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	Address: 	Reception, ANA Futura                    
               	Alfred Nobels Allé 8, 7th floor
	Huddinge





Certificate for access to the premises of ANA Futura 

☐Employee   ☐  Affiliated    ☐  Student    		
☐External. Specify company/organisation: Skriv här.
	
Name: First- and last name

Personal identity number: YYMMDD-XXXX.

Department: Choose department in the list.

Division/unit: Write here

Number of KI access card or temporary card (if any): See the back of the card.13 digits.

PIN (if any): 4 Digits

Certificate refers to:
☐	Temporary card and access for visitors staying 1-90 days. *see page 2.
☐   	Access for employees, affiliated/guests/students staying 90 days or longer. **see page 2.


Validity:
From: Click to add a date.
To:  Click to add a date.     ☐Until further notice


Behörighet som avses:

	Add
	
	

	☐	ANA Futura staff
	(access to 6-9th floor, meeting rooms, lunch room and speed gates, dressing room 5th floor etc)

	☐	ANA Futura labb
	(access to dept. general lab on 7-8th floor, the freezer facility, glass storage etc.)

	☐	Access to room:
	Click to add room number



☐ Laboratory safety test is executed and approved (mandatory for lab access >90 dagar).
☐ Lab rules in ANA Futura is read and signed (mandatory for lab access).




	
This form is signed digitally. (Note! Mac-users must use Safari)
· When the form is complete, save it as a pdf.
· Send the form (as pdf) to head of division/head of unit or equivalent who will sign digitally via EduSign. 
· The digital signature is located on the last page in this document.







	
Process:


*) Temporary card for visitors staying 1-90 days

If the stay is 1-90 days the visitor is given a temporary card. 

1. The visitor reads and signs ”Lab rules in ANA Futura”.
2. Fill in this form and have head of division/head of unit or equivalent to sign it.
3. The division administrator is responsible for distributing temporary cards.
4. Bring the form to the service team of ANA Futura. The temporary card will have basic access: ”ANA Futura staff”. If the visitor needs more than basic access, add the required access in the form and the card will be coded by the service team. 
5. The division administrator is responsible for the temporary card to be returned to the division the same day the visitor leaves KI. 
6. If the temporary card is lost, please notify the service team immediately, to decode the card.


**) Access for employees and visitors staying 90 days or longer

If the stay is longer than 90 days the staff/visitor obtains a personal KI Access card.

1. If a new KI Access card is required, fill in the form: “Certificate for a badge at KI” on the staff portal and contact the Security and Environment unit. If a KI Access card already exists, please proceed to step 2.
2. The employee/visitor reads and signs ”Lab rules in ANA Futura”.
3. The employee/visitor conducts the laboratory safety test.
4. When step 2-3 is completed – fill in this form.
5. Have the form signed by head of division/head of unit or equivalent. 
6. Bring access card and form to the service team of ANA Futura where the card will be coded with required access.

7. Within a month the employee must participate in the ANA Futura house- and fire safety introduction. The introduction is given the first Monday of every month (time, date and venue can be found on the ANA Futura home page). 

Access to functional labs
8. IF the employee/visitor should have access to the functional labs it requires a specific lab introduction by a lab-manager (link will come). The introduction needs a signature (saved locally) and the lab-manager is responsible for the access being granted via the service team.

Access to a core facility in ANA Futura
9. There is a separate routine for access to the core facilities in ANA Futura. Please read information for each core facility at the ANA Futura homepage.
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