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OUT OF HOURS WORKING POLICY (FORM A)
FORM A – NOTIFICATION & AUTHORISATION BY DEAN OF FACULTY/HEAD OF PROFESSIONAL SERVICE TO ENTER UNIVERSITY BUILDINGS DURING CLOSURE PERIOD.  WHEN COMPLETED TO BE EMAILED AS AN ATTACHMENT TO THE CENTRAL CONTROL ROOM unisecurity@soton.ac.uk.

The Out-of-Hours Policy covers the Closure Period from 11.00pm through to 6.00am the following day and applies to every day of the year, including such as weekends and Public Holidays.

Notification of person requiring entry and timing:
	Name:

	

	Email address:

	

	Faculty:


	

	EITHER* (on a single occasion): delete



	Entry required to:


	
	

	From:


	Date:
	Time:

	To:


	Date:
	Time:

	OR* (for multiple occasions):

Entry required over a period of 60 days (note not to exceed 92 days/3 months)

Commencing from today’s date (date form is submitted).

* delete as applicable



	Authorisation by Dean of Faculty/Head of Professional Services
I have authorised the foregoing person to undertake out of hours working as shown above.  A risk assessment has been carried out and appropriate measures put in place.

I have advised the person that if he/she experiences any security-related difficult or concern, then he/she should stay where he/she is and notify the Central Control Room for assistance on 22811.


