[image: image1.png]L'(S Surrey & Sussex Library &

Knowledge Services



[image: image2.jpg]Surrey and Sussex INHS

Healthcare NHS Trust




OUT OF HOURS ACCESS REQUEST FORM
Please do not sign this form before reading the out of hours regulations. NHS Staff and Students only
	Surname (please print)

	

	Forename
	

	Dept/Ward
	

	Library Membership Number 
	

	Contact Telephone/Bleep No
	


OUT OF HOURS REGULATIONS
1. Out of hours access to the library is dependent on type of membership.   
2. Permission can only be given to registered library users on receipt of a request form 
3. Computers are available out of hours to search the library catalogue, use Microsoft Office packages, to do literature searches and to use the Internet at both East Surrey and Crawley.  You can log on to the PCs with your own Surrey and Sussex Healthcare NHS Trust username and password if you have one.

4. Journals cannot be borrowed, but photocopy and study facilities are available.

5. Out of hours access to both library sites is gained via a key fob on receipt of a £10 deposit.  Both cash and cheque are accepted at both sites.  Cheques must be made payable to ‘Surrey and Sussex Healthcare NHS Trust’.

6. Key fobs can be returned at either East Surrey Hospital Library or Crawley Hospital Library. 
7. Key fobs which are lost must be reported to the library staff. A replacement fob costs £10.00.
                       I have read and understood the out of hours regulations and agree to abide by them.
	Signature

	

	Date

	


Signing this form implies acceptance of out of hours regulations and any breach of these regulations could result in access being withdrawn.
The information you have provided on this form will be added to your library record on our Library Management System and is covered by our privacy policy, which can be viewed here: https://www.surreyandsussexlibraryservices.nhs.uk/about/joining-the-library/
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LIBRARY USE ONLY
Crawley and East Surrey Hospital Libraries
	Form received (date)
	

	Fob given (date)
	

	Key fob number
	

	Entered on WorkFlows (date)
	

	Staff initials
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