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HSHSL Building Contacts

Emily J. Hurst
Associate Vice Provost and Dean
ehurst@hshsl.umaryland.edu
410-706-7545

[bookmark: LRWise]Linda R. Wise
Assistant Dean for Administration and Operations
lrwise@hshsl.umaryland.edu
410-706-8853

[bookmark: JAnthony]Jerry Anthony
Facilities and Operations Specialist
Jlanthony@hshsl.uaryland.edu
410-706-0668

[bookmark: PWilliams]Patrick Williams
Facilities and Operations Coordinator
Pwilliams@hshsl.umaryland.edu 
410-706-8857


[bookmark: Administration]HSHSL Administration
Administration@hshsl.umaryland.edu 


HSHSL Events
Hshslevents@hshsl.umaryland.edu
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BUILDING ACCESS

A. Hours of Operation 

Library hours may vary on evenings, weekends, holidays, and other occasions.  

Visit the library website for the most accurate building hours.

B. Building & Office Access

[bookmark: _Int_PZeMB4pz]The UMB Building Access System should be used for employees in your department needing access to the building. OneCard information is required for access requests. 

New office keys should be requested via the Staff Help Work Order Form.  

Upon entry to the HSHSL building, all persons must badge in. 

Badge readers are in the following locations: 
Outside main door
Loading dock door
Entry door between Campus Center and the HSHSL
HSHSL Security Guard Desk

If using the entry door between the Campus Center and the HSHSL or the mail outside door, 		all persons proceeding past the desk must rebadge in at the HSHSL Security Guard Desk. 



















BUILDING OPERATIONS

A. Move-In Protocol
Contact the Facilities and Operations Specialist or the Facilities and Operations Coordinator with the date and time of the scheduled move-in to obtain access to the loading dock & freight elevator.

B. Moving Companies

Moving companies and all vendors that enter the HSHSL building must provide a Certificate of Insurance (COI) with coverage for General Liability. Submit the COI and other relevant move-in information to the Facilities and Operations Specialist via email at least three (3) days prior to move-in. 

C. Building Elevators Freight and Passenger Elevator Use Guidelines
Passenger Elevators
Two passenger elevators serving the Lower Level (LL) through Floor 5 are to be used for employees and visitors only. No freight is to be transported on the passenger elevators. 

Freight Elevator

The building is equipped with one freight elevator. This elevator will be made available for use during a move. Contact the Facilities and Operations Specialist in advance to schedule use of the freight elevator.
           
The freight elevator is to be used exclusively for moving purposes.
Passenger elevators are designated for general use.

Persons entering via the loading dock should continue to the Lower Level and proceed to the passenger elevators unless freight use elevator is medically necessary. 


D. Mail Deliveries & Pickup
The mailroom is located on the Lower Level (LL) of the HSHSL Building, Room LL40.  
Pickup of mail deliveries is expected within 24 hours of notification, unless other arrangements are made. 
Tenants should notify the Facilities and Operations Coordinator of any expected large orders, particularly furniture and bulk orders, at least three (3) days prior to arrival. 
Early notification ensures staff can more easily facilitate delivery. 


E. Building Amenities
a. Library Lounge - Room 340
b. Meeting and Conference Rooms  
c. Weise Gallery 
d. Faith and Religious Practice Space 

BUILDING RULES & REGULATIONS
A. Signage 

To request department signage, please submit the Staff Help Work Order Form (Front/Back Door category) with the department's name as it should be displayed outside the suite door. 

Specify how the space should be identified on the building floor directory. 

Signage to be placed anywhere in the building must be approved by HSHSL Administration. 

Contact HSHSL Administration with signage requests.

B. Scheduling Events    
 
An event is any activity hosted by a HSHSL tenant that will be attended by campus or public guests and requires use of HSHSL space, furniture, and/or effort of HSHSL staff. 
 
· To request meeting rooms and event spaces, visit the HSHSL website under the Reserve Space tab. 
· Contact HSHSL Events to provide notice of scheduled events, request use of furniture for an event, or ask event related questions. 
· Events scheduled outside of normal business hours are not permitted. 
· Tabling requests anywhere in the library must be approved by HSHSL Administration. 
· Contact HSHSL Administration with tabling requests.
 

C. Tenant Portal 

To access the HSHSL Tenant Portal, click the HSHSL Tenant Portal link on the footer of the library website or use this direct link: https://www2.hshsl.umaryland.edu/tenants/. The Tenant Portal 


provides information, resources, and procedures for the building, including a Tenant Handbook with contact information for specific building issues or concerns.  


D. Reporting Building Issues - Work Order System 

To submit a maintenance request or report other routine building or operations issues such as water leaks, heating or cooling, custodial services (trash removal, space cleaning, vacuuming, etc.) and safety concerns, during normal business hours (8:00 am – 4:00 pm, Monday thru Friday) use the Staff Help Online Request Form: https://www2.hshsl.umaryland.edu/StaffHelp-HSHSL-Building-Work-Orders/ .	Comment by Mayo, Alexa: Maybe say more about what this specifically means.	Comment by Wise, Linda: Can you give me an example? 	Comment by Mayo, Alexa: I'm thinking that a tenant may not know what normal business hours are - they may think of Library open hours as business hours.  So, maybe being specific like adding in parentheses (8:00am - 4:00pm, M-Friday) or something like that.  It helps w people knowing what is outside of normal business hours in the next paragraph.	Comment by Wise, Linda: Ok, thank you that explains it. 

Outside of normal business hours use UMB’s Facilities Work Online Request Form: UMB Facilities Work Request System.

For urgent or immediate assistance, contact the Service Center at 410-706-7570. 
Staff are available 24 hours a day 7 days a week.


E. Incident Reporting System 
The HSHSL’s online Incident Report form is used to describe any injury, property damage, security occurrence, or unruly behavior at the HSHSL. The report, which contains a detailed and factual description of the incident, is submitted after the incident has occurred. Information from Incident Reports is used to track issues and incidents that occur in and around the building. Building tenants may access the form from within the HSHSL Building Tenant Portal.
Submit an incident report when:
1. UMB Campus Police, Baltimore City Police, or 911 is called
2. You witness an incident
3. You have been involved in an incident
4. A library user or staff member reports an incident to you

F. Prohibited Activities

1. No personal window coverings, signs, or stickers.
2. No removal or unapproved use of any HSHSL furnishings.
3. No painting or physical modifications to building spaces.
4. No use of open flames such as candles.

Contact the Facilities and Operations Specialist with questions regarding any prohibited activities. 



EMERGENCY PROCEDURES

A. Recommended Emergency and Safety Trainings for all Employees

Emergency Preparedness Training

B. Quick Reference Phone Numbers

Jerry Anthony, Facilities and Operations Specialist 		410-706-0668
Patrick Williams, Facilities and Operations Coordinator 		410-706-8857
Work Control				    			410-706-7570
Front Desk Security			   			410-706-0409
Campus Security			    			410-706-6882
Emergency 				    			911


C. Emergency and Life Safety
Provide the names and office locations of individuals who may need assistance in case of an emergency evacuation to the Facilities and Operations Coordinator. 

Make note of emergency evacuation plans placed throughout the building.














TENANT CONTACT INFORMATION

A. 	HSHSL Tenants and Lead Contacts

Enrollment Administration, Registrar & Financial Aid 

Patricia Scott, AVP of Student Financial Assistance and Education
HSHSL, Room 221
410-706-7347
pscott@umaryland.edu 


Student Financial Services 

Jordan Nixon, Assistant Controller & Bursar 
HSHSL, Room 206
410-706-2929
jnixon@umaryland.edu 


Center for Violence Prevention 

Nadine Finigan-Carr, Executive Director
HSHSL, Room 429 
410-706-3316 
nadine.finigan-carr@umaryland.edu 

Amelia Rubenstein, MSW, LCSW-C
Director of Programs and Operations
443-745-1460 (cell)
amelia.rubenstein@umaryland.edu


Center for Information Technology Services (CITS) 

Peter Murray, Senior Vice President 
620 West Lexington Street
Room 3149G 
410-706-2461 
pmurray@umaryland.edu  


Faculty Center for Teaching & Learning (FCTL)

Sol Roberts-Lieb, Director
HSHSL, Room 440
410-706-0761
sroberts-lieb@umaryland.edu 


The Graduate Research Innovation District (GRID)

Taylor DeBoer, Acting Director 
HSHSL, Floor 3 (To the right of study room 303)
410-706-4743 
taylor.deboer@umaryland.edu  

B.  	All HSHSL Employees & Tenants Email Address
  	all_601@lists.umaryland.edu 






HSHSL Guidelines & Procedures

A. Children in the Library 
B. Library Access (Admissions)
C. [bookmark: Bookmark1]Library Lounge Use 
a. The University of Maryland, Baltimore (UMB) Health Sciences and Human Services Library (HSHSL)’s third floor Staff Lounge (Room 340) may only be used by UMB employees who work in the HSHSL Building. Access to the lounge is by badge only. Non UMB employees, including children, are not permitted in the HSHSL Staff Lounge at any time.  

Employees within these units may access the lounge: 
· Health Sciences and Human Services Library 
· Faculty Center for Teaching and Learning  
· Center for Violence Prevention 
· Computing and Technology Services 
· Security Officers assigned to the HSHSL 
· EVS staff assigned to the HSHSL 
 
People Who May NOT Use the Staff Lounge:
· Anyone without badge access 
· Friends, family, and colleagues without badge access may not accompany someone with badge access into the HSHSL Staff Lounge 
· Children of employees who work within the building are not permitted in the HSHSL Staff Lounge 

	
	
	



HSHSL Tenant Handbook

image1.jpeg
y’




