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IMPORTANT INFORMATION

We sincerely hope that you enjoy your stay within our residential accommodation. Please take time to familiarise yourself with the content of this document. By committing to stay in the residential accommodation you hereby agree to adhere with these terms and conditions and to pay any additional costs which may be attributable to you.

These terms and conditions apply to NHS D&G residential accommodation at Dumfries and Galloway Royal Infirmary, Mountainhall Treatment Centre, Lahraigs (Nithbank site) and at Galloway Community Hospital

The Residence Manager will assist you with any issues or queries that you may have. They can be contacted during normal working hours, Monday to Friday, 8 am to 4 pm.
· email to: dg.dgriresidences@nhs.scot
· on internal extension 33343
· External 01387 241 343.

Out with normal office hours, assistance can be obtained from the switchboard operator by calling 01387 246 246.

The accommodation is provided at a subsidised rate for your use and in order to keep the cost to a minimum we ask that you treat the buildings, and furniture and fittings with respect.

You are responsible for your behaviour and that of any guest(s) 

Any costs incurred in respect to additional cleaning, damage or vandalism will be chargeable. You have a shared responsibility for communal areas in the accommodation. This will include a share of costs for non-attributable damage. 

Any damage caused, deemed to be of a deliberate nature has the potential to result in disciplinary proceedings being raised. Your involvement in an incident may be reported under regulations laid down by the General Medical Council/General Dental Council/Code of Conduct including the Fitness to Practice process.

NHS Dumfries and Galloway has set minimum charging tariffs depending on the nature of the incident, detailed below.  

The minimum tariffs are:
 
· Replacement key-card or key (lost / not returned) ............................................... £20
· Leaving the flat in an unacceptable state (additional cleaning required) ............ £100
· Damage to any of the structural integrity of the flat or the block 
                 actual cost of rectification, (minimum charge levied) ………...£250
· Damage to any property within the residences.......................................................
                        actual replacement cost plus management / administration fee…………TBD


NHS D&G reserve the right to recover costs by direct salary deduction  





BEHAVIOUR AND MISCONDUCT

Any breach of these terms and conditions or other serious misconduct may result in the termination of the resident’s accommodation.  

The following are examples of such misconduct:
· Failure to comply with water flushing mandates.
· Participation in any illegal activity within the residences.
· Violent and/or offensive behaviour.
· Non-payment of rent.
· Repeated un-cleanliness of rooms.
· Persistent noise. 
· Tampering with fire equipment, etc.


FIRE  AND SECURITY PRECAUTIONS

Fire Safety

Fire is a potential hazard to everybody.  It is the duty of every resident to be conversant with the Fire Regulations and to prevent and report any possible fire hazard.

Smoking (Including vaping) is strictly prohibited in any area of the residences, other NHS buildings, or NHS vehicles.
 
Please take time to familiarise yourself with the Fire Action Notices which are placed at various points throughout the residences.

Please familiarise yourself with the location of the fire extinguishers which are in your area.  

Any fire, however small, must be reported to the residences manager or out with office hours to the Duty Manager.
If a fire extinguisher has been used/ discharged this should be reported to the residences manager in order that a replacement can be provided. 


	Do
· Keep exit routes free from anything which may impede exit from or access to the     property in the event of a fire such as bicycles, airing racks, piles of shoes
· Keep common areas and exit routes free from combustible substances. 
· Report any faults with fire equipment.
· Open windows when you are cooking and keep kitchen doors shut.
· Evacuate the area whenever you hear a continuous fire alarm.

Do Not
· Tamper with fire safety equipment
· Leave cooking food unattended
· Prop/wedge open or obstruct fire doors
· Burn Candles or incense sticks 
· Dry dish towels etc on oven doors.
· Place electric kettles on radiant rings of electric cookers.
· Ignore the fire alarm.

Security 

Residents are responsible for the security of their accommodation. Keys or access cards should never be given to others to allow entry. All flat doors must be kept locked. When leaving a room unoccupied, lock all doors and windows.  

Lost and Found Property

NHS Dumfries and Galloway does not accept liability for goods lost or damaged on NHS premises.  Any loss or damage should be reported as soon as possible to the Residences Manager with all details given at that time.  

Staff are advised not to leave bags, wallets, purses etc unattended and, if at all possible should refrain from carrying valuables or large sums of money.  All residents should also ensure that they have appropriate insurance in place to cover against the loss of their belongings.  Any items found should be handed in to the Cashiers office in the atrium of DGRI or at the reception desks at MTC or GCH.


MAINTENANCE/ FAULTS

Damage to Property, Decoration and Alterations 

You will be charged for any costs incurred in respect of damage caused, other than by fair wear and tear.  You must not remove items of furniture, or fittings.  Any requests for changes or alterations or additional furniture must be made to the Residences Manager.  If you need to report any damage, please contact the Residences Manager.

All furniture must be returned to the original position before departure. 

Do not attach anything to the walls that may cause damage on removal.

A charge will be made for re-decoration to cover pin holes or paint damage.


Privacy, access, and inspection of rooms

Bedrooms within the residences are considered private spaces. Hallways and kitchens are shared areas, though access to these areas will be done respectfully and with good reason. Access through hallways by Support Services staff will be necessary, but done as sensitively as possible.

At least 24 hours prior notification of planned maintenance will be given by email, for entry to flats or houses. Immediate access will be required to make emergency repairs, with the technician making their presence known as they enter the flat.

The Residences Manager, Facilities support staff, and Serco maintenance staff (DGRI) have a reasonable right of access to all accommodation in the execution of their duties.  This includes preparing rooms for residents and in turn, the maintenance of furniture, fittings and fabric. 

If access is required to the accommodation, it will be by authorised staff that have been suitably inducted and supervised whilst they undertake their duties.

All residencies will be subject to a quarterly inspection, with prior notification.

Fault Reporting

DGRI

[bookmark: _Hlk155245678]Any faults should be reported to the Serco Helpdesk. You will be required to give your room reference number, or that of the kitchen, if appropriate, which is found on a label on the outer door frame. It will be in the format R1.G.001 Please indicate if you, or your colleagues, will be sleeping after nightshift to minimise the risk of disturbing you. Repair services by in-house service teams are available 6.30 am to 10.00pm.

The 24 hour helpdesk can be contacted by:

· Dialling 71000 from any internal telephone or through switchboard. Please give your personal extension number or contact number. Also request email confirmation and give your email address.

· By email to DGRIHelpdesk@serco.com.

· On the Beacon page under “Log a request” – Log a Serco maintenance request -DGRI ONLY.

Galloway Community Hospital, Mountainhall Treatment Centre and Nithbank Site

Any faults should be reported to the Maintenance Helpdesk. You will require to give details of your location, room number and the nature of the issue. Please indicate if you, or your colleagues, will be sleeping after nightshift to minimise the risk of disturbance.

The helpdesk is manned during normal office hours. If the fault is of an urgent nature the Estates department provides a 24 hour emergency response service. The on-call estates officer can be contacted through the main switchboard.

Your request can be made by:

Dialling 32777 (internal extension) or 01387 272777 (External number)

On the Beacon Page under “Log a request” – Log a maintenance request – NOT DGRI


Use of Electrical Equipment

Please use common sense when using electrical equipment. 

Visually inspect electrical equipment for signs of damage or defect prior to use.

· Do not use equipment that is damaged or that you suspect to be faulty.
· Do not stretch flexes on portable electrical appliances.
· Do not use plugs, sockets or adaptors that are loose, cracked or show signs of 
overheating.
· Do not remove plugs by pulling flexes.
· Do not take portable electrical appliances into bathrooms or showers.




Water Quality

It is essential that all taps and showers, including kitchens, are run every day for 3 minutes to prevent potential stagnation and ensure maintenance of a good, wholesome water supply. If requested, you may be asked to formally record this action on a daily basis.

Showerheads may be fitted with specialist filters to prevent water borne contamination. These should not be removed. The heads and hoses are replaced on a routine basis by the maintenance provider.

If you are leaving your accommodation unoccupied for a period of 4 days or more, you should advise us by email to dg.dgriresidences@nhs.scot to enable us to organise the water to be routinely run through your shower and taps.


HOUSE KEEPING AND SERVICES

Cleanliness of Rooms

Cleaning services are not routinely provided for residential accommodation.

You are responsible for the cleaning of all areas in the residence i.e. bedrooms, toilets, lounge and kitchen, and of the care of the contents. You need to ensure that you keep your bedroom and the shared facilities in an acceptable level of cleanliness after use.  A vacuum cleaner and an initial supply of cleaning equipment are provided for residents to use. You will be responsible for purchasing further supplies of cleaning materials.

Where appropriate the cleaning of main communal stair wells and landings will be carried out routinely by Support Services Staff.

On departure, all properties must be left clean, with original furniture and fittings in place. Any additional furniture must be removed.  Any damage must be reported prior to departure.  Additional charges in accordance with the tariffs noted above may be made for any non-standard cleaning or removal of refuse or furniture after your departure.


Linen and Towels

Bed linen and Towels are provided but your bed will not be made up.

At DGRI using your residence key card, replacement or extra linen can be obtained from the Linen Store on the ground floor of Block 2. Dirty linen should be placed neatly in the linen buggy in the Linen Store

At Mountainhall, the Yale type key will give you access to the laundry room at the end of Block 4 where there is a linen cupboard with a supply of clean towels and additional linen; and trolleys for used towels and bedding.

At the Nithbank site, each of the houses has a cupboard with supplies of clean linen.

At the Galloway Community Hospital there is a linen cupboard at the end of the corridor outside rooms 3 / 4 which is kept stocked and unlocked.


Laundry Facilities

At DGRI, GCH and on the Nithbank site laundry facilities are provided in each house/flat. At MTC a communal laundry room with washing machines and tumble driers is provided.
Residents must supply their own washing powder/liquid. 

Refuse

You are responsible for removing refuse or recycling from the flat. 
Please place all “black bag” rubbish in the bins provided. 

Where recycling bins are provided, please segregate refuse as appropriate and place it in the correct bins.

Shared Appliances

You are responsible for the daily upkeep of the appliances provided for your use. This includes regular cleaning of the tumble dryer filters, washing machine drain filter, vacuum cleaner dust bin and filters. Also please ensure that toaster crumb tray is emptied frequently and that the kettle is de-scaled as required.

Internet

Health Board Wi-Fi is available through-out the residences.

IT faults should be reported to Ext 34100 during normal office hours or by email to:
DG.IThelpdesk@nhs.scot

TV Licensing

Communal areas of the residences are covered by a site wide TV license. Viewing on private devices in bedrooms must be covered by a personal TV license 

Entertainment of Visitors

The residences are private and the bedrooms are designed for single accommodation only.

Residents will be responsible for the conduct of their visitors and care and consideration should be given to others occupying the residences.

It is the resident’s responsibility to ensure that their guests are familiar with fire precautions and what to do in the event of a fire. 

PETS

Pets are not allowed in any of the residential accommodation, with the exception of assistance dogs.

PERSONAL TELEPHONE CALLS

Where a telephone is provided within your room or residence it can be used for calls to internal numbers within the hospital and local calls. International calls can be connected by the switchboard; they will be logged by the switchboard system and be charged accordingly.
MAIL

DGRI 

Personal mail, including parcels, will be delivered to your department or to the Education Centre.
You must give your address as:

{Room XXX}
DGRI Staff Residences
DUMFRIES
DG2 8RX

Mountainhall Blocks 1 to 6

Personal mail will be delivered to the mailroom within Mountainhall Treatment Centre. This is located on the ground floor, in the therapy corridor, adjacent to the cafe. If your badge does not give you access to the mailroom please email dg.idbadges@nhs.scot. 
Please give your mailing address as:

{Room No.}
Staff Residences {Block XXX}
Mountainhall Treatment Centre
DUMFRIES
DG1 4AP

Maryfield Terrace

Personal mail will be delivered to the residences by Royal Mail and by couriers. Please give your address as:

{Room and House number}
Maryfield Terrace
DUMFRIES
DG1 4UG

Nithbank Site

Personal mail, including parcels, will be delivered to your department or to the Education Centre.
You must give your address as:

{Room No.}
{House Name}
Nithbank
DUMFRIES
DG1 2SD

Galloway Community Hospital

Mail comes to the Hospital and then is sent over with the porters. Give address as

GCH Residencies
Galloway Community Hospital
Dalrymple street,
Stranraer DG9 7DQ
TRANSPORT

Bus Services

There are frequent bus services with Dumfries and Stranraer which serve DGRI GCH and MTC. Local timetables can be viewed online at the Dumfries and Galloway Council website.

Cycles

Cycle sheds have been provided at DGRI, MTC, Nithbank and at the Galloway Hospital

· DGRI The code for all cycle sheds is C1367X. 

· Mountainhall residences the code for the cycle cage at the residences is C1359Z.There is a more weather proof shelter at the rear of the main Treatment Centre, the key for which is available from the Mountainhall Reception. 

· Lahraigs have alocked bike shed between Lahraig 1-2 & 3, key access details are available from the Education Centre or DGRI Switchboard.

· GCH there is a Cycle shed in the carpark, with space for up to 20 bikes. The access code can be requested from beverley.kaye1@nhs.scot

Cycles must not be taken into the Residences. Please remember to chain up your cycle, even within the cycle shed. NHS D&G will not accept responsibility for any loss or damage.

Parking

Limited parking is available at the residences on a first come first served basis. Please do not park on double yellow lines or obstruct footpaths or roadways.


DEPARTURE

· You must vacate the residences by 10 am on your notified date of departure. Where this is not possible as a direct result of work commitments or shift patterns, it may be possible to extend the departure time by express prior agreement with the residences manager. 
· All key-cards/ keys must be returned on departure
· DGRI return key-cards to the hospital switchboard. 
· MTC return keys to DGRI Switchboard unless pre-arranged to drop off at MTC Reception.
· Lahraigs return keys to DGRI Switchboard.
· GCH return keys to A&E Reception.
· Rooms and shared areas must be left clean, with original furniture and fittings in place. 
· All refuse and recycling must be removed and placed in the appropriate waste stream
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