WBS ACCESS PROCEDURE FOR UNIVERSITY ESTATES STAFF & OUTSIDE CONTRACTORS

Staff and contractors from the University’s Estates Department frequently visit WBS to carry out maintenance or other building work and may ask for access to one or more rooms. The following procedure is to be followed where possible.

Access needed to a SINGLE or MULTIPLE teaching rooms
University Estates staff can normally access teaching and other rooms that are card-controlled without assistance, and may not alert anyone to their presence if they are investigating a routine maintenance matter. If they ask for assistance and you are not able to help, please contact Julie O’Brien or Luke Callen (contact details below). If neither Julie nor Luke is available, please use FORM B below. 
Contractors may need to be given access unless Estates or Security have already arranged it for them. If you are able to help, and are satisfied with their identity and the nature of the work to be done (please contact Julie O’Brien if in any doubt), contractors may be accompanied (if necessary) and given access. Please ask them to inform you or WBS Reception when they have finished. If they need to make repeat visits, please ask them to return at a mutually convenient time (key access) or to visit the WBS Solutions Helpdesk to arrange for a PIN number (card access).  

Access needed to a SINGLE or MULTIPLE offices 
Access to staff offices must be closely monitored. Please direct visitors to the relevant Group Secretary/ Section Office, who may be able to grant access. If access is given, visitors must inform the Group Secretary/ Section Office/ WBS Reception when they have finished, so that the room can be locked.  
If there is no-one available to agree access, visitors can either be advised to make arrangements directly with the Group Secretary/ Section Office (use FORM A below), or be escorted to the relevant office if you have the time to do so. Please be vigilant and do not leave visitors alone in a staff office or allow them to disturb room contents.
Visitors needing access to more than one office within a section/ area should be directed to the relevant Group Secretary/ Section Office. If there is no-one available to agree access they should be asked to make arrangements to return at a convenient time (use FORM A below). If in any doubt, use FORM B below.

Access needed to ALL rooms in the building
Any visitor asking for access to all areas – where not accompanied by University Security staff – should be advised that they need to arrange for access via Estates and/or Security. Master keys assigned to WBS personnel cannot be loaned out. In these instances, please use FORM B.
Useful numbers:
Julie O’Brien 	(WBS Infrastructure Manager): 		ext 24535    (02476 524535)      	07920 531210
Luke Callen 	(WBS Facilities Assistant):		ext 22089    (02476 522089)	07921 531209

University Estates:	ext 22567		University Security:	ext 22083
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FORM A
It has not been possible for you to gain access to room(s) at WBS Scarman Road / Social Studies today. 
To make alternative arrangements please contact:

__________________________________________(Group Secretary/Support Team)

on extension: ________________________________________________________


Thank you
WBS Academic Services				DATE:________________________



FORM B
It has not been possible for you to gain access to rooms at WBS Scarman Road / Social Studies today. 
To make alternative arrangements, please ask Estates / Security to arrange access and to contact:
JULIE O’BRIEN 		on:  	02476 524535      or	07920 531210




Thank you for your patience
WBS Academic Services				DATE:________________________


