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Welcome to the University of Glasgow and your temporary assignment with us.
Your contact at the University will arrange to take you through an induction but in the meantime please find below some general information and points of reference to help get you started at the University.    

General information

Health & Safety
Whilst working at the University’s premises, you are required to comply with the University’s Health & Safety Policy Statement and to take such steps as reasonably practicable for your own health and safety, that of your colleagues at work and of others affected by your work.  You are required to undertake the responsibilities for Health & Safety which are applicable to your assignment.  You must make use of all protective clothing and equipment as appropriate and must co-operate with management in all respects for the full implementation of the University’s Health & Safety Policy Statement which can be found at http://www.gla.ac.uk/media/media_151632_en.pdf.  Please also access the Health, Safety & Wellbeing Department’s e-induction at the following web address http://www.gla.ac.uk/services/health/e-inductionoverview/.

Confidentiality 
In the course of your assignment with the University, you may have access to confidential information.  The disclosure of such information to an unauthorised person, or the use of the information to obtain personal advantage, will be regarded as a fundamental breach of discipline and may result in you being released from your assignment with the University.

Use of Information Technology
If relevant to your assignment at the University, you will have a responsibility to comply with the University’s Regulations and Code of Conduct for the Use of Information Technology in the University.  Full details of these Regulations and Code of Conduct are available at the following web address and please take some time to read over these 
" 

http://www.gla.ac.uk/services/it/regulationscommitteesandpolicies/general/codeofconduct/.



Holidays & time-off 

If you would like to request holidays, please speak to your Agency and your contact at the University.  If you require time-off for medical, dental, etc., appointments please also liaise with your Agency and your University contact and, if possible, please try to make these for the beginning or end of your working day to minimise disruption.

Dignity at Work (Harassment)
The University expects everyone on campus to treat each other with dignity and respect.  If during your time at the University, you experience any behaviour which you consider to be harassment, from a colleague, student, contractor or a member of the public, please ensure you report this to your contact at the University or your Human Resources contact.  In addition, the University expects all Agency workers, Contractors, members of the public and visitors not to subject members of staff or students to behaviour which is considered harassment.  If evidence of this nature is found you may be released from your assignment with the University.
University Facilities

Catering Outlets 

There is a wide range of refreshments available at the various catering outlets throughout the University campus which includes:-

· “Food for Thought” at the Fraser Building, level 3, open for hot meals and snacks from 11am – 3pm Monday to Friday.

· “Food to Go” at the Fraser Building, level 3, offers breakfast, lunch or evening snack on the go.  Open 8.00am – 7.30pm Monday to Thursday and 8.00am – 4.30 pm Friday.
· “One A The Square Café”.   These facilities are open 10am – 4.30pm, Monday to Friday and provide a full range of coffee and tea.

· “One A The Square Brasserie”.  Open 8.30am – 2.30pm (hot meals from 11.30am).  Full breakfast range, baked potatoes and freshly filled baguettes, vegan soup/main course always on offer, individual brasserie-style meals, desserts and coffees/teas.

· Atrium Café, Wolfson Medical School Building.  Open 8.30am – 4.00pm, breakfast rolls, freshly made sandwiches, baked potatoes, baguettes, soup, home baking confectionary, hot and cold drinks.

· St Andrews Building Café (STAC).  Open 8.30am – 3pm, breakfast rolls, freshly made sandwiches, baked potatoes, soup, home baking, confectionary, hot and cold drinks.

· Café Pocolino, Boyd Orr Building.  Open 8.30 am – 3pm, freshly made sandwiches, soup, home baking, hot & cold drinks.

· Links Café, off the Courtyard, Wolfson Building.  Open 10.45 am – 2.45 pm, freshly made sandwiches, soup, hot pastry savory snacks, home baking and confectionary.

· Garscube Campus – Food Farm.  Open 8.30 am – 2.30pm, breakfast, brasserie-style lunch, baked potatoes, baguettes, soup, sandwiches, hot and cold drinks.

· “Food In Focus” Level 3, University Library.  Vending machines accessible during library opening hours.  Café service Monday – Thursday 12noon – 8pm, Friday/ Saturday/Sunday 12 noon – 5pm.

Please access the following web page for details of these facilities at http://www.gla.ac.uk/services/hospitality/eatingoncampus/
Sport & Recreation

The University has a range of facilities for staff and students on Campus provided by the Sport and Recreation Service.  A membership is required to access these facilities.  Enquiries regarding the purchase of monthly memberships to access these facilities should be emailed to Greg Sheridan, Customer Services Manager at sport@glasgow.ac.uk 

Car Parking   
In order to park at the University you need to purchase a car parking permit.  The minimum period a permit can be purchased for is a full semester.  The number of permits available is limited and there is normally a waiting list.  Please access the following web page for details on how to apply and cost/payment details.  http://www.gla.ac.uk/services/central/parking/
There are limited “pay & display” parking facilities around the main University Campus as well as good public transport links via bus and underground.  
Nursery 
There is a University Nursery located near the main campus at 28 Hillhead Street.  Staff, Students and Agency workers are eligible to apply to use the nursery facility while they are associated with the University. There is a high demand for spaces, with particularly high demand in the 0-2 age group, and a waiting list operates.  The nursery allocates spaces based on its priority rating system. Further information about costs and the application process is available from the Court Office, telephone number 0141 330 4120 or by accessing the following web page http://www.gla.ac.uk/services/nursery/ 
Library 
To access the University Library you will require a letter of authorisation from your Head of School/Institute/ Service.  You should then present this letter to the library reception, where you will be given a visitors pass.

Current Vacancies 

For details of current vacancies please access the Glasgow University web site at http://www.gla.ac.uk/ and click on “current vacancies” to find out about job vacancies.

We hope that this information has been useful to you and that you enjoy a happy and successful time at the University.    

If you have any queries on the information contained in this note, or any other matters, please do not hesitate to speak to your contact at the University or a member of your College/University Services Human Resources team.  Contact details can be viewed at: http://www.gla.ac.uk/services/humanresources/contact.
