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Thank you for reading this induction. All information should be read and understood prior to commencing work at King’s.
If you have any questions, please feel free to contact us at Permits@kcl.ac.uk.

Campus Information: red boarder at the top of the page
All Sites Information: blue boarder at the top of page

About Strand Campus

* The Strand Campus consists of a mix of teaching, office space, research facilities and libraries
including the Maughan Library which is the main university research library.

* For further information please visit: https://www.kcl.ac.uk/visit
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Strand Campus Buildings List

South Side of Campus North Side of Campus
169-171 Strand (North Wing) * Bush House (Centre Block)
39-41 Surrey Street * Bush House — North East Wing
Chesham Building * Bush House — South East Wing
East Wing, Surrey St * Bush House Under croft
King's Building * Bush House — North West Wing*
Macadam Building (King’s Sport areas on the Ground and Lower Ground Floors)
Norfolk Building * Melbourne House*
Old Watch House (King’s areas on the Ground, 1st, 3rd, 6th, and 8th floors only)
Philosophy Building * Virginia Woolf Building (22 Kingsway)
Somerset House East Wing * Maughan Library (Chancery Lane)

Strand Building
*Bush House North West Wing and Melbourne House may also
need to be sought from the managing agents.

The Engineering office is located in the room K-2.95 on level -2 of the Kings Building.

Old Laws Building is a derelict/void building and is covered by a bespoke induction
Bush House — South West Wing is a derelict/void building and is covered by a bespoke induction



Strand Campus

King’s Building: Chapel/ Chapters/ Somerset Café

Strand Building: Parenting Room / First Aid Room/ Prayer Room
Maughan Library o,
Quadrangle 4, Cone
152-158 Strand

Virginia Woolf Building
MNorth Wing

East Wing

Philosophy Building
Norfolk Buwldrmg 7 %f#;
Chesham Building: Creative Arts Faculty %”‘S‘
Macadam Building: Riverside Terrace Café o S
South East Block 5
South West Block
Modern Language Centre

Somerset House - East Wing: Learning Centre »@'&"b
ﬂ Bush House - North Wing, South Wing:

& TEMPLE

([ T
w|o|=x|~|x]|c|—|=|=]|~]|m|o]|o o]

Victoria Embankment

8th Floor Vegan Café/ The Arcade Café/ .
Cultural Quarter Exhibition Space E’gspb

[ 3 Bush House - South East Wing: KCLSU Hub/
Upper & Lower Loft Space/ The Shack/
The Vault/ Admissions/ Kings Kitchen/
Student Services & Wellbeing/ Health Centre

D E Bush House - Melbourne House

D ﬂ Bush House - North East Wing: The Exchange/
Multi-Faith Room

D m Bush House - North West Wing: Gym

; RIVER THAMES
=» Main entrance

P Other entrance
ﬁ Disabled access

n %. Assisted disabled access
a® : - : €) Royal Courts of Justice
2® @& Cycle hire docking station

Secure bike park — ) Law Society
register with Security for access 6 Church of St Clement Danes

@ Bike parking

o Somerset House
9 Church of St Mary le Strand

£ Embankment
Pier



Strand Campus — Key Contacts

Security/Reception Desk:

Strand: 020 7848 1024

South East Wing: 020 7848 8661
Virginia Woolf Building: 020 7848 1803

Estates & Facilities Desk:
Strand (South): 020 7848 2908 / 1899 / 2606 / 2506
Strand (North): 0788 948 8547 / 07827 348 346

Other Useful Numbers:
Campus Operations and Estates Manager: 020 7848 2608

Security Manager: 020 7848 1837
Campus Operations (Facilities) Manager: 020 7848 1898

Ask Team (24/7 coverage):
Tel: 020 7848 3456
email: ask@kcl.ac.uk
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Site Information

Buildings are typically open between 8am and 6pm, Monday to Friday.
Access outside of these hours is only with prior agreement.

*  Wireless Access: is via The Cloud - Guest Wi-Fi.

*  Welfare facilities must be pre-agreed with your King’s project/contract manager. Only use your allocated welfare
facilities.

* King’s Food outlets are operational and available for students, staff and contractors.

* All deliveries must be received and handled by yourself.
* No storage of materials/tools is permitted unless by previous agreement with your KCL contact.

Parking on-site is restricted and should only be arranged through your KCL contact

Pay and display parking system operates in nearby streets including Surrey Street.

Motorcycles : Bays in the Strand, Arundel Street, Temple Place and other nearby streets.

Nearest bus : Buses stopping near the university: 1, 4, 26, 59, 68, 76, X68, 168, 171, 172, 176 (24 hour), 188, 243 (24
hour), 341 (24 hour), 521

Nearest Train/Underground: Temple (District and Circle lines): 2 minute walk.

Charing Cross (Overground, Bakerloo and Northern lines): 10 minute walk

Embankment (District, Circle and Bakerloo lines): 10 minute walk

Waterloo/Waterloo East (Overground, Jubilee, Northern, Bakerloo, Waterloo & City lines): 12 minute walk

Holborn (Central and Piccadilly lines): 12 minute walk and Chancery Lane (Central line): 15 minute walk.



Emergency Arrangements

In the event of an Emergency, please contact Security on:
e Security at the Strand Campus 020 7848 1024

Emergency situations include:

e Suspicious packages.
* Chemical, biological or radiological spillages
* Discovery or accidental damage of suspect asbestos containing materials

Local A&E Hospital:

St Thomas' Hospital (A&E)

St Thomas' Hospital (East Wing)
Westminster Bridge Road
London

SE1 7EH



https://www.guysandstthomas.nhs.uk/our-services/emergency-care/accident-and-emergency.aspx

Fire Alarm Bell Test

Fire Alarm Tests are carried out every Wednesday:

Strand Campus (South): 08:30am — 09:30am
e Strand Building

* King's Building

e 169 - 171 Strand (North Wing)
* Surrey Street

* East Wing, Surrey Street

* Chesham Building

* Macadam Building

* Norfolk Building

* Old Watch House

* Philosophy Building

* Somerset House East Wing

Strand Campus (North): 08.30am — 11.00am
e Bush House —08:30

* Bush House Northeast Block — 08:40
* Bush House Southeast Block - 08:50
 Maughan Library — 09:00

e Virginia Woolf Building —11:00




Fire and Evacuation

The Fire Alarms across all sites are audible sounders.
In the event of a fire or alarm please:

* If the fire alarm sounds for more than 30 seconds, Stop work immediately,
ensuring the area is left safe for other evacuee’s and evacuate.

* Follow the fire action notices that are displayed in prominent places.

* Follow fire exit directional signage to your nearest fire exit.

* Foreman/Supervisors to ensure all personnel have been accounted for.

*  When leaving the building, personnel must safely disperse and distance
themselves from the immediate area.

* Please return to building's main entrance 30 mins after being evacuated.

* Do not re-enter the building until you’re told it is safe by an Evacuation
Marshal or Evacuation Controller (wearing a high-vis jacket/vest).

* Always keep fire escape routes clear.

* Never prop a fire door open.

* Fire Safety Systems must not be tampered with or disabled without a
valid work permit.

Please ensure you familiarise yourself with the emergency procedures for
the building/buildings you may be working in.

Oparate nearast
fire alarm call paint

Lesve the bullding
by the nearest

available exit

Report 1o pergon
in eharge of
assembly paint

Do not return to
the building until
authorised to do 80




Accidents/Incidents

* ANY accident resulting in personal injury or damage to property must
be reported immediately to a member of the Estates and Facilities

team/security. ACCIDENT

*  You must also inform your university representative straight away, as REPORT
well as logging the incident thorough your company’s own system. g
— 0O

*  Your university representative will ensure any incident is recorded on
KCLs Accident Management System (AMS).

Accidents including verbal abuse, near misses, unsafe acts and damage to
plant or equipment are all examples of what need to be reported.

* Suspected RIDDOR events should be brought to the attention of your employer and KCL as soon
as possible via the following: Permits@kcl.ac.uk and safety@kcl.ac.uk

* KCL Health & Safety Services (H&SS) must be informed and will assist with all suspected RIDDOR
events.

* Reporting of a RIDDOR event will be agreed and coordinated between H&SS and the
Employer/Contractor.
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Site Safety Rules

Whilst on site, contractors are expected to:

* Behave in a respectful manner towards staff, students and visitors at
all times. Any inappropriate dress, language or behaviour (e.g.
lewd/aggressive) is not acceptable under any circumstances.

* Contractors are not permitted to access any areas (other than public
areas) that are outside their working boundaries. King’s College
London also reserves the right to remove any operative from its site
for breaching these rules or other unacceptable behaviours.

* SignIN and OUT every day. If you do not, we cannot implement our
security and emergency procedures which enables us to ensure your
safety.

* If you are required to work “out of hours” signing in/out
arrangements must be agreed, in advance with the appropriate
Estates and Facilities Office.

Information for contractors may be found on the KCL website:
https://www.kcl.ac.uk/aboutkings/orgstructure/ps/estates/contractors

S ITE
RULE;

Every year th le are injured on
construction sites. Follow these rules and stay safe.

@ ALWAYS WEAR PPE )
PPE Is your last line of defence against danger, It (

Peop

protects you if something goes wrong, and helps
make sure you are seen. Wear it

e
N - - -
N GET YOUR INDUCTION
—~—— Make sure you know what is happening on site so
N you can work safely. Your induction is important,

don't start without one.

" Construction work is messy. Keep
your work area tidy to reduce the
risk of trips and slips. and fire

hazards. Keep access ro

utes clear.
@ FOLLOW SIGNS

Follow signs and procedures. Check risk assessments '
and systems of work. Control measures are put in °
place for your safety.

(///

) DO NOT ENTER
Never worl K in unsa i
without suitable fall pi

as. Don't work at height
rention. Don't enter

unsupported trenches. Don't work below crane

loads or other dangerous operations.

DON'T TAMPER

@ REPORT

If you notice a Never remove guard rails or scaffold ties.
problem, don't Do not remove guards. Do not attempt to
ignore it, report it to fix defective equipment unless you are
your supervisor competent to do so. Do not ever tamper
immediately. with equipment without authorisation

Use the right equipment for the task. Check and

@ USE THE RIGHT EQUIPMENT l

test for defects before use. Use 110v equipment
only, suitable for use on a construction site

[(s) IF IN DOUBT, ASK

272

Better safe than sorry. Mistakes on constructibd sites
can cost lives - don't let it be yours. If you need help
o further information speak to your supervisor.
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Site Safety Sighage

You may see these signs throughout the buildings that King’s manage. There are others so please
ensure you familiarise yourself with the health and safety signage that you may come across and
ensure that signage is followed at all times.

SITE SAFETY

All Visitors and Contractors MUST report
to the Site Office to receive information
and rules regarding this site.

Warning Safety helmets
Confined must be worn

space

’ @ Safety footwear
= must be worn
Warning

High visibility
jackets
must be worn

A Confined space

No unauthorised
entry

. Dan er No unauthorised
must be obtained risk on this site

12



All contractor or consultant activity is managed by King’s ePermit System.

Information and guidance on use of the ePermit System may be found at: Permit to work
https:// kel k/aboutki / tructure/ps/estates/ tract All contractors must
ps://www.kcl.ac.uk/aboutkings/orgstructure/ps/estates/contractors obtain a valid permit

to work on the site

How to request a permit:

Permit requests may be made in one of the following ways as applicable: -

1. If your work requests have been made through a KCL Project Manager, then please liaise through them for the Permit
requests.

2. Company must be set up on the ePermit system and a Business Profile up to date.

3. RAMS must be uploaded to the ePermit system for the planned activity and accepted by an authorised KCL person.
4. Once RAMS are approved then a permit request can be made, by the company, via the ePermit system.

5. For further information please see the above link:

Who to send requests to:
* All Permit Requests must be submitted via the ePermit system.
* If unsure of your King’s Client Representative/approval team, then please contact Permits@kcl.ac.uk

Please allow 5 working days’ notice to review planned works against known hazards and raise the permit.

No such work should commence without authorisation from Estates & Facilities.

13
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Sub-Contractors

If your contract with King’s allows the use of subcontractors, the following is required:

e Itis the Principal Contractor’s responsibility to ensure that all subcontracted personnel have
completed a contractor's site induction (this document) within the last 12 months. This should
be sent to assurance at Permits@kcl.ac.uk

e All subcontracted personnel must be covered by a valid Permit or Permission To Access which
may be issued to the Principal Contractor.

* All risk assessments and method statements must be received from and accepted by the
Principal Contractor, to include a counter signatory or cover letter.

Personnel found working on site without having attended an induction and not covered by a
valid permit will be suspended from site.

14
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Site Security

ACCESS CONTRL

You may be issued with a Photo ID card on your first day on site working at King’s College
London.

Your ID card must always be visible whilst on the estate and kept on your person at ALL times.
Keys and other means of access will only be issued to contractors where a clear need is
identified and confirmed on the issued permit.

Contractors will be charged for lost keys and any security related works e.g. changing locks etc
DO NOT leave external doors open and unattended.

DO NOT permit anyone to enter behind you.

Just because someone has an ID Card does not permit them access.
Kindly remind visitors to tap in, and advise Security of any concerns.

SECURITY

At no time may your works structure be permitted to compromise the existing Security without
due authorisation from KCL.

Doors may not be propped open without being monitored.

Security measures must be agreed before sites are set up.

Access equipment, materials and tools must be locked and secured when not in use to prevent
unauthorised use.

If you see something suspicious then please advise Security immediately.

15



Training & Competence

* King’s College London is committed to having a fully trained, competent and professional workforce
which as a contractor, includes you.

* Under NO circumstances should any task or process that is perceived a risk, be carried out without
suitable controls in place.

e Allindividuals MUST provide proof of their competence for the tasks being undertaken
prior to the commencement of works.

* If you feel your safety is being compromised, that you do not have sufficient information or
training then immediately STOP what you are doing and raise the issue with your King’s
representative.

» 5% CITY AND GUILDS OF
20465,  LONDON INSTITUTE

@ prtificate of (fumpgtenw :

We the undersigned do hereby proudly present this
Certificate of Completion i
Operator Training Certificate 2 Foniakl
Jarois R night
T ey o

This Certificate Having successfully passed all applicable

inati the ab i g
S A |o;;ar:ez ::,Vee Wikl Has Successfully (‘mupfm'd (h'rnpu(mmz/' Competency !
i (g ot Rt ¥ - e ’[‘cr/lv‘nn‘ul\' Examinationin the Field q/"ll’uﬁiiuy . i
e Vorhast 1365 St B 130 Cer‘t"ﬁ Cate Of 3 and is Awarded this Certificate :
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National Inspection Council for ey COom p@teﬂce
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APPROVED CONTRACTOR § =zzzms ALY - i CONSTRUCTION SITE OPERATIVE




Do NOT move or disconnect any security devices without prior notification and approval of the
Estates & Facilities and Security Departments.

No noisy works are to be carried out unless prior authorisation has been confirmed.

All tools and equipment used on site must be fit for purpose and meet the relevant legislative
requirements.

Consideration must be given to hazards relating to all tools used on suite and should be covered by a
Risk Assessment for its intended use. Control measures must be communicated to employees prior
to the work commencing.

Methods of working equipment not covered by the Risk Assessment should not be used and may
result in termination of works.

Contractors must not borrow King’s College London equipment unless they have express
permission to do so.

Equipment/materials may NOT be left in any building (unless approved by Estates & Facilities).
Hand tools and plant must be 110v and PAT tested.

Trailing leads must be covered in high visibility tape and suitably fixed to prevent trip hazards.
Lifting equipment including harnesses must be tested and test certification available on site for
review.

Mobile plant must be suitably maintained and routinely inspected.

All access equipment (ladders, scaffolding etc.) must be inspected and inspections recorded and
held on site for the duration of the works.
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Travel & Driving

Parking on-site is restricted and should only be arranged through your KCL contact who will arrange
parking with the local security.

Parking is limited and cannot be guaranteed.
Driving on campus

The need to segregate vehicles and pedestrians on site is essential at all times and vehicle/pedestrian
routes must always be adhered to.

If there is an unavoidable vehicular operation, that poses a risk to the public (e.g. crossing footpaths)
this must be assessed and controlled by using a vehicle banksman, or restricting delivery times etc.

Please also familiarise yourself with any fire routes within your work area.

18



Asbestos Warning

ASBESTOS * Due to the age and nature of our buildings many of

them contain asbestos containing materials (ACMs).

* Request a copy of the asbestos register for the area
where you are working.

* Signage may also be present on doorways or panelling
to prohibit access due to asbestos contamination.

* Asbestos warning labels are used throughout
the estate, however in all cases the Asbestos Register must
be consulted prior to commencing work.

L
: Va 4/
WA -
’
(/
y =/

BEFORE YOU START WORK... STOP - THINK ASBESTOS!

e — b - ———— —

Hewng e Ao r e retochm e Frmes b wet e mien 4 1 bal g

B you work on ERSAngs DR o ettt Dofore e year 2000, sstesion Could D prenert
0 praces you maght not sepect. You reed 10 Know how 10 SVl The Mska Bnd protect yooroet!
HSE oo ws rere 7o cut s s rom i s oy omsgorson
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Asbestos Information

In the event of an unplanned disturbance of suspected (ACM) asbestos containing material

Asbestos: Where it hides
STOP WORK

* Evacuate all personnel from the immediate area to a
suitable waiting area nearby.(E.g., a suitable place to
minimise/confine potential contamination, where
communication by phone is possible. Avoid populated
areas).

* As you leave, close windows, doors etc. only if this is
possible without causing further disturbance to the
material or delaying evacuation.

* Leave all tools and belongings behind.

* Invoke a “stay put” protocol i.e., do not wander from the ::BUSTR'AL PRORERIY —
waiting area until help. P Speo : B AS p

* arrives and any decontamination process is actioned. fa hon ond

* Immediately report to the manager of the works by .
phone. '
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Drugs, Alcohol & Smoking

Drugs & Alcohol
King’s College London has a zero tolerance policy towards drugs and alcohol.

* No alcohol or drugs should be taken whilst working, operating machinery; or driving.
* Anyone suspected to be under the influence of any substance will be asked to leave site

You or others should:

* Not use, keep, sell or distribute illegal drugs

* Always inform your King’s College London representative if you are taking medicine that may
influence your performance

*  When in doubt always inform your university representative who may seek medical advice

Smoking (including e-cigarettes)

*  Smoking is not permitted in any of the university buildings, including any of the roof areas.

*  Smoking is only permitted more than 5m away from university buildings.

* Signage will be visible around the campuses.

« E-cigarettes should only be used in the grounds and not buildings. If charged on College premises,
like any device that needs to be plugged in, they should only be charged using the appropriate
charger and be PAT tested.
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Sustainability

Pollution:
* Any activities requiring the discharge of water to the drainage system should be identified prior
to the commencement of any work and discussed with the King’s representative or the
Operations Sustainability Manager.
* Any person discovering a spillage that could cause pollution must take immediate action to contain at
source, to prevent the spillage from entering drains. Spillages must not be flushed to
drains but cleaned up using appropriate spill kit materials.

Conservation of Biodiversity:

* All trees, hedges, ponds, streams and other wildlife features should be protected from damage
during construction works.

* No works to trees should be carried out without prior confirmation that it is not covered by a
Tree Preservation Order (TPO).

Sustainability Related Policies:

King’s have an Environmental and Sustainability Policy in addition to a Waste Policy. Each policy and
strategy and action plan makes clear King’s commitment to sustainability, and we expect the same
from Contractors and suppliers.

Additional sustainability policies can be found here, please contact us directly if you have any concerns.
e Sustainability Team: sustainability@kcl.ac.uk
 Sustainability: https://internal.kcl.ac.uk/about/ps/estates/Sustainability/index .
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Waste Storage & Disposal

* Every effort should be made to minimise waste and source materials responsibly.
REDUCE. REUSE. RECYCLE

* Contractors are responsible for arranging removal of all waste generated from their works by a
registered waste carrier in accordance with duty of care provisions.

* Contractors must NOT use University waste bins or skips unless by prior agreement.
* Records including Waste Transfer Notes (or Consignment Notes for hazardous waste) must be kept
and provided to the University Contact/Project Manager regularly or upon completion of project

works.

* Contractor waste should be reused and recycled where practicable and follow the waste hierarchy
included in the Waste and Resources Management Policy.

go ggEe




Strand Campus Induction Acknowledgement

YOUr COMPANY: ..ccciecvereeserennenssennessassnnessnsssasssss ssnees Principal Contractor: ........ccceceeeeereeccrernrenececsenesecnneenens
(Who you work for?) (Who you are sub-contracted to work for?)

Signing this document confirms that you have read and understood this induction.

First Name Surname Date Unigue business contact Employer Signature
induction number / e-mail address appointed:
completed Team supervisor | Format:
/ Lone worker - Handwritten
(Block Capitals) (Block Capitals) (Required for Authorised - Digital handwritten
Supervisor / lone workers) - Adobe Time Stamp

I O O O R O

A copy of this completed page must be returned to Permits@kcl.ac.uk. Please allow 2 working days for processing.
Inductions will be valid for 12 Months. 24
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ING’'S
College
LONDON

Thank you

For more information please contact:

© 2022 King's College London. All rights reserved
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