentiality for the surveillance video.
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IV. Any students who request to review surveillance records must obtain prior written permission from the Associate
Director of the Student Affairs Office. The students must be accompanied by at least one member of the SAO or by a
member of his/her faculty teaching staff during the reviewing process.
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V. Faculty member who request to review surveillance records must obtain a prior written approval from his/her
Program Director or the Division Dean.
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VI. During the review of surveillance records, the following actions are strictly prohibited: take photos, audio/visual
recording, copying of and uploading of records. If the applicant copies the monitoring video materials with permission,
everyone should not use the monitoring video materials for purposes other than the reasons for inquiry. In case of
violation of these regulations, the public security office or legal authorities will be notified and the individual(s) found
to be in violation of such regulations can be subject to the appropriate legal action.
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VII. Any request by a public security officer to review or copy any surveillance records much obtain prior written

approval from his/her superior. EMO will seek approval from the Vice-President before the handing over of or allowing
the review of any records.
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VII. Time for Surveillance Record Review: Monday to Friday 09:00—17:00, any other time will not allow reviewing
in case of major public security, criminal cases and other major cases.
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Application Form for Reviewing Surveillance Records
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Type of ID Card L] Student Number [] Staff Card [ Identity Card
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Card Number Contact Phone Number
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Unit/Division Application Date
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Date and Time for Surveillance
Record Review
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'Venue of Surveillance Record Review,
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Reasons for Surveillance Record
Review
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Approval/Disapproval by the Unit
Head of the Applicantion
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Approval/Disapproval by EMO
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Approval/Disapproval by the Vice
President (In case of copying
surveillance records)
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Notes: If the application is approved, applicants must read carefully all the regulations and sign. If the
application is denied, please provide reasons; applicants must sign the form.
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I I have read carefully and understand the "Beijing Normal-Hong Kong Baptist University
Regulations and Policy on Reviewing Surveillance Records"'.

AANCEFEHEEAE (LFFBERSA¥EG REAAEHEENL).

1T fully understand that the application or video footage may only be reviewed by the authorized
staff of EMO or the staff who with approval authority.
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