
[image: image1.png]



MONTFIELD
ACCOMMODATION
BLOCK
RESIDENTS HANDBOOK

Index

1. Who’s who at NHS Shetland Board Accommodation
2. Health & Safety

3. Fire

4. Your Residency

5. Electrical Equipment

6. Visitors
7. Comments & Suggestions
8. Acceptance Slip
1. WHO’S WHO AT NHS SHETLAND BOARD ACCOMMODATION
The Hotel Services Administrator, Arlene Bristow, is the first point of contact for the day to day matters arising in the accommodation and will be happy answer any questions residents may have.  The Hotel Services Administrator is on duty Monday – Thursday from 8am to 12pm and Friday from 12noon until 4pm can be contacted on extension 3221 or by email at arlene.bristow@nhs.net.
2. HEALTH & SAFETY

Health & Safety is not just the responsibility of Managers.  Everyone has a part to play.  Residents have a personal responsibility to be aware of relevant Health & Safety procedures which are contained in this Handbook and to comply with them.

Anyone becoming aware of an activity, procedure or situation that they consider a potential hazard must report the matter immediately to the Hotel Services Administrator.

Please help us to maintain a safe and healthy place to live.

3. FIRE

Residents must be aware of the fire procedures in their own areas, details of which are to be found by the entrance of all residences.  It is extremely important that fire procedures are adhered to.  Residents are not permitted to wedge internal doors open with door wedges or any other item - self closing doors are there for your safety and must be able to close freely.

Firefighting equipment is provided and should only be used when circumstances permit. Such equipment must not be tampered with or removed from its proper location.

Heat/Smoke detectors are fitted in all bedrooms and will be activated by the presence of excess smoke. Please be aware that these sensitive devices can be set off by cigarette smoke and some aerosol sprays.

When the alarm is sounded, all residents should exit the building checking that others are able to leave before assembling at the muster point outside the building. All alarms must be treated as genuine and evacuation made accordingly.

The Gilbert Bain Hospital Switchboard should be informed. The officers of the Fire Brigade will check the building before allowing the alarm system to be silenced and reset.

There will be a weekly fire alarm test which is on a Friday morning at approximately 8.15am.

All residents are reminded that unauthorised silencing or resetting the alarm system is not only dangerous, but will result in disciplinary action being taken against individuals involved.

Fire is the greatest danger in any multi occupancy accommodation and your co-operation in following a few simple but vital guidelines can help ensure everyone’s safety.  In the interests of safety, Residents may not burn candles or incense and are not allowed to smoke in the rooms, corridors or toilets.  You must not smoke at the entrance to this building.  Clothes airers must not be left in the corridors – they will hinder evacuation in the event of a fire.
4. YOUR RESIDENCY

REDECORATION OF ROOMS/REPAIRS/REPLACEMENT

If you wish to put up posters etc. on your walls, please use drawing pins (sellotape and blu tack damage the decoration).  Any repair costs to the walls and decoration caused by the removal of posters will be charged to the Resident.

The redecoration of hospital accommodation is strictly prohibited.  Wall coverings and paint are required to be of a certain standard for hospital residential accommodation and any redecoration can only be undertaken by the Estates Department. 

HOUSEKEEPING
The domestic staff member cleans the blocks Monday – Friday, 2 hours a day in each block.  The cleaner has no routine to access resident’s bedrooms and each resident is responsible for the cleaning of their own room.  Vacuum cleaners are supplied for Residents use.  Rooms must be kept tidy and uncluttered as access may be required for our maintenance staff regarding repairs etc.

All Residents are required to clean up behind them after using the kitchen, bathroom, showers and other facilities.
Do not let rubbish build up and regularly replace black bags in the kitchen area.  Rubbish is to be disposed of in the correct rubbish bins outside the accommodation blocks.
Dirty dishes must not be left on the top of the sink, or worktops.  Dishes, pots and pans must be washed up, dried and stored as soon as possible to ensure good housekeeping and consideration for other residents. 

LINEN
All rooms are supplied with bedding and towels.  Please leave dirty linen outside room doors on a Tuesday; this will be replaced with clean linen.
LAUNDRY

Washing machines and tumble driers are available for Residents’ use in the laundry rooms.  The machines should not be used after 10pm.  Irons are also provided.
Before using the machines, please check your clothing for any objects which may cause damage.  Wet clothes must be spun dry before putting into the tumble dryer.  To prevent damage to the tumble dryer and risk of fire, the lint filter in the drier must be cleaned after every use.  Do not attempt to dye clothes in the machines as this will affect other residents who may subsequently use the machines.  

Clothes, when dry, should be removed from the laundry.  Irons must not be moved from their location.
NOISE

The Staff Accommodation is home to a large number of residents who, due to various shift patterns etc, may be sleeping and/or studying at different times.  Excessive noise caused by the inconsiderate behaviour of some Residents which disturbs others will not be tolerated. 
COOKING AND STORAGE OF FOOD

Kitchens are for the use of all Residents.  Cookers and other equipment should always be cleaned after use, in consideration of other users and to prolong the life of the equipment.  Be aware that storage is limited and consideration for other residents should be observed. No food is to be eaten in bedrooms.  Residents are not permitted to move kitchen utensils from one kitchen to another.  Never leave the kitchen unattended whilst cooking is in progress.  Keep the kitchen door closed to prevent steam activating the heat/smoke detector, do NOT wedge these doors open.
WIFI & TELEPHONES

There is wifi provided in each block.  The key for the wireless is 71D4F2754A.  There is one public telephone in each block.

TELEVISIONS
TVs owned by residents are required to be licensed by residents.  Residents are required to ensure that the TVs in communal areas are disconnected from the sockets overnight.
KEYS
Each resident is issued with a key to the main accommodation building and a room key.  Residents should keep doors locked at all times and outside doors should never be propped open.  Strict security of keys is important; any loss must be reported to The Hotel Services Administrator.  

INSURANCE OF PROPERTY
The Health Board does not accept liability for loss or theft of personal possessions from residences.  Parking facilities are available for resident's vehicles but the Health Board accepts no responsibility.  Residents are advised to insure themselves against these contingencies.

MAIL

For your information the address of the accommodation is as below:

Full Name

Room Number

Block Number

Montifled Accommodation Block

Montfield Lane

Lerwick

Shetland

ZE1 0LF

PETS
Residents are not permitted to keep any pets in Staff Accommodation.  Residents found to have pets will be asked to remove them immediately.  

ON DEPARTURE

Residents are required to leave rooms by 10am on the day of departure and return keys to the Gilbert Bain Hospital Main Reception – you will be charged for your room until you do so.  
Ensure all your belongings including food items and toiletries are removed or disposed of.
5. ELECTRICAL EQUIPTMENT
The use of multi adaptors and multi extension sockets is not permitted in the rooms for safety reasons.  Any electrical equipment you may wish to use should be checked by the hospital Engineer prior to use in rooms.  Contact the Estates Department on ext. 3028.  All equipment should be switched off and preferably unplugged when not in use.
6. VISITORS

The following measures are not intended to restrict the personal freedom of the Residents – it is essential for the fire safety and security reasons to have an accurate indication of the number of people in the building at all times.

Personal guests may not remain in the accommodation after 12.00 am.  Any Resident found to have an unauthorised guest in their room after this time will have their period of residency reviewed.

Visitors may not remain in the Accommodation or in individual rooms unaccompanied at any time.
There are no provisions for visitors to be given accommodation within the Home. 
7. COMMENTS AND SUGGESTIONS
We hope that you have found this Residents Handbook informative and helpful.  However, we would be pleased to receive any general comment on the accommodation blocks.
Please write or email with your comments/suggestions to:

Arlene Bristow
Hotel Services Administrator

Unit Offices

Gilbert Bain Hospital

Lerwick

Shetland

ZE1 0TB

arlene.bristow@nhs.net
                                                  ACCEPTANCE SLIP
SHETLAND NHS BOARD – OFFER OF ACCOMMODATION

ACCEPTANCE
I accept the offered accommodation in its present state of repair and agree to leave them in the like state when I vacate the accommodation.  Any damage will be made good by me.  I also confirm receipt of keys to the accommodation and agree that I shall return the keys to the Gilbert Bain Hospital Reception when I vacate my accommodation.

I have read the rules and conditions for residential accommodation and agree to abide by these.

Print Name…………………………………………………………
Signed........................................................................................
Date............................................................................................
Email Address:…………………………………………………….

Forwarding Address:……………………………………………….


        …………………………………………….
---------------------------------------------------------------------------------------------------------------------
ACCEPTANCE
I accept the offered accommodation in its present state of repair and agree to leave them in the like state when I vacate the accommodation.  Any damage will be made good by me.  I also confirm receipt of keys to the accommodation and agree that I shall return the keys to the Gilbert Bain Hospital Reception when I vacate my accommodation.

I have read the rules and conditions for residential accommodation and agree to abide by these.

Print Name…………………………………………………………

Signed........................................................................................

Date............................................................................................

Email Address:…………………………………………………….

Forwarding Address:……………………………………………….


        …………………………………………….

It is important that you complete this form and return the lower portion of this page via internal mail to Arlene Bristow, Hotel Services Administrator, Unit Offices, GBH.
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