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Centre Building, 2 Houghton Street

Welcome

We are delighted to welcome you to the Centre Building, the latest 
development in the School’s ambitious capital development plan. The 
School has invested £125m in this building, to improve the student and staff 
experience and the LSE campus environment. The opening of the building is 
a clear demonstration of our ambition to create a world class estate and a 
university quarter in the heart of Aldwych.

The Estates Division Facilities Management and Maintenance teams will be 
responsible for maintaining the building to the highest standard, but we also 
need a contribution from the occupants and users.

This guide offers essential information about the use and upkeep of  
the building to help you settle into your new space. We hope you will find  
it useful.

Like any new building it takes time to settle down and there will inevitably 
be some teething issues as we get used to working in and operating this 
major new facility. Please bear with us and report any problems using 
Estates Helpdesk.

We welcome your feedback on the operation of the building. Please feel 
free to contact the Estates Division, with your observations and suggestions 
for improvement.

We hope you will be very happy in your new home.

With best wishes

Andrew Young 
Chief Operating Officer 
Email: estates.admin@lse.ac.uk
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Introduction

This manual outlines the facilities available in the Centre Building (CBG).

CBG has transformed the LSE campus, enhancing spaces available to 
LSE students, teaching and research facilities, Houghton Street and 
delivers the new public square.

In line with good practice, the design and operation of CBG will be 
subject to a formal Post Occupancy Evaluation, when occupants and 
users will be asked for feedback. This will be carried out during and 
after its first year of operation. In the meantime please use the usual 
routes for reporting any issues, details on page 7.

Ivan Harbour’s (RSH+P) original concept sketch.
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Stacking void logo designed by RSH+P
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Access

Something not working?

Maintenance Request Form 

estatesportal.lse.ac.uk/startpage/ 
PSS/LSE

Estates Help Desk
Monday – Friday 8.30am – 5pm 
Tel: Helpdesk #7956 
Email: estates-help-desk@lse.ac.uk 
Emergency: #2444 (direct dial:  
020 7831 8713)

Building address
Centre Building 
2 Houghton Street 
London 
WC2A 2AD

Reception 

Telephone: 020 7955 7570  
Email: lse.cbg.reception@lse.ac.uk

Centre Building Opening Times
Monday – Friday 7am – midnight

Saturday – Sunday 8am – 10pm (including bank holidays)

Access levels vary according to your LSE swipe card and the areas you wish to visit:

Undergraduate students  Basement – Level 2  Level 3 – Level 12 
Monday – Friday   8am – 11pm   9.30am – 7pm 
Weekends and bank holidays   8am – 5pm   no access

Staff and  
Postgraduate students   All Levels 
Monday – Friday   7am – midnight 
Weekends and bank holidays   8am – 10pm

Please note access arrangements may vary during School closure periods.
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Controlling your environment

Window and Heating Control – Offices 
A wall mounted control panel is available in each office and open plan area (see 
figure 1). This panel allows you to adjust heating and control the top window panel.  

Temperature can be increased/decreased by up to 3˚C above or below set point (20˚C ).

Figure 1

Please ensure you close windows 
when leaving your office to 
maximise building efficiency 
and prevent loss and damage to 
your room and equipment due to 
inclement weather.

When you first enter the office the 
top window panel will automatically 
close. To increase the amount of 
fresh air push and hold the green 
button on the room controller, a short 
press will stop the window in its 
current position.

  Press and hold the black button  
to close the window, a short  
press will stop the window in  
its current position.

Press the red button once, twice or 
three times to increase temperature in 
1˚C increments up to a maximum of 
plus 3˚C above setpoint.

Press the blue button to reduce 
temperature in the same manner 
down to a maximum of minus 3˚C 
below setpoint.

 If more air is needed open the side panel, using the handle. To adjust the lighting level use the control panel shown in figure 2.
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Heating and Ventilation – teaching spaces
Room temperature and air quality in the teaching spaces is maintained centrally and is linked to occupancy levels. 
Local changes are not possible within the rooms. A temperature sensor within the room detects changes to the 
conditions and makes temperature adjustments, as needed. If you feel that the room is too hot or cold please 
contact Estates Helpdesk and they can adjust remotely.

Each teaching space has a local lighting control offering different level settings.

The control panel has five buttons, each with a specific light level (see figure 2).

Figure 2

1 = 100%

2 = 75%

3 = 50%

4 = 25%

0 = Off

The arrows allow  
manual adjustment of  
the lighting levels.
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Emergency at LSE Internal: 666  
External: 020 7955 6555

Emergencies in public places 999

Centre Building Reception Internal: 7570 
External: 020 7955 7570

Alumni Centre Reception Internal: 7569 
External: 020 7955 7569  

Directorate 
Reception 11th floor

Internal: 6682  
External: 020 7955 6682

European Institute  
Reception 7.13

Internal: 4646 
External: 020 7849 4646

Department of Government 
Reception 3.20 

Internal: 1199 
External: 020 7106 1199

Hellenic Observatory 
Reception 5.08

Internal: 5309 
External: 020 7107 5309

International Inequalities Institute 
Reception 4th floor

Internal: 7308 
External: 020 7955 7308

Department of International Relations   
Reception 10th floor

Internal: 6821 
External: 020 7955 6821

LSEE Research on South Eastern Europe Internal 6937 
External 020 7955 6937

School of Public Policy 
Reception 5th floor

Internal: 5234  
External: 020 7107 5234

United States Centre Internal 6938 
External 020 7955 6938

LSE main switchboard  
(8.30am to 5.30pm, Monday to Friday)

Internal: 100 
External: 020 7405 7686

24 hour security control room Internal: 2000 
External: 020 7955 6200

Estates Help Desk (general enquiries) 
(8.30am to 5pm)

Internal: 7956 
External: 020 7955 7956

Estates Help Desk (Emergency) 
(8.30am to 5pm)

Internal: 2444 
External: 020 7831 8713

Lost Property Office Internal: 7988  
External: 020 7955 7988

LSE Porters Internal: 6760 
External: 020 7955 6760

LSE Postroom Internal: 7989 
External: 020 7955 7989

LSE Reprographics Internal: 7986  
External: 020 7955 7986

Dental Practice  
(Sardinia House)

020 7404 8600

NHS Direct  
(24 hours)

111

St Philips Medical Centre  
(Pethick Lawrence House)

020 7611 5131

Useful numbers
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Building Directory

Level 6 
Roof terrace

Level 5 
School of Public Policy

Level 4 
Department of Government

Level 3 
Department of Government (Reception)

Level 2 
Wolfson Seminar Rooms, Roof terrace

Level 1 
Seminar Rooms

Ground Level 
LSE Lecture Theatre, Beveridge Cafe,  
Student Learning Commons 

Basement Level  
Auditorium

Level 12 
Meeting Rooms, Roof terrace

Level 11 
LSE Directorate

Level 10 
Department of International Relations  

(Reception)

Level 9 
International Relations

Level 8 
International Relations

Level 7 
International Relations

Level 6 
European Institute

Level 5 
European Institute, Hellenic Observatory,  
International Inequalities Institute, LSEE 

Research on South Eastern Europe

Level 4 
International Inequalities  

Institute (Reception)

Level 3 
Department of Government

Level 2 
Yangtze Theatre, Student Study Space

Level 1 
Sumeet Valrani Lecture Theatre,  

Student Study Space

Ground Level 
Alumni Centre 

Level 10 
United States Centre

Level 7 
European Institute (Reception)

Roof Terrace

Learning Commons

Teaching space

Beveridge Cafe

Academic Department

Alumni Centre

Level 9 
Centre for International Studies
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Health and Safety

In an Emergency
For serious faults between Monday and Friday 8.30am – 5pm please 
dial #2444. A serious faults could be a flood, blocked WC, loss of 
power, or a Health and Safety hazard etc.

Outside these hours you should call security on #2000.

Fire safety and emergency evacuation
The building has a voice alarm evacuation system.

The voice alarm gives two different messages: Evacuate and Alert.

The building is divided into two zones which evacuate independently  
of each other:

•  Zone 1 – Basement, ground floor, level 1 and level 2

•  Zone 2 – Level 3 to level 12.

The building will be evacuated using a staged evacuation system.  
If the fire is detected within Zone 1 then the occupants of these levels 
will be evacuated. Occupants in Zone 2 will remain in place until that 
evacuation is complete when they will be evacuated. Should a fire 
occur within Zone 2 then L3 to L12 will evacuate with those on B1 to  
L2 remaining in place.

Fire Assembly Point for the the building is in Sheffield Street, outside SAW.

The fire alarm will be tested each Wednesday between 8-9am.

Action on hearing the Alert message
•  On hearing the Alert message, people who require assistance 

to evacuate should go to the Fire Refuge Point located on each 
protected stairway (or the adjoining protected lobby) on all floors 
except ground floor where level access is provided and inform 
Security of their location. Other people should wait until the message 
changes to Evacuate before evacuating.

•  During the alert stage, preparation can be made for departure  
(eg, saving work, ending showers etc).

Action on hearing the Evacuate alarm message
•  When evacuating the building use the nearest available escape 

route, as indicated by the directional signs. (White figure on  
green background).

•  Lifts must not be used if the Fire Alarm is sounding. If you are in a lift 
when the alarms sound, exit as soon as the lift doors open, go out by 
the nearest fire exit, and go to the Fire Assembly Point. Lift doors let 
passengers out, then close again and remain closed until the alarms 
are re-set so you must exit the lift immediately.

•  Close doors behind you as you leave the building. You may take 
your belongings with you if these are close at hand and it does not 
delay your evacuation. If you are away from your desk when the fire 
alarm sounds, do not attempt to return to your desk to collect your 
belongings: evacuate immediately.

•  All access controlled doors (excluding Salto locks) should 
automatically release when the fire alarm is activated. Should  
the doors fail to release, press the silver button or break the  
Green Break Glass, which cuts the electricity to the door magnet. 
(Note: if you have to use the break glass, report this to Estates so  
it can be replaced).

•  Staff are responsible for ensuring that all visitors and students 
evacuate safely.

•  Leave the building in an orderly fashion; do not run. Go straight to the 
Fire Assembly Point and report to your Fire Warden. Stay together as 
a group. Follow any instructions given by your fire warden, a member 
of LSE Security, or the Fire Brigade.

•  In a fire evacuation, Fire Wardens should report to LSE Security at the 
Fire Assembly Point whether their areas are clear.

•  Fire safety training and regular drills will be organised in accordance 
with LSE policy.
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Action if you discover or suspect a fire
If you see or suspect a fire (eg, smell burning, see smoke) – raise the 
alarm by pressing the centre of a red break glass unit (locations).

Unless you have been trained to use a fire extinguisher and have an 
escape route, you should NOT try to put the fire out yourself.

Evacuate the building with the other occupants, and report the location 
of the fire or possible fire to Security as soon as possible. This is to 
reduce the delay in emergency response.

Occupancy per level (teaching areas and offices)

Levels
Maximum  
occupancy 

Terrace  
(during  

office hours)

Terrace  
(outside  

office hours)

B1- plant rooms 34

B1- all other areas 214

Alumni Centre- Level 00 85

Level 00 464

Level 01 420

Level 02 294 147 256

Level 03 224

Level 04 221

Level 05 213

Level 06 96 32 60

Level 07 86

Level 08 85

Level 09 95

Level 10 93

Level 11 90

Level 12 61
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First aid provision
First-aid is provided on a campus-wide basis, see list of first-aiders 
on campus on the health and safety website: info.lse.ac.uk/
staff/divisions/Risk-and-Compliance-Unit/Health-and-Safety/
Arrangements-for-implementing-the-Schools-Health-and-Safety-
Policy. Each department will have a first-aid box. 

Accidents, incidents and near misses on campus must be reported to 
your departmental health and safety co-ordinator or your line-manager. 
More information on accident and incident reporting can be found 
on the Health and safety web pages: info.lse.ac.uk/staff/divisions/
Risk-and-Compliance-Unit/Health-and-Safety/Arrangements-for-
implementing-the-Schools-Health-and-Safety-Policy. If the accident 
is serious please contact Security on 666 to report it.

Electrical safety
Please check cables and plugs of portable electrical appliances 
regularly for signs of wear or damage. Damaged or defective 
equipment must be taken out of service.

Personal electrical appliances can only be used with permission 
of the Estates Division, Facilities Management. Occupants wishing 
to use personal electrical appliances must make them available to 
be PAT tested by the Estates Maintenance team. Any equipment 
which fails the PAT test or has defective cabling or plug tops will be 
removed. Portable heaters are not permitted as this will impact on the 
efficiency of the building management system. Extension leads must 
not be used without the permission of the Estates Division, Facilities 
Management. The use of block multi-plugs is prohibited.

Security
Access to secure areas of the building is via either Salto fob or LSE 
swipe card. Anyone requiring access to an area secured by a Salto lock 
should have been issued with a Salto fob prior to the move. Please 
hold fob against the reader above the office door handle to de-activate 
the lock. To order replacement or additional Salto fobs the Department 
Manager or other authorised person should complete a service request 
form: estatesportal.lse.ac.uk/startpage/PSS/LSE

All building occupants are requested not to leave personal and valuable 
items unattended. Offices have desk drawers that lock, please use 
them. Ask your Department Manager for a key to be made available if 
one has not already been issued to you. 

The public areas of the premises are open to staff, students, visitors 
and members for the public engaging with LSE activities and events. 
Periodic card checks will be conducted in public areas. Please help 
the security staff by carrying your card and/or letting them know  
who you are.

Lift lobby doors between levels 3-12 are access controlled (see page 7 
for access restrictions) although free movement between these floors 
is possible for authorised staff and students via the academic stair. 

Due to the large number of visitors and walk in guests, LSE will not 
accept responsibility for lost or stolen items.

Please call Security on x666 (020 7955 6555) should you encounter 
any suspicious items or behaviour. Security patrols will operate inside 
the building. 
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Building Services/Information

Assistive hearing systems
Induction loop systems are installed in teaching accommodation, main 
reception, Alumni Centre reception and the Beveridge Cafe. An infra-red 
hearing system will be available in the Auditorium.

For further details or assistance please contact imt.av.support@lse.
ac.uk or call 020 7107 5300 (ext 5400) for urgent support.

Cycle facilities and transport information
The school promotes the use of walking and cycling to the campus 
to help lower pollution and improve air quality. Cleaner air walking 
or cycling routes can be found at london.gov.uk/what-we-do/
environment/pollution-and-air-quality/clean-air-route-finder 

Secure indoor bicycle storage is available in the basement of Fawcett 
House (access using LSE swipe card via slope behind building). There 
are 32 bicycle parking spaces located adjacent to the building on Clare 
Market, St Clement’s Lane and Grange Court. These additional spaces 
will increase the number on campus from 488 to 520.

Bicycles should be secured only to the designated hoops by the 
owner’s own lock. The School cannot be responsible for the loss 
or damage to cycling equipment. Any bikes secured outside the 
designated areas, especially to the external railings and the building, 
will be removed.

Any bikes left for a long period of time will be removed to ensure 
availability of these facilities for those who need them on a daily basis. 
Bicycles are not permitted inside the building. Motorcycles or mopeds 
must not be brought onto the forecourt. Showers and changing 
facilities are available in CBG, locations are detailed on page 18. 

For details of the nearest public transport links please visit:  
lse.ac.uk/lse-information/travelling-to-lse 

Catering facilities
The Beveridge Cafe is located on the ground floor and will be open 
Monday to Friday 8am – 5pm. Barista handmade quality triple 
certified coffees and teas, with exciting healthy freshly made salads 
and sandwiches, cold drinks and fresh bakery products. KeepCups 
can be purchased and used here.

LSE KeepCups are popular with students
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Environmental standard (BREEAM)
As part of LSE’s commitment to reducing waste and energy use 
across the campus, CBG has been designed to achieve the highest 
environmental standard under the Building Research Establishment’s 
Environmental Assessment Methodology (BREEAM). As a 
consequence, for its size, it needs only a minimum amount of energy 
to heat and power the building and has a number of unique features to 
help achieve this:

•  Narrow floors allow the upper floors to be naturally cooled using 
cross ventilation. They also provide good access to natural light 
throughout the building; 

•  External shading system helps to reduce and control solar gain;

•  Solid sections of the façade that remain permanently shielded  
from the sun;

•  An abundance of opening windows to allow for good ventilation 
levels throughout the building;

•  Blinds for privacy and glare control, these will not interfere  
with ventilation; 

•  Exposed concrete throughout the building to absorb heat gains 
during the day;

•  Night-time purging of the building to remove heat from the rooms 
ready for the next day’s use;

•  If heating is on then only trickle ventilation is possible through the 
windows. If the windows are opened fully then heating will shut off in 
that room/area to reduce energy wastage;

•  “Miss-outs” office areas across all floors and the book end of the 
building remain open throughout. This is to allow fresh air and natural 
light into internal areas.

Energy is provided by a combination of photovoltaic panels on the roof, 
a unique heat and power engine running on biofuel, with the remaining 
electrical energy provided by a renewable energy supplier via the 
national grid.

Energy meters are installed within the building to allow the energy 
consumption of the buildings systems to be monitored and regulated. 
Meters record the consumption of all the biofuel, electricity and gas 
used by the plant and equipment in the building. Energy consumption 
is recorded every 30 minutes for every day on all floors of the building. 
Energy consumption records will be available by floor and Department.

Electricity

•  Lighting

•  Power sockets

•  Ventilation (teaching spaces on the lower floors)

•  Pumps (for heating and hot water)

•  Electricity generated by the PV panels on the roof and by the 
combined heat and power (CHP) engine in the basement.

Biofuel

•  The quantity of biofuel used by the CHP engine to produce both heat 
and electricity.

Gas

•  Gas consumed by the boilers to provide heating and hot water.

Heat

•  The amount of heat distributed to each floor is monitored.

For further information please visit the LSE Sustainability web pages: 
info.lse.ac.uk/staff/divisions/estates-division/sustainable-lse 
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Lifts
There are three lifts situated in the central lift core serving basement 
to Level 12, two have 21 person capacity and one 17 person capacity. 
There is also one 10 person capacity lift situated in the south core, 
serving ground to sixth floor.

Please give priority to those most in need of using the lift and remember 
taking the stairs is often the quickest way of travelling to nearby floors 
and keeps you fit. A 15 second lift ride uses approximately 60w of 
energy – the same as a 60W light bulb in one hour.

Lighting, heating and power
The teaching spaces are provided with fresh air and heat via 
mechanical systems while the academic floors are naturally ventilated 
through opening louvres and windows. Each office space is provided 
with sensors that monitor the space for your presence and provide 
light, power and heat accordingly (for more information please see 
pages 8 and 9).

Reception area
The main building reception is located on the ground floor at the main 
entrance, accessed via the LSE Square, contact lse.cbg.reception@lse.
ac.uk, ext 7570, direct dial: 020 7955 7570. Visitors should be directed 
to Reception, please see page 22 for more information.

Contact details for the Alumni Centre and Departments located in the 
building can be found on page 10.

Roof terraces
There are three landscaped roof terraces in CBG, accessible to all:

Level 2 – sure to be very popular with students

Level 6 – offering views across the campus 

Level 12 – amazing views across London including the River Thames.

Access as per your LSE swipe card, opening times displayed locally 
(occasional private functions may necessitate closure).

Signage/poster policy
For installation of new door signs, replacement of broken signs, or 
to change text on existing signage please complete a maintenance 
request form: estatesportal.lse.ac.uk/startpage/PSS/LSE 

Please adhere to the poster policy which can be found here:  
info.lse.ac.uk/current-students/estates-division/facilities-guide/
planning-and-booking-events 

Smoking 
In line with statutory provisions all buildings on the campus are smoke 
free. It is against the law to smoke inside CBG, but you may smoke in 
adjacent areas outside the building as long as you are at least 2 meters 
away from doors, windows, ventilation grilles or other openings which 
may cause tobacco fumes to enter the building. If you must smoke, 
you are also asked to show consideration to other non-smoking users 
by ensuring a clear pathway to all entrances, this also applies to 
e-cigarettes. Please deposit used cigarette ends in the bins provided 
and do not stub cigarettes out on the pavements, planters or street 
furniture, where someone else has to clear up the resultant litter.



Toilet and shower facilities

Gender neutral/ 
Accessible

Gender neutral Female Male Showers

Twelfth floor

Eleventh floor

Tenth floor

Ninth floor

Eighth floor

Seventh floor

Sixth floor

Fifth floor 

Fourth floor

Third floor

Second floor

First floor

Ground

Basement

The Building has been provided with low flush WC’s and waterless 
urinals to minimise water consumption.

Water meters connected to the BMS control system monitor the  
usage of water. 

Centre Building, 2 Houghton Street
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Waste/recycling – see also kitchen areas
LSE have provided recycling and general waste bins in the kitchens 
and open plan communal areas. Please follow LSE Environment and 
Sustainability policy and ensure that you separate your waste according 
to the latest waste streams, please check the website: info.lse.ac.uk/
Current-Students/Estates-Division/Facilities-Guide/Waste-and-recycling

To report any issues with waste collection, please contact the Helpdesk: 
estates-help-desk@lse.ac.uk or on ext 7956, or complete a service 
request form.

For further information please visit the LSE Sustainability web pages:  
info.lse.ac.uk/staff/divisions/estates-division/sustainable-lse 

Water fountains
Water fountains are located at:

•  basement level (outside B1.15)

•  ground level (outside G.08)

•  first floor (outside 1.17)

•  second floor (outside 2.13).

It is the responsibility of each Department to arrange installation of 
their own water coolers (contracts should be set up with the School’s 
approved supplier). Power and cold water supply has been provided in 
the kitchen area and adjacent to coffee points.

Building users are encouraged to make use of the free water facilities 
to reduce the environmental impact of purchasing bottled water.

WiFi
eduroam wireless (wifi) network is available throughout the building. 

Refer to IT Services web pages if you experience any problem when 
trying to connect to the wireless network: info.lse.ac.uk/staff/
divisions/dts/help/guides-faqs/wifi-and-network 

CARDBOARD 
BOXES

FLATTEN AND 
LEAVE FOLDED 

BY BINS

AW348

TOR/LUF/FW

www.lse.ac.uk/sustainabilityLSE Recycle here

FOOD WASTE

ALL FOOD (INCLUDING COOKED), 
COFFEE, TEA

ustainabilityLSE Recycle here

 
 

www.lse.ac.uk/sustainabilityLSE Recycle here

 

POLYSTYRENE (FOAM), TISSUES,  
SWEET WRAPP RS, CRISP PACKETS

www.lse.ac.uk/su

FOOD 
WASTE

ALL FOOD 
(INCLUDING 

COOKED), 
COFFEE, TEA

GENERAL 
WASTE

POLYSTYRENE 
(FOAM), 
TISSUES, 
SWEET 

WRAPPERS, 
CRISP PACKETS

MIXED 
RECYCLING

DRAIN LIQUIDS 
ALL PLASTICS, 
GLASS, CANS,  
TINS, PAPER, 

CARD
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Office information

Alterations to your space
Should you wish to propose any alterations to your allocated space 
please make an application to the Estates Division by completing a New 
Works Request form: info.lse.ac.uk/staff/divisions/estates-division/a-z-
of-services/help-desk-services/internal/new-works-request-form 

Power/data point locations have been positioned to suit the current 
agreed furniture layouts. Repositioning furniture may require new/
additional power/data outlets.

Floor grilles which supply heating should not be obstructed by 
furniture. Any significant increase in occupation of floors may affect 
the fire or overheating strategy and would require a review of the 
building fire risk assessment.

Audio visual equipment
Audio visual equipment within the academic floors is maintained by  
DTS/AV. Operating instructions are displayed locally.

Each department is responsible for the audio visual equipment  
within their area.

Cleaning
CBG is serviced regularly throughout the day (Monday – Friday), weekend 
service provision is primarily for events bookings. For full details of the 
cleaning schedule and frequencies please visit the Estates Division web 
page: info.lse.ac.uk/staff/divisions/estates-division/a-z-of-services/fm-
soft-services/cleaning-services-building-list

Clocks
Clocks are radio controlled and adjust automatically.

Furniture
In compliance with the LSE Environmental Policy, the furniture for CBG 
has been selected to meet high environmental criteria.

All new ergonomic office chairs will have operating instructions attached. 

If you find you have a furniture requirement please contact the Estates 
Helpdesk estates-help-desk@lse.ac.uk 

Helpdesk fault reporting, repairs and maintenance
Estates Help Desk is the link between LSE customers (staff, students 
and visitors) and the Estates Team. Our aim is to work together to 
ensure that faults are attended to promptly, in order to do this we need 
to know about them. 

If you see a fault or defect with any facility on campus please report it. 
Estates website has full details of how to report a fault or request a repair 
through the Maintenance Helpdesk, but this is summarised below:

For the most effective response to faults and maintenance requests 
please use the on line Maintenance Request Form at estatesportal.lse.
ac.uk/startpage/PSS/LSE

Estates Help Desk – Monday – Friday 8.30am – 5pm 
Telephone: Helpdesk #7956 
email: estates-help-desk@lse.ac.uk 
emergency: #2444 (direct dial: 020 7831 8713)

In case of problems you may contact Jas Sidhu (Help Desk Customer 
Service Manager) on #7778 j.sidhu@lse.ac.uk

In an Emergency
For serious faults such as a flood, blocked WC, loss of power, or a Health 
and Safety hazard etc please dial #2444, but please note that this number 
is staffed between Monday to Friday 8.30am – 5pm; outside these hours 
your call will be diverted to Security.
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IT support and sustainable use of computers 
DTS Service Desk should be your first point of contact for all staff  
IT support queries: 

Email: IT.Servicedesk@lse.ac.uk  
Telephone: #5000 

Refer to DTS Services web pages for further information: info.lse.ac.uk/
staff/divisions/dts

Kitchens
Kitchen areas are provided within some departments.

All electrical appliances are A++ rated for highest environmental 
performance. 

The zip tap is designed to provide boiling water for hot drinks. The 
tap requires thumb/finger operation. It is the responsibility of each 
Department to arrange installation of a water cooler. Power and cold 
water supply has been provided in the kitchen area and adjacent to coffee 
points contracts should be arranged with the School’s approved supplier. 

Please leave these areas as you would wish to find them and ensure any 
spillages are cleaned up immediately.

Individual departments are responsible for stocking kitchen areas but to 
comply with the environmental policy, the following recommendations are 
made:

•  Wash mugs and glasses rather than using disposable containers

•  Do not pick up disposable cutlery when you buy lunch,  
use cutlery provided

•  Buy organic and fair trade tea, coffee and other refreshments

•  Do not buy bottled water, use the tap water and serve in a jug for 
meetings

•  Avoid packaging wherever possible and recycle where appropriate 
facilities are provided

•  Buy eco-friendly washing up liquid and other cleaning products.

Please follow LSE Environment and Sustainability policy and ensure that 
you separate your waste appropriately, see page 19 for more information.

Lighting, heating and power in your office
Each office space is provided with sensors that monitor the space for 
your presence and provides light, power and heat accordingly.

See pages 8 and 9 for further details.

Postal service
Incoming mail: Mail for building users will be distributed by LSE post 
room staff. 

Mail will be delivered and collected to/from departmental offices or 
designated post rooms.

The mail is delivered and collected twice daily. Usually between 10-11am 
and 2-3pm.

Our mailing address for all external mail is:

Your Name 
Department 
London School of Economics and Political Sciences 
Houghton Street 
London 
WC2A 2AE

All courier deliveries go to the main LSE Post Room.

If you have personal items delivered to the LSE, the Post Room will notify 
you by email, when you item is ready for collection from OLD G.23.

Please advise the Post room on #7989 or estates.postroom@lse.ac.uk 
if you are expecting an urgent or valuable item and they will contact you 
upon arrival.

LSE Security will not accept any courier deliveries at CBG reception.

Campus Mail: To send mail to another office on campus, you will  
need an internal mail envelope with addressee, room number and 
building included.
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Printing
Staff printing

Staff wishing to print, scan or copy from an LSE PC, laptop/mobile 
device using a Canon Multi-functional device (MFD) can access the 
user guides here: info.lse.ac.uk/staff/divisions/dts/help/guides-faqs/
campus-facilities

Student printing

LSE’s Mobile Printing service is the quick way to send your documents 
to print directly from your mobile device.

Go to mobileprint.lse.ac.uk and log in using your LSE username and 
password to get started.

Mobile Printing allows you to print from your laptop or mobile device in 
three ways:

•  Email your document as an attachment (you may need to register 
your email address when you use the service for the first time)

•  Upload your document to a web page

•  Install printer drivers. 

Visit info.lse.ac.uk/current-students/dts/services/mobile-printing for 
further information.

Telephones
Existing and new extension numbers have been agreed with your 
department. Please see your department manager for more details.

Any problems with phones should be reported to  
it.servicedesk@lse.ac.uk 

Ventilation/cooling/heating
See page 9 for more information.

Visitors
Details of visitors to CBG should be sent to lse.cbg.reception@
lse.ac.uk by a representative of the inviting department, division or 
organisation. The email should contain the following details:

•  Full name of visitor

•  Date and time the visitor will arrive and depart the CBG

•  Name and department/division of host member of staff with contact 
telephone number

•  Special needs of persons attending ie, access.

Visitors will be issued with a visitor’s pass at point of entry to CBG.  
These passes contain emergency and health and safety information. 
Visitors should wear these passes throughout their visit to the School.  
The visitor should return the pass on the conclusion of their visit. 

In the event that a visitor arrives at reception without prior notification, 
reception staff will contact the inviting Department or staff member 
and request that they meet the visitor at the reception area and 
authorise the issue of a visitors pass. Queries about visitors should be 
addressed to the CBG reception via:

Email – lse.cbg.reception@lse.ac.uk 
Extension – 7570 
Direct dial – 0207 955 7570

Windows 
Windows around the building have differing opening systems, manual and 
those that are linked to the Building Management System (BMS) that will 
open and close automatically. There is a facility to over-ride the system in 
academic offices although this is still governed by the presence detection 
system, see pages 8 and 9 for operating information.

It is your responsibility to close windows when leaving your office.
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The story behind your CBG tote bag

LSE Estates Division Capital Development and Sustainability Teams, 
together with Mace, have been working with two LSE students Juan 
Pablo Corral and Lucas Fuhrmann who have started a business 
venture (Interval Strategies) taking construction waste and turning it 
into usable and desirable products.

Interval were commissioned to create 500 tote bags from the shroud 
that has covered the the building site cabins, which would otherwise 
have been sent to landfill at the end of the project. The tote bags will 
be gifted to all new occupants of the Centre Building.

The whole process was filmed by Joker’s Pack Productions Ltd., 
to show the material being removed from the site cabins, the bag 
manufacturing process and the delivery of the repurposed material 
onto the desks of LSE staff in the new building. 

This video can be used as a tool to inspire other budding LSE 
entrepreneurs as well as showcasing LSE’s Sustainable ideals  
in practice.
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Disabled Access
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