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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: 

 

Then click on ‘Next’: 
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1) Main service you will provide at UCL 
This is a compulsory requirement. 

Enter the description, and click on ‘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: 

 

https://www.ucl.ac.uk/commercial-procurement/ucls-supply-chain-policy/contracts-and-agreements/ucl-insurance-requirements
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Enter the details, upload the relevant documentation, and click on ‘Save’: 

 

The relevant documentation has been uploaded, click ‘Save & Next question’: 
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b) No Answer Response 

Click on ‘No’, enter the reason, and click on ‘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: 

 

 

 

 

 

https://www.ucl.ac.uk/commercial-procurement/ucls-supply-chain-policy/contracts-and-agreements/ucl-insurance-requirements
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Enter the details, upload the relevant documentation, and click on ‘Save’: 

 

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

 

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

 

 

 

 

 

 

https://www.ucl.ac.uk/commercial-procurement/ucls-supply-chain-policy/contracts-and-agreements/ucl-insurance-requirements
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The relevant documentation has been uploaded, click ‘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: 

 

 

 

 

 

https://www.ucl.ac.uk/commercial-procurement/ucls-supply-chain-policy/contracts-and-agreements/ucl-insurance-requirements
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Enter the details, upload the relevant documentation, and click on ‘Save’: 

 

The relevant documentation has been uploaded, click ‘Save & Next question’:  
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b) No Answer Response 

Click on ‘No’, and then click on ‘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: 
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Enter the details, upload the relevant documentation, and click on ‘Save’: 

 

The relevant documentation has been uploaded, click ‘Next’: 
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b) No Answer Response 

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

 

 

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

 

The relevant documentation has been uploaded, click ‘Next’ to move to the next question: 
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b) No Answer Response 

Click on ‘No’ and then click ‘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: 
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Enter the details, upload the relevant documentation, and click on ‘Save’: 

 

The relevant documentation has been uploaded, click ‘Save & Next question’:  
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b) No Answer Response 

Click on ‘No’ and then click ‘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: 

 

 

 

 

 

https://www.hse.gov.uk/simple-health-safety/policy/index.htm#:~:text=If%20you%20have%20five%20or,to%20it%2C%20with%20your%20employees
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Enter the details, upload the relevant documentation, and click on ‘Save’: 

 

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

 

Enter the details, upload the relevant documentation, and click on ‘Save’: 
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The relevant documentation has been uploaded, click ‘Save & Next question’:  

 

b) No Answer Response 

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

 

b) No Answer Response 

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

 

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

 

 

 

 

 



 
 
 
   

 

 

 
24 

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

 

 

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’: 
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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’:  

 

b) No Answer Response 

Click on ‘No’ and then click ‘Save & Next question’:  
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15)  Generic RAMs 
This is compulsory. 

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

 

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

 



 
 
 
   

 

 

 
27 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 
   

 

 

 
28 

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

 

The relevant documentation has been uploaded, click ‘Submit Questionnaire’: 
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b) No Answer Response 

Click on ‘No’ and click ‘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: 
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Click on ‘Complete Questionnaire’ within the link in the original email to complete the H&S 
questionnaire: 

 

Or 

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

 

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’: 
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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: 

 

Or 

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

 

Then click on ‘Next’:  
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This will display a summary of the submitted questionnaire. Click on ‘Rejected’ to see why it has 
been rejected: 

 

Click on ‘Edit’: 
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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’: 
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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: 

 

 

 

 

 

 

 


