[image: image1.jpg]Bournemouth
University




SECURITY AND PERSONAL PROPERTY


  

Your Personal Property

You are responsible for the safekeeping of your personal property.  The property of staff is not insured by the University.  The University will not accept any responsibility or liability for the loss of or damage to personal property brought onto University premises.  

If you become aware of any such loss or find property belonging to someone else, you should report the matter to your nearest reception team or library staff.  However, please help to protect your own property and that of others by being vigilant.  Desks and offices should be kept locked when not occupied.  Handbags, briefcases and other personal possessions should be locked away, and never be left unattended or in open view.  Proper control should be kept of keys.

University Premises

All members of staff have a duty of care for security on University premises.  Please be vigilant at all times in the course of your employment.  If you become aware of an intruder or someone acting in a suspicious manner on the premises, report the matter immediately by calling 222 (01202 962222 from a mobile).  

You are required to report to your Dean/Director of Professional Service or other appropriate senior member of staff of the University anyone known to be responsible for damage to or theft of University property, or other people's property on University premises.

You are responsible for the secure keeping of University equipment and property allocated or authorised for your personal use and of documentation and any other materials in your possession in the course of employment.

The University reserves the right for a person duly authorised by the University to question or search a member of staff or to examine any articles in your possession if there is good cause to do so.  In such circumstances, you have the right, where practicable to have a third party present.  Should a personal search be involved, you may request that it be carried out by a police officer.
Links to other BU Policies:
Disciplinary Procedure
Grievance Procedure
General Conduct
Insurance
Prevent Policy
Suspension Procedure
University Equipment
Data Protection Policy
Title:			Security and Personal Property


Keywords:		Personal, Property, Possessions, Premises 


Description:		Security and Personal Property at BU. 


Publish Date: 		25th September 2013


Review date:		23 April 2018 


Expiry Date:		31 July 2024


Policy Owner:		Karen Parker


Audience:		Staff











