
 

 

 

 

 
Quiet Resource Room / Study Space  

Introduction 
The Garden Room Annex contains a small, growing library of reference resources such as 
textbooks and materials that can support learning whilst on the CAT site. It also offers a place of 
calm for up to four students to relax and work in a quiet environment.  The space opens up onto 
the grounds and can be a calm and peaceful space to pause, focus and reflect.   

The Graduate School aims to maintain this area so that it is available to anyone whilst on site.  

To do this it requires the support of volunteers to maintain the space as a useable resource 
centre. The room will not have a formal ‘librarian,’ however the resources on the shelves will be 
catalogued to make materials easy to find.  

As the room develops it is hoped to have a searchable database of items and their locations. 
However this means that, upon leaving the area, the materials need to be returned to their 
rightful place for the next user. 

Guidelines 

1. Purpose 
The purpose of these guidelines is to maintain the use of the Garden Room Annex as a 
productive, distraction-free environment dedicated to individual learning, reading, and 
academic work, and they are designed to promote positive, considerate behaviour for all 
current and future users.  

2. Scope 
This policy applies to all users of the Garden Room Annex. 

3. Use of Materials 
3.1 Reference use  
The study space acts as a reference use only library, and materials should not be removed from 
CAT. 
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A catalogue of resource locations will be visible in the room this will identify the main 
classification of books and periodicals. 

3.2 Return of Books  
Books should be returned to where they were taken from; especially if they have a square sticker 
on the book spine, which means they have been previously catalogued. If unsure, leave them on 
the shelf by the window in front of the door to the Garden Room. 

4. Code of Conduct 
4.1. Noise & Communication 
It is not a social area, please respect this as a calm workspace. 

Minimal Noise: Efforts must be made to maintain a low noise level at all times. Group 
discussions, group work, and social conversations must be held in other collaborative or 
common zones, such as a seminar room or the bar area. 

Mobile Devices: Set all mobile phones, tablets, and electronic devices to silent or vibrate mode 
before entering the quiet study space. 

Phone Calls: Making or receiving phone or video calls inside the quiet study area is strictly 
prohibited. Please step outside to take calls. 

Audio Playback: Audio from computers, phones, or media players must be routed through 
headphones set at a volume inaudible to surrounding users. 

4.2. Food & Drink 
Covered Beverages: Drinks in covered, leak-proof containers (e.g., water bottles, travel mugs) 
are permitted. 

Food Restrictions: Food is not allowed in the Resource Room / Study Space. Wet and Sticky 
fingers can easily damage resources. 

4.3. Space & Desk Etiquette 
Seat Reservation: Leaving personal belongings to "hold" a desk for more than 30 minutes is not 
permitted. This is a small site which should be available to all. Unattended items may be 
relocated to lost property to free up space for others. 

Furniture Configuration: Space in the area is restricted so do not move desks, chairs, or from 
their intended layout. However if you do move chairs please replace them to their original 
setting after use. 

4.4 Litter 
Please keep the space tidy, and dispose of all rubbish. There are recycling and general waste 
bins in multiple places across the CAT site. 
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5. Personal Property, Security & Safety 
Possessions: Users are solely responsible for their personal items. CAT assumes no 
responsibility for lost, stolen, or damaged property. Found items should be taken to the 
reception desk for safe keeping. 

Emergency Evacuations: In the event of a fire alarm or emergency notification, immediately 
leave the space and exit to the assembly point near the barrel roofs. 

In the event of the room being locked on arrival for security reasons, please go to reception. 
Staff at reception will be able to unlock the room for you. Please inform Reception when you 
have finished using the area so that the can be secured. 

6. Reporting & Enforcement 
Users should be able to self-police this area and if requests are made of users to not eat, 
reduce noise levels or use of mobile devices etc these should be followed. 

If users do not respond to requests to reduce adjust their behaviour they can be reported to an 
academic member of staff for a response. It is hoped that this will be unnecessary if users are 
respectful of other’s needs.  

7. Volunteers 
Please respect the work of volunteers who maintain this area for you by following these 
guidelines. If you would also like to volunteer to support this area, please contact Anna Poston 
Anna.Poston@cat.org.uk . 
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