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COVENTRY UNIVERSITY (Students Union) 
AUTHORISATION FOR OUT-OF-HOURS WORKING
This is to confirm that:

Name:





 Staff/Student: 
Course:




 Year:
has been authorised to have access to the following area outside normal working hours;
Building:




Rooms:
For the purpose of:
The authorisation is effective from

Date: 



Time: 


to Date:

Time:


The authorising signatory of this form must ensure compliance of University procedures concerning the supervision of students during out-of-hours working.

Authorising signatories for (sch/fac/ser) are:
If authorisation is for a period before 7:00 am and/or after 10:00 pm weekdays (7:00 pm weekends), the Protection Manager or a Pro-Vice Chancellor must authorise, in addition to the School signatory. Access to University buildings during these times will only be permitted if there is an essential need, i.e. mandatory attendance at experiments.  (Any alterations to the above statements invalidates authorisation).

Signed                       Name                   Date 
The holder of this authorisation must report to the Protection Staff at the lodge in the Priory Hall Building, to gain access to and when leaving University buildings. If already in building, information, including an identification card number can be given by phone on extension 7363.

Staff and students must:

· be able to produce a valid identification card if requested by the Protection Staff;

· be aware of what to do in the event of an emergency and know the emergency evacuation route.  If in doubt, consult your supervisor;

· use workshops and laboratories in accordance with any displayed instructions and always leave them in a safe condition, ensuring the power to electrical equipment is isolated, unless instructed otherwise.  If in doubt, consult your supervisor.
THIS COMPLETED AUTHORISATION MUST BE ISSUED TO THE STUDENT/MEMBER OF STAFF AND A COPY SENT TO THE PROTECTION MANAGER (AL208, Alma Building, Estates Department) IN ADVANCE OF IT BECOMING EFFECTIVE.
Name and location of the out-of hours supervisor for which this form is applicable.


School stamp to be competed in RED




















