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UHD Libraries Out-of-Hours Guidance and Information 

This guidance information is based on the UHD Lone Working Policy and applies to both Poole Hospital Library and 
Royal Bournemouth Hospital Library. 

UHD KLS Libraries are staffed typically Monday to Friday 08.30 to 16:30 (excluding Bank Holidays). 

Access to Poole Hospital Library and Royal Bournemouth Hospital is via either a UHD Staff ID card or a Knowledge 
and Library Services issued Out of Hours Card (for Dorset Healthcare staff only).  

Dorset Healthcare staff wishing to use either Library outside of staffed hours will require an Out of Hours card, which 
can be obtained in person from either Library. 

Access & Identification 

• ID Badges: You must always have your staff or student ID badge and/or Out of Hours card with you. You may 
be asked to leave if you are unable to show this to a member of staff or security. 

• No Sharing: If you have an Out of Hours card do not lend your card to others or allow others to "tailgate" into 
the library behind you. 

• Entry/Exit: When entering or leaving, please check that the doors close properly behind you. 
• Do not leave the library without taking your ID badge or Out of Hours card with you. 

Communication & Personal Safety 

• Notify the Team: Let a colleague know if you are staying behind in the Library at the end of the normal 
working day.  

• Off-Site Contacts: If you are working at weekends or very late at night/early in the morning, let a friend or 
relative know your whereabouts and the time that you are expected back. Contact them at regular intervals 
to verify that you are OK. If you change your plans, let your contact know immediately. 

• Personal Items: Do not leave any personal items unattended. 

Building Security & Surveillance 

• Windows & Doors: If you open a window, you must close it before you leave.  
• Strangers: Do not open the doors to any strangers no matter what identification they have. If they are meant 

to be there, they will have their own means of access. 
• CCTV & Lighting: There are CCTV cameras in the library however they are not monitored by Security. Please 

do not switch off the lights at any time, including when leaving, as they must remain on for the security of 
others. 

Fire Safety & Emergencies 

• Emergency number: Call 2222 from any internal phone. 
o In Poole Hospital Library, there is a phone in the reception area. In the RBH Education Centre, there is 

a phone in the main reception (outside of the Library). Ensure you have access to a phone to call 
emergency services.  

• Evacuation: If the fire alarm sounds, you must leave the building immediately by the nearest fire exit.  
• Fire Exits: Only use fire doors in an emergency, as using them at other times will activate the alarm. Make 

your way to the front of the building, a safe distance away and wait for the emergency services to arrive. 

Equipment & Library Use 

• Faulty Equipment: Do not attempt to repair or tamper with equipment controls. Do not unplug any 
equipment such as the Library computers. 

• Library Books: Library Books can be self-issued using the self-issue kiosks or paper forms. 


