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Introduction

UCL operate a contractor management, authorisation, and permit to work system hosted by
Heresafe.

The system is used to control all works being undertaken across the UCL Estate.

As part of the system, main contractors are required to provide basic health & safety information.

How to Complete the H&S questionnaire

Click on ‘Complete Questionnaire’ within the link in the email to complete the H&S questionnaire:

Hi Test Company,

UCL requires you to complete the mandatory Contractor Heaith and Safety Ques
llonnaire as part of UCL's authonty to work procass and underlake work on any
UCL site

The queshonnaire can be feft and returned to at any ime prior to submission using
the link in this email and should not take more than 20 minutes to complete. You
are required to upload some company documentation as part of this process for
UCL verification

Your input is very important to us and will be kept strictly confidential in line
with UCL's Privacy Notice.

Failure to complete the questionnaire will result in a delay to your UCL access
and ability to undertake works.

If you have any questions, please coniact your UCL Host Manager (e.g. Project
Manager, Service Manager etc ) in the first instance or the Comphiance and Petfor-
mance Team - estatescomplance@uci ac. uk

Complete Queshonnaire

Then click on ‘Next’:




1) Main service you will provide at UCL

This is a compulsory requirement.

Enter the description, and click on ‘Save & Next question’:

Contractor Health and Safety Questionnaire

Please describe the main service(s)
you will provide at UCL

Additional Notes

The guestionnaire can be left and returned to at any time prior to completion.

Save Now & Submit Later Save & Next question

2) Professional Indemnity Insurance

This is a not compulsory requirement but will be dependent if providing some sort of professional
advice. Click to check - UCL Insurance requirements.

a) Yes Answer Response

Click on “Yes’ and then click on ‘+ Add Professional Indemnity’ to enter the details:

Contractor Health and 5afety Questionnaire

Do you have Professional O No |@® Yes
Indemnity Insurance?

Professional Indemnity = Add Professional Indemnity

Status Policy Mumber Value (GEP) Renews| Date Upload Relevant
Documentation

No Credentials

Additional Notes

The questionnaire can be left and returned to at any time prior to completion.

Back Save Now & Submit Later Save & Next question



https://www.ucl.ac.uk/commercial-procurement/ucls-supply-chain-policy/contracts-and-agreements/ucl-insurance-requirements

Enter the details, upload the relevant documentation, and click on ‘Save’:

Ferbporalledemnity
Professicnal Indemnity
(ST S
Wb O
Excmn
Lt )
Usbissal Brsevasi D el s Wi commpieie A
. . ¢ . .
The relevant documentation has been uploaded, click ‘Save & Next question’:
Contractor Health and Safety Questionnaire
Do you have Professional Indemnity () No ® Yes
Insurance?
Professional Indemnity + Add Prafessional indemnity
Status Policy Number Yaluz (GEF) Renewal Datz Uplosd Relevant
Documentation
Awaiting Veribcatian 122456 5000000 3110312027 & Downiload E
Additional Notes Additional Notes
A

The questionnaire can be l=ft and returned to at any time prior to completion.

ext question




b) No Answer Response

Click on ‘No’, enter the reason, and click on ‘Save & Next question’:

Contractor Health and Safety Questionnaire

Do you have Professional ® Mo JO) Yes
Indemnity Insurance?

Please provide a reason why your
company does not have this
insurance cover... =

Additional Notes

The questionnaire can be left and returned to at any time prior to completion.

Back Save Now & Submit Later Save & Next question

3) Public Liability Insurance

This is a compulsory requirement. Click to check - UCL Insurance requirements.

Click on ‘Yes’ and then click on ‘+ Add Public Liability Insurance’ to enter the details:

Contractor Health and Safety Questionnaire

Do you have Public Liability Insurance? Noll ® Yes

Public Liability Insurance = Add Public Lishifity Insurance

Status Policy number Yalu= (GEF) Renewal Date pload

Additional Notes

The guestionnaire can be left and returned to st any time prior te completion.

Save Now & Submit Later Save & Next gquestion



https://www.ucl.ac.uk/commercial-procurement/ucls-supply-chain-policy/contracts-and-agreements/ucl-insurance-requirements

Enter the details, upload the relevant documentation, and click on ‘Save’:

Publ Liability Irsuranoe
[T
W
il
Fad [ate i
s
i s Bipiaraams P srmars a v e —
e den
. . ¢ . .
The relevant documentation has been uploaded, click ‘Save & Next question’:
Contractor Health and Safety Questionnaire
Do you have Public Liability Insurance? O No ® Yes
Public Liability Insurance 4 Add Public Lisbifity Insurance
s—
Status Palicy number Valuz {GEF) Renewal Date Uplosd Relevant
Docusmentation
Awalting Verificatian 123456 5000000 21032027 & Download E
Additional Notes Additional Notes
£

The questionnaire can be |eft and returned to at any time prior to completion.

& Submit Later




4) Employer’s Liability Insurance

This is a compulsory requirement. Click to check - UCL Insurance requirements.

Click on “Yes’ and then click on ‘+ Add Employer’s Liability Insurance’ to enter your details:

Contractor Health and Safety Questionnaire

Do you have Employer's Liability Insurance?

Employers Liability Insurance

Status Policy Mumber Yalus (GEF) Renzwal Dats Upload Relevant

Documentation

Additional Notes

A

The questionnaire can be |eft and returned to at any time prior to completion.

Save Mow & Submit Later Saw ext question

Enter the details, upload the relevant documentation, and click on ‘Save’:

Employers Liability Ingurance

Bodry Murrber

kL EFY

vl Dair

peoad bt DotaTaTiition — e
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https://www.ucl.ac.uk/commercial-procurement/ucls-supply-chain-policy/contracts-and-agreements/ucl-insurance-requirements

The relevant documentation has been uploaded, click ‘Save & Next question’:

Contractor Health and Safety Questionnaire

Do you have Employer's Liability Insurance? No @® Yes
Emplayers Liability Insurance + Add Employers Lisbility [nawrance
Status Folicy Number Valuz (GEF) Renzwal Date

Awaltng Verificacian 123456 SO0000 /0372027

Additional Notes

P

he questionnaire can be left and returned to at any time prior to completon.

Save Now & Submit Later Save & Next question

5) Product Liability Insurance

This is a not compulsory requirement but will be dependent on nature of your business. Click to
check - UCL Insurance requirements.

a) Yes Answer Response

Click on “Yes’ and then click on ‘+ Add Product Liability Insurance’ to enter your details:

Contractor Health and Safety Questionnaire

Do you have Product Liability Insurance? Mol ® Yes

Product Liability

Status Policy Mumber Value (GEF) Renewal Date Uplosd Relevant
Documentation
0 Lredel
Additional Notes
A
The guestionnaire can be |eft and returned to at any time prior to completon.

Save Now & Submit Later Save & Next question

10


https://www.ucl.ac.uk/commercial-procurement/ucls-supply-chain-policy/contracts-and-agreements/ucl-insurance-requirements

Enter the details, upload the relevant documentation, and click on ‘Save’:

Product Lishikty
Py P ks
Vel A | RODO0N0C
[
et [Latw [
Uit Fosival [l Lot S
Blamin chows
. . ¢ . 5
The relevant documentation has been uploaded, click ‘Save & Next question’:
Contractor Health and Safety Questionnaire
Do you have Product Liability Insurance? i No ® Yes
(If Applicable)
Produc abitcy
Status Policy Mumber Value (GEF) Fenswal Date Upload Relevant
Documentation
Awalting Veribcatian 123456 5000000 3170372027 & Download E
Additional Notes Additional No
A
The guestionnaire can ba |=ft and returned to 2t any time prior to completion.
Back

1



b) No Answer Response

Click on ‘No’, and then click on ‘Save & Next question’:

Contractor Health and Safety Questionnaire

Do you have Product Liability Insurance? ® MNo Yes

Additional Notes

Save Now & Submit Later Save & Next question

6) Environmental Policy

This is a not compulsory requirement.

a) Yes Answer Response

Click on “Yes’ and then click on ‘+ Environmental Policy’ to enter your company’s details:

Contractor Health and Safety Questionnaire

Does your company have an environmental No Ji® Yes
policy?

Environmental Policy

Status Referancs |zsued Date Expiry Date

Additional Notes

ft and returned to at any time pei

Save Now & Submit Later Save & Next question




Enter the details, upload the relevant documentation, and click on ‘Save’:

Ervirormenital Policy
Baferirad
s G ]
gy D =
B
] i
Bk daw
H H 3 )
The relevant documentation has been uploaded, click ‘Next’:
Contractor Health and Safety Questionnaire
Does your company have an environmental QO No @® Yes
policy?
If yes, please provide an electronic copy
Environmental Policy + Add Ervironmental Policy
Status Reference |zzued Dats Expiry Date Upload Relsvant
Documentation
faalting Verificatian 123458 03/03/2026 03/03/2027 & Download E
Additional Notes Additional Notes
P

The questionnaire can be left and returned to at any time prior to completion.

w & Submit Later Saw ext question
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b) No Answer Response

Click on ‘No’ and then click ‘Save & Next’:

Contractor Health and Safety Questionnaire

Does your company have an environmental @& No Yes
palicy?

Additional Notes

A

hie questionnaire can be left and returned to at any time prior to completon.

Save Now & Submit Later Save & Mext question

7) 1ISO 14001 or Equivalent Standard

This is a not compulsory requirement.

a) Yes Answer Response

Click on ‘Yes’ and then click on ‘+ Add ISO 14001’ to enter your company’s details:

Contractor Health and 5afety Questionnaire

Is your company registered to [50 No @ Yes
14001 or equivalent standard?

f yes, please provide a copy of your current registration certificate

150 14001 = Add 15014001

Status Reference =sued Date Expiry Date Uplosd Relevant
Documentation

No Credentials

Additional Notes

4

The guestionnaire can be left and returned to at any time prior to completion.

Save Now & Submit Later Save & Next question

14



Enter the details, upload the relevant documentation, and click on ‘Save’:

150 14001
Fathee o 450
Iveed Dune (BAHRG .
Fagery Dale Mot =

Uplzar Snbraan Dopsmprasts e omgens + Al i

The relevant documentation has been uploaded, click ‘Next’ to move to the next question:

Contractor Health and Safety Questionnaire

Is your company registered to [50 QD No @& Yes
14001 or equivalent standard?

If yes, please provide 8 copy of your current registration certificate

150 14001 + Add IS0 14001

Status Reference =sued Date Expiry Date Uplosd Relevant

Documentation

Muwaiting Verification 123456 03/03/2026 03/03/2027 & Download m

Additional Notes Additional Notes

The guesticnnaire can be left and returned to at any time prior to completion.

Save Now & Submit Later Save & Next question




b) No Answer Response

Click on ‘No’ and then click ‘Save & Next question’:

Contractor Health and Safety Questionnaire

Is your company registered to |50 @ Mo Yes
14001 or equivalent standard?

Additional Notes

The questionnaire can be left and returned rior to completion.

Save Now & Submit Later Save & Next question

8) Registered Waste Carrier

This is a not compulsory requirement but will be dependent on nature of your business.

a) Yes Answer Response

Click on ‘Yes’ and then click on ‘+ Add Waste Carrier’ to enter your company’s details:

Contractor Health and Safety Questionnaire

Is your company a registered waste Mol @ Yes
carrier?

f yes, please supply registration number

Waste Carrier + Add Waste Carrier

Status

Mo Credentials

Additional Notes

he guestionnaire can be left and returned to at any time prior to completion.

Save Now & Submit Later Save & Next question

16



Enter the details, upload the relevant documentation, and click on ‘Save’:

Waste Carrier

Sippty Ragartrancn Rharber 1554

Uplosd Refevem Deoumasmscen L o

= ki reore

The relevant documentation has been uploaded, click ‘Save & Next question’:

Contractor Health and 5afety Questionnaire

Is your company a registered waste 0 Mo @ Yes

carrier?

If yes, pleaze supply registration number

Waste Carrier = Add Waste Carrier

Mwaiting Verification 123456

Status Supply Upload Relevant
Registration Documentation
Mumber

& Downlosd m

Additional Notes Additional Notes

Back

The guestionnaire can be left and returned to at any time prior to completion.

Save Now & Submit Later Save & Next question

17



b) No Answer Response

)

Click on ‘No’ and then click ‘Save & Next question’:

Contractor Health and Safety Questionnaire

Is your company a registered waste @ No Yes
carrier?

Additional Notes

The questionnaire can be left and returned to at any time prior to completion.

m Save Now & Submit Later Save & Next question

9) Health & Safety Policy

This is compulsory for any company with 5 or more employees —refer to HSE guidance.

Click on ‘Yes’ and then click on ‘+ Add Health & Safety Policy’ to enter your company’s details:

Contractor Health and 5afety Questionnaire

Does your company have a Health & Nojl @ Yes
Safety policy?

Health & Safety Policy

Status Reference

Mo Credentials

Additional Notes

he guestionnaire can be left and returned to at any time prior to completion.

m Save Now & Submit Later Save B Next question

18


https://www.hse.gov.uk/simple-health-safety/policy/index.htm#:~:text=If%20you%20have%20five%20or,to%20it%2C%20with%20your%20employees

Enter the details, upload the relevant documentation, and click on ‘Save’:

Health & Safety Policy

Anfsrancs 123455
Tmred Dutm ILTS203E H
Lxpiry Duts ALT0IT E

Ui Risdevan Dociarents ien

The relevant documentation has been uploaded, click ‘Next’ to move to the next question:

Contractor Health and Safety Questionnaire

Does your company have a Health & D No @ Yes
Safety policy?

If yes, please provide an electronic copy

Health & Safety Policy + Add Health & Safety Policy

Status Reference =zued Date Expiry Date Upload Relevant

Documentation

Mwaiting Verification 123456 0=/03/2025 02/02/2027 & Download Edit

Additional Notes Additional Motes

The guesticnnaire can be left and returned to at any time prior to completion.

Back Save Now & Submit Later Save & Next question

19



10) ISO 45001 or Equivalent Standard

This is not compulsory.

a) Yes Answer Response

Click on “Yes’ and then click on ‘+ Add ISO 45001’ to enter your company’s details:

Contractor Health and Safety Questionnaire

Is your company registered to 150 ) No I W Yes I

45001 or equival, dard?

If yaz, pleaze provide a copy of your current registration certificate

150 45001 + Add 150 45001

Status Reference ==ued Date Expiry Date Upload Relevant
Documentation

No Credentials

Additional Notes ‘ Additional Notes

A

The guestionnaire can be left and returned to at any time prior to completion.

Back Save Now & Submit Later Save & Next question

Enter the details, upload the relevant documentation, and click on ‘Save’:

S0 45001
omsed Cune ™
Fupuey Dl -
P —

Updsd Cowvamete + Bdb e

20



The relevant documentation has been uploaded, click ‘Save & Next question’:

Contractor Health and Safety Questionnaire

Is your company registered to IS0 0 No @ Yes
45001 or equivalent standard?

150 45001 =+ Add 150 45001

se provide 3 copy of your current r

Status Referance ==ued Date Expiry Date
Maiting Verification 123456 03/03/2026 03/03/2027 Dawnload
Additional Notes
4
The guestionnaire can be left and returned to at any time prior to completion.

m Save Now & Submit Later Save & Next guestion

b) No Answer Response

Click on ‘No’ and then click ‘Save & Next question’:

Contractor Health and Safety Questionnaire

Is your company registered to 150 @ Mo Yes
4501 or equivalent standard?

1
T
i
1
3
i
|
!
o
|
5
H
,
)
I
w

Additional Notes

The questionnaire can be left and returned to at

m Save Now & Submit Later Save & Next question

21



11) Health and Safety Assessment Scheme

This is not compulsory.

a) Yes Answer Response

Click on ‘Yes’, enter the details, and click ‘Save & Next question’:

Contractor Health and 5afety Questionnaire

Are you a member of a Health and Mo @ Yes
Safety Assessment Scheme? CHAS,
Safe Contractor, NHBC Safemark

Additional Notes

A

The guestionnaire can be left and returned to at any time prior to completion.

m Save Now & Submit Later Save & Next question

b) No Answer Response

Click on ‘No’ and then click ‘Save & Next question’:

Contractor Health and Safety Questionnaire

Are you a member of a Health and @ No Yes
Safety Assessment Scheme? CHAS,
Safe Contractor, NHEC Safemark

Additional Notes

The questionnaire can be left and returned to at any time prior to completion.

m Save Now & Submit Later Save & Next question

22



12) Employees trained and routinely assessed

This is compulsory.

Click on “Yes’ and then click on ‘+ Add Training Matrix’ to enter your company’s details:

Are your employees trained and
routinely assessed in the tasks /work
that they would be undertaking for
our organisation?

Training Matrix

Additional Notes

Contractor Health and Safety Questionnaire

O ~°
| = Add Training Matrix

Status Upload Relevant

Documentation

MNo Credentials

A

The guestionnaire can be left and returned to at any time prior to completion.

Save Now & Submit Later

Save & Next question

Upload the relevant documentation, and click on ‘Save’:

Training Matrix

Uplzad Bsbewane Dacsrss reatian

Upioad compieie

23



The relevant documentation has been uploaded, click ‘Save & Next question’:

Contractor Health and Safety Questionnaire

Are your employees trained and O No @ Yes
routinely assessed in the tashks / work
that they would be undertaking for
oUF organisation?
Training Matrix 4 Add Training Matrix
Status Upload Relevant

Diocumentation

& Download m

Mwvaiting Verification

Additional Notes

guestionnaire can be left and returned to at any time prior to completion.

m Save Now & Submit Later Save & Next guestion

13) Overall responsibility for Health, Safety &
Environmental Compliance

This is compulsory, name and job title must be included.

Enter your details, and click ‘Save & Next question’:

Contractor Health and Safety Questionnaire

Who in your company has overall

responsibility for health, safety and

environmental compliance? Please £
provide their full name (first name and
surname) and job title.

John Smith - Directo

Additional Notes

The questionnaire can be left and returned to at

any ti

me prior to

completion.

Save Now & Submit Later Save & Next question

24



14) Trade Association/Professional Body Membership

This is not compulsory.

a) Yes Answer Response

Click on ‘Yes’, enter the details, and click ‘Save & Next question’:

Contractor Health and Safety Questionnaire

Is your company a member of a trade MNo @ Yes
association or professional body?

Additional Notes

e

The questionnaire can be left and returned to at time pricr to completion.

m Save Now & Submit Later Save & Next question

—

b) No Answer Response

Click on ‘No’ and then click ‘Save & Next question’:

Contractor Health and Safety Questionnaire

Is your company a member of a trade @ No Yes
association or professional body?

Additional Notes

#

The questionnaire can be left and returned to at any time prior to completion.

m Save Now & Submit Later Save & Next question

25



15) Generic RAMs

This is compulsory.

Click on ‘Yes’ and then click on ‘+ Add Risk Assessment and Method Statements’:

Contractor Health and Safety Questionnaire

Please provide a copy of generic risk
assessments and method statements
for the types of work you will be
completing for UCL

Risk Assessment and Method I 4 Add Risk Assessment and Method Statements I
Statements

Status Upload Relevant
Documentation
Mo Credentials
ote

Additional Notes ‘ Additional Notes

The guestionnaire can be left and returned to at any time prior to completion.

Save Now & Submit Later Save & Next guestion

Upload the relevant documentation, and click on ‘Save’:

Risk Assessment and Method Statements

Upicwd Felevim Documematan Uyroard pormphrie Asd o

26



The relevant documentation has been uploaded, click ‘Save & Next question’:

Contractor Health and Safety Questionnaire

Please provide a copy of generic risk
assessments and method statements
for the types of work you will be
completing for UCL

Risk Assessment and Method 4 Add Risk Assessment and Method Statements

Statements
status

Awaiting Verification & Download m

Additional Notes

he guestionnaire can be left and returned to at any time prior to completion.

m Save Now & Submit Later Save & Next guestion




16) Electrical Works

a) Yes Answer Response

The contractor downloads the attachment and then transfers the information to their company
letterhead and complete 1 copy for each operative who will be working at UCL. This includes a
copy of the ECS card (front and back) as minimum evidence of competency.

Click on ‘+ Add Contractor CP Competency Letter’ to upload these completed forms:

Contractor Health and 5afety Questionnaire

Will your company be undertaking Mo fi@ Yes
electrical works or works on UCL
electrical systems?

Contractor CF Employer Competency Letter

Contractor CP Employer Competency = Add Contractor OF Employer Competency Letter

Letter

Upload Relevant

No Credentials

Additional Motes

he guestionnaire can be left and returned to at any time prior to completion.

m Save Now & Submit Later Submit Questionnaire

28



Upload the relevant documentation, and click on ‘Save’:

Contractor CP Employer Competancy Lettor

Upheeh Setennct Thaiismrertal s

Upeoad compiene + M0 e

Baresocs

The relevant documentation has been uploaded, click ‘Submit Questionnaire’:

Contractor Health and Safety Questionnaire

Will your company be undertaking D No & Yes
electrical works or works on UCL
electrical systems?

If yes, as the employer you are reguired to confirm the competency of your operatives undertaking works. Please download the
sttachment, transfer the infermation to your company letterhead and complete 1 copy for each operative who will be working at UCL.
Please upload these completed forms, including & copy of the ECS card (front and back) as 2 minimum evidence of competency for us
to hold against your operatives in the system.

Contractor CF Employer Competency Letter

Contractor CP Employer Competency 4 Add Contractor (P Employer Competency Letber

Letter

Upload Releva
Documentation

& Download

& Dowrlaad

Additional Notes

The guestionnaire can be left and returned to at any time prior to completion.

Save Now & Submit Later Submit Questionnaire

29



b) No Answer Response

Click on ‘No’ and click ‘Submit Questionnaire’:

Contractor Health and Safety Questionnaire

Will your company be undertaking ® Mo Yes
electrical works or works on UCL
electrical systems?

Contractor CP Employer Competency Letter

Additional Notes

he guestionnaire can be left and returned to at any time prior to completion.

Save Now & Submit Later Submit Questionnaire

Save Now & Submit Later

The H&S questionnaire can be left and returned to at any time prior to completion, click on ‘Save

Now & Submit Later’ on any of the questions:

Contractor Health and Safety Questionnaire

Will your company be undertaking W Mo Yes
electrical works or works on UCL
electrical systems?

Contractor CP Employer Competency Letter

Additional Notes

he guestionnaire can be left and returned to at any time prior to completion.

Save Now & Submit Later Submit Questionnaire

30



Click on ‘Complete Questionnaire’ within the link in the original email to complete the H&S
questionnaire:

Hi Test Company,

UCL requires you to complete the mandatory Contractor Health and Safety Ques-
tionnaire as part of UCL's authority to work process and undertake work on any
UCL site.

The questionnaire can be left and retumed to at any time prior to submission using
the link in this email and should not take more than 20 minutes to complete. You
are required to upload some company documentation as part of this process for
UCL verification.

Your input is very important to us and will be kept strictly confidential in line
with UCL’s Privacy Notice.

Failure to complete the questionnaire will result in a delay to your UCL access
and ability to undertake works.

If you have any questions please contact your host manager in the first instance
or the UCL helpdesk - efdservicesi@ucl.ac.uk /020 7679 0000 / UCL ext 30000

Complete Questionnaire

Raw link: hitps:{/ucl heressfe applemails/OL liquestionnaire

Or

Log in under the ‘Company View’ and click on ‘Complete’ to finish and submit the H&S
questionnaire for approval:

I m " - - PRI ey — ey |

Then click on ‘Next’:
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Scroll and click on any outstanding questions identified on the navigation bar (on the right-hand
side), and click ‘Save & Next question’ until all the outstanding questions are completed:

Scroll and click on the last questions on the navigation bar (on the right-hand side), and click
‘Submit questionnaire’:

Contractor Health and Safety Questionnaire u

Will your company be undertaking @ No () Yes
electrical works or works on UCL
electrical systems?

Contractar CP Emplayer Competency Letter

Additional Notes

The questionnaire c2n be left and returned t 3t any time prior to complesion

m Save Now & Submit Later Submit Questionnaire
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Approval and Queries

The UCL Compliance & Performance Team shall review the information provided and accept or
reject the questionnaire:

If information is missing or incorrect the questionnaire will be rejected, with detail supplied as to
why for amendment and re-submission. Click on ‘Complete Questionnaire’ within the link in the
email to complete the H&S questionnaire:

Hi Test Company,

UCL requires some further input for the mandatory Contractor Health and Safety
Questionnaire you submitted previously.

Please access the system and make the required adjustments.

Failure to complete the questionnaire will result in a delay to your UCL access
and ability to undertake works.

If you have any questions, please contact your UCL Host Manager (e.g. Project

Manager, Service Manager etc.) in the first instance or the Compliance and Perfor-
mance Team - estatescompliance@ucl.ac.uk.

Complete Questionnaire

Or

Loginunderthe ‘Company View’ and click on ‘Amend’ to finish and submit the H&S questionnaire
for approval:

[

Then click on ‘Next’:

33



This will display a summary of the submitted questionnaire. Click on ‘Rejected’ to see why it has

been rejected:

- - A
‘ - S— -
| _— —y Yox -
i - - .
I 8 4
' — -t
. ¢ .
Click on ‘Edit’:
Contractor Health and Safety Questionnaire
Do you have Employer’s Liability Insurance? No @ Yes
Employers Liability Insurance =+ Add Employers Lisbility Insurance:
Status Policy Number

Additional Notes

Notes

| Rejected | 123455

The dates are incorrect. Fleass amend.

eft and returned to at any time prior to completion.

Now & Submit Later Save & Next question
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Update the relevant documentation (including the uploading of new documentation and the
deletion of original document uploaded) as per the rejection note, and then click on ‘Save’:

The relevant changes will be made, click on ‘Save & Next Question’:

Scroll and click on the last questions on the navigation bar (on the right-hand side), and click
‘Submit questionnaire’:

Contractor Health and Safety Questionnaire :

Will your company be undertaking @ No () Yes
electrical works or works on UCL
electrical systems?

Additional Notes

4

onnaire c2n be left and returned ta at any time prior to complesion

m Save Now & Submit Later Submit Questionnaire
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The UCL Compliance & Performance Team shall review the information provided and accept or

reject the questionnaire:

Once the UCL Compliance & Performance Team have approved the H&S questionnaire, an
email notification will be received to confirm that it has been approved:

Hi Test Company,

UCL has approved your submitted Confractor Health and Safety Questionnaire.

The Contractor Questionnaire is valid until Saturday 06 March 2027. We will send
you a reminder closer to the time to complete a new Contractor Questionnaire.

If you have any questions please contact your host manager in the first instance or
the UCL helpdesk - efdservices@ucl.ac.uk / 020 7679 0000 / UCL ext 30000 .
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