As a tenant or concessionaire on site please ensure all staff have access to
this document

The Tenants and concessionaire Handbook

Introduction

This handbook is being distributed to all our customers at East Midlands Airport who
occupy accommodation at the airport. However, some of the information held in this
handbook is not relevant to tenants who hold ground leases.

Our aim is to provide you with a useful reference document which will help you make
the best use of your accommodation. The Handbook contains general information on
security and car parking, together with specific information on airport requirements
should you wish to alter the premises or report faults.

There is a feedback form at the back of the handbook for you to let us know what
other information would be of interest.

Our Property Team is available to help you in any way they can to ensure that your
occupation at East Midlands Airport is as trouble-free as possible.

Please note that if you don’'t have an internal phone line then the extensions will
need a prefix. Any extension number starting with the numbers 28 or 29 can be
reached direct by placing 85 in front of the number.

We trust you will find this handbook an informative guide.

John Froggatt
Planning and Development Director

Issue — July 2007
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1. Facilities at EMA

There are a wide selection of shops and amenities now available on the

Airport Site.

1.1 Retail at EMA

Landside retailers in the Terminal Building:

Aviation Hobby Shop ~ | Aviation related merchandise

Caffé Ritazza ~ | Coffee shop

Costa Coffee ~ | Coffee shop

Spar shop ~ | Convenience store and takeaway food
Travelex ~ | Bank, currency exchange and cash points

The Airside shops are listed below

Alpha Airport Shopping ~ | Duty and tax-free goods including liquor,
tobacco, gifts, perfume & clothing

Boots ~ | Healthcare, sandwiches, beauty products

Dixons ~ | High street electrical retailer

Game Machines

Selection of amusement games

Judi Judi World

Gifts, jewellery and novelty goods

SSP Catering

A Selection of food and drinks

Travelex ~ | Bank, currency exchange and cash
points

World News ~ | Newspapers, books, music  and
confectionery.

Discounts available to all staff on site as follows -

Company

Discount / if any

Dixons

15% discount on High Street prices

Europcar (car hire)

15% discount

National (car hire)

Offer discount

Spar

10% discount
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1.2 Onward Travel at EMA

CAR HIRE
Other facilities are available within the Terminal building; these include four

car hire companies, located in the Arrivals area. These are as follows:

National Tel no. 01332 853551 Hertz Tel no. 0870 8460004

Europcar Tel no. 01332 853679

BUS & COACH SERVICES

The Airport is served by regular bus services to and from Nottingham,
Leicester, Derby, Loughborough and the surrounding villages. All bus

timetables and fares can be found at www.skylink.co.uk

Nottingham Skylink

Skylink operates 24 hours a day, 7 days a week (excluding Christmas day,
Boxing day and New Years day), every 30 minutes from 4am to 11pm and
hourly from 11pm to 4am. The service starts at Friar Lane in the City Centre,
stopping at Nottingham Railway Station, and at all stops along the route via
Trent Bridge, Wilford Lane and Clifton Lane, then non stop to Pegasus
Business Park, Cargo West DHL and right outside the Arrivals doors at the

Main Terminal Building.

Employees can travel for £1 return on production of an easycard purchased
from Nottingham City Transport or CashSaver card purchased from Trent
Barton. Both of these cards provides unlimited travel on buses and the tram

network in Nottingham. Contact the operator for more details.
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Normal fares start at £5 adult single or 24 hour return. There are network

tickets, family and special taxi offers to choose from.

For more information go to www.skylink.co.uk or con tact traveline on
0870 608 2 608.

Leicester Skylink

The Leicester Skylink bus service connects the Airport with Leicester in under
an hour. This service operates hourly during the day and most hours during
the night. The service starts at St Margaret’s Bus Station and picks up along
Hinckley Road via Braunstone, on to the A50 and M1 direct to the Airport.

Employees can purchase discounted travel with an Arriva Weekly ticket at
£19, or an Arriva Monthly ticket at £55. Normal fares start at £6 adult single or

24 hour return.

For more information go to www.skylink.co.uk or con tact traveline on
0870 608 2 608.

Derby Airline Shuttle

The Airline Shuttle is a 21 hour service operating from Derby to the Airport 7
days a week (excluding Christmas day, Boxing day and New Years day). The
first bus departs from Derby at 3.20am and the last bus departs from Derby at
11.20pm, every 30 minutes between 7am and 7pm and hourly at all other

times.

Airline Shuttle operates Derby city centre, Derby railway station, London
Road, Alvaston, Shardlow, Castle Donington to the Airport. Please note this
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service then departs for Loughborough from the Airport. The same applies for
the Loughborough service which then serves Derby from the Airport.

Employees can benefit from discounted travel with a 10 journey Derby-Airport
easycard which costs just £20.00 and can be purchased from the driver. The
card provides a 20% discount on the normal fare and can be used at any time.
Normal fares start at £2.60 for an adult single or £5 for an adult return that is

valid for 3 months.

For timetable information go to www.skylink.co.uk o r call traveline on
0870 608 2 608.

Loughborough Airline Shuttle

The Airline Shuttle is a 21 hour service operating from Loughborough to the
Airport 7 days a week (excluding Christmas day, Boxing day and New Years
day). The first bus departs from Loughborough at 2.20am and the last bus
departs at 10.20pm, every 30 minutes between 7am and 7pm and hourly at all

other times.

Airline Shuttle operates from Loughborough Railways Station, Loughborough

Town Centre, Hathern, Long Whatton, Diseworth to the Airport.

Employees can benefit from discounted travel with a 10 journey
Loughborough-Airport easycard which costs just £20.00 and can be
purchased from the driver. The card provides a 20% discount on the normal
fare and can be used at any time. Normal fares start at £2.60 for an adult

single or £5 for an adult return that is valid for 3 months.
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For timetable information go to www.skylink.co.uk o r call traveline on
0870 608 2 608.

Airlink 69
The Airlink 69 service runs to Swadlincote via Melbourne where there are
frequent connections to and from Derby. It is fast, frequent and reliable, with

buses running up to every 60 minutes 7 days a week.

This service operates from the Airport to Wilson, Melbourne, Ticknall,

Hartshorne and Swadlincote from 4am to 11pm, and also at 1am.

Employees can purchase an Arriva Weekly Saver ticket at £17.50 from the

driver.

For more information go to www.arrivabus.co.uk or ¢ all traveline on
0870 608 2 608.

Airlink Coalville
Airlink Coalville links Coalville town centre with the Airport every hour from

4am to midnight, 7 days a week. Fares start at £1.80 for an adult single.

Rainbow 5
The Rainbow 5 bus service links the Airport with its closest railway station at

Long Eaton on an hourly basis from 5.10am to 11.20pm.

The route is Loughborough Baxter Gate, Hathern, Sutton Bonington,

Kegworth, Pegasus Business Park, Airport Terminal, DHL Western Hub,
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Castle Donington bus station, Castle Donington Queensway, Long Eaton,

Beeston, Queens Medical Hospital, Nottingham Broadmarsh bus station.

Fares start at £2.30 for an adult single or £3.70 for an adult return. There is
also a travel saver ticket called Frio, where you can purchase 13 single

journeys for the price of 10. All tickets are available from the bus driver.

For more information go to www.trentbarton.co.uk or call traveline on
0870 608 2 608.

National Express - Airport operate a regular service (hnumber 240) to and
from East Midlands Airport from Bradford, Leeds, Wakefield, Sheffield,
Chesterfield, Birmingham, Milton Keynes, London Heathrow and London
Gatwick.

Bookings can be made by calling National Express on 08705 808080 or

visit www.nationalexpress.co.uk

TRAINS

Onward travel can be made by connecting at Derby for the north and west of
the UK, at Nottingham for the east of the UK and at Loughborough for the
south of the UK. Timetables and fares at www.nationalrail.co.uk

Derby Station is around a 30 minute road journey from the Airport and can be

reached by the Airline Shuttle Bus Service.
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Loughborough Station is a 20 minute road journey from the Airport and can be
reached by the Airline Shuttle Bus service.

Nottingham Station is a 45 minute road journey from the Airport and can be
reached by the Nottingham Skylink.

An Access Guide including all timetables on all scheduled bus services to and
from the Airport Site are available from the Information Desk. Employee
wallet sized timetables are also available for each service by contacting Kelly
McHugh, Bus Marketing Executive on 01332 852967.

TAXIS
Checker cars are a taxi service based on the airport site. They can be
contacted by ringing 01332 814000.

CAR SHARE
The EMA car share scheme is just one part of East Midlands Airport’s

strategy to improve the quality of commuting for all employees on the Airport
site by providing a greater range of transport options. Because public
transport links aren’t always suitable to all employees, most people who work
at the Airport tend to travel by car, and those who don’t have a car can find it
difficult to work here. The car-share scheme is designed to have an impact on

both fronts. Visit www.eastmidlandsairport.com to find out more about the car

share scheme, and to register. Registration is simple and free — just a few
easy-to-answer questions on the web site. Or call 08700 111 199 if you can'’t
access the web. The more people that register to car share the better
everyone’s chance of finding the ideal match, so why not give it a try.
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2. SECURITY AND CAR PARKING

2.1 Security

2.1.2

2.1.3

214

2.15

Security at East Midlands Airport is given the highest priority at all times.
Access to the airside areas of the airport is strictly limited to authorised
persons only. All staff who are required to work airside will need to apply for
and obtain, an airside identity card, in accordance with the provisions of the

Aviation and Maritime Security Act.

Security at East Midlands Airport is carried out for the airport company by
G4S who are responsible for the issue of all ID’'s both permanent and
temporary. Applications for ID’s should be made to G4S on extension 3368.
They will explain what information is needed, depending upon which type of

pass is required.

There are three types of pass that a company may need to apply for. They
are:

- Photographic identity cards for staff (Airside and Landside).

- Temporary, non-photographic, passes for visitors.

- Vehicle passes

In addition, a member of staff wishing to drive airside will need to complete an
Airside Driving course and will then be issued with an airside driving Licence

and an airside vehicle permit before being allowed on the ramp.

G4S’s offices are located on the southern side of Viscount Road immediately
south of the Departure Hall. If you need to speak to security on any matter

please call the Operations Room on extension 3258 .
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2.1.6

2.1.7

2.2.1

2.2.2

2.2.3

If any ID or pass is lost, stolen or mislaid then it must be reported to Security

immediately, a charge will be made for replacement ID’s.
Airport Security is everyone’s responsibility. If you see anything suspicious or

anyone acting suspiciously please contact Security on extension 3258

immediately.

2.2 Staff Car Park Passes

All Terminal staff are required to park in the staff car park located behind
Building 34. There is a courtesy bus to the Terminal Building approximately

every 10 minutes.

The spaces in the car park for Building 100 are primarily reserved for the
tenants of nearby buildings. Permits to use this car park can be obtained by

contacting Property Services on extension 2921 .

The permits for the staff car park behind B34 are available from the car park
operator NCP. Please contact them on extension 3259 , or visit their control
room in the short stay car park. A competent person within your company
needs to be identified as an authorised signatory. This person will be
responsible for returning unused permits or renewing existing permits for staff
within your company. The cost of the permits and the application forms are

available from NCP.
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23.1

2.3.2

2.3.3

2.3 Driving on the Airport Roads

When you drive around the Airport site please observe the speed limits. The
general landside limit is 30 mph  unless indicated otherwise and the limit on
the airside roads is 10 -15 mph. Police carry out random speed checks on

site.

Parking on any double yellow lines is prohibited on the Airport Site. In many
cases, unauthorised vehicles will now be clamped and may be towed away if
they are left unattended on double yellow lines. This also applies to all

commercial vehicles, especially along Beverley Road.

Due to an increase in security measures vehicles cannot park adjacent to the
Terminal Building or Departure Hall will be clamped. Vehicles should not park
in restricted areas irrespective of whether double yellow lines are visible or
not. In addition, in certain circumstances, the vehicle will be towed away from

the area completely.
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3. HEALTH AND SAFETY

3.2.1

3.2.2

3.2.3

3.1 Fire Safety

It is the responsibility of all tenants and concessionaires to ensure that
statutory requirements in respect of fire safety and procedures are complied
with East Midlands Airport will require tenants to complete Fire Risk
Assessments and review them on an annual basis. Copies of the Fire Risk
Assessments should be sent to the property department. Tenants are also
required to co-operate with any EMA fire audit which may be sent or
conducted on a periodic basis. If you require assistance with completing a

Fire Risk Assessment please inform the Property Department.

3.2 Fire Evacuation Procedures

It is important that all staff are aware of the fire and evacuation procedures.
On discovering a fire, call out the emergency servi  ces using national
999 number, then activate the nearest fire alarm an  d call extension 3333.
If you're not on the internal phone system, please dial 852973. Try to put
the fire out, using an appropriate type of fire extinguisher, only if it is safe to

do so.

In the Terminal, if the Alarm is sounded, staff should vacate the building and
proceed to the nearest assembly point. You should only re-enter the building

when told to do so by the Airport Duty Manager.

In areas open to members of the public, assistance should be given to ensure

all persons are evacuated safely and calmly.
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3.3.2

3.3.3

3.34

34.1

3.3 First Aid Cover

It is the requirement on employers to provide adequate and appropriate first
aid provision for their own staff (Health and Safety [First Aid] Regulations
1981).

East Midlands Airport Limited provides first aid cover for its own staff in
accordance with the above regulations and for passengers and visitors to the

Airport.

East Midlands Airport is not obliged to provide first aid cover to tenants. Any
such assistance as may be provided will be voluntary, only for genuine
emergencies and as circumstances permit. Excess or inappropriate use of
first aid cover provided by East Midlands Airport will result in charges being

levied.

In any medical emergency, call out the emergency s  ervices using the
national 999 number then contact extension 3333 if internal, otherwise
dial 852973. If available, EMA First Aiders may assist. It must be noted that
the role of the First Aiders will normally be only a holding action pending the

arrival of an ambulance.

3.4 Smoking Policy

It is the responsibility of all tenants and concessionaires to ensure that
statutory requirements in respect of smoking are complied with. A smoking
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3.4.2

3.5.1

3.5.2

shelter has been provided within the Short Stay Car Park for people who work
at the airport and are based in the Terminal Building. Smoking is not allowed

outside the doors of the Terminal Buildings.

Tenants should make their own arrangements for displaying the correct
signage and ensuring their employees abide by the legal requirements.
Employees and visitors should be discouraged from smoking close to
entrances and exits or open windows as smoke can drift back into a building.
Particular attention should be made to the safe disposal of cigarettes and

other litter.

3.5 Asbestos

Some buildings on the Airport site do contain asbestos. As an occupier it is

your legal responsibility to work together with the Airport to manage asbestos
within your building. If you plan to carry out any works you must assume your
building contains asbestos unless you have confirmation from the Property
Department that the building is clear. All works must be approved by the

Property Department prior to commencement.

Asbestos Register- The Property Department maintains the Asbestos
Register for the whole site. You should have been provided with a status
report on your building. If you require an up to date report contact the Property

Department.

If you come across any damage to your building and suspect it may have
released asbestos in to the air you must:

a) remove all persons out of the area

b) Close or seal or lock off the area. Do not remove any equipment or material

c) Prevent others gaining access by displaying signage
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3.5.3

3.6.1

3.6.2

3.6.3

d) Arrange for an inspection and air quality test, if required
e) Inform the Property Department of the situation
f) On completion of any remedial work the details need to be included in the

Asbestos Register

You are responsible for training any employees who may encounter asbestos

during the course of their work.

3.6 General Airport Safety

East Midlands Airport fully recognises its obligations to its tenants under the
Health and Safety At Work Act 1974.

Safety must be a joint effort between the Tenants, the concessionaires and
the Airport Company. Full compliance with the statutory requirements and
Codes of Practise is expected. You have a duty to consider how your
operation affects not only your employees, but all other Airport workers and
visitors to the site. If you have concerns about the safety of your own staff or
you see anything which you consider dangerous or an unsafe practise, please

contact either

Property Services Department on extension 2921 (During the hours of
9.00 — 17.00) or the
Airport Duty Manager on 01332 852885 (Out of the above hours)

If you have a safety concern relating to an airside activity you should contact
the Airside Operations Supervisor on extension 2925 or 852925 in the first

instance.
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4. ENVIRONMENTAL

41.1

4.1.2

4.1.3

4.1.4

4.1 General Issues

In January 2003 East Midlands Airport was awarded 1SO 14001 certification,
the International Standard for environmental management. East Midlands

Airport is the 1% UK Airport to receive such certification.

The Airport strives to minimise its environmental impact and has implemented
an environmental management system accordingly. Our environmental policy

may be found on the airport internet site (www.eastmidlandsairport.com)

please take time to familiarise yourself with our policy.

We ask that you assist us by ensuring that you comply with all statutory
requirements. The Airport takes environmental issues very seriously and, a
procedure for undertaking environmental audits of all tenants and
concessionaries is in place, whereby jointly the property department and the
environmental office regularly assess all tenants and concessionaries to

identify the likely environmental risk they pose.

It is the responsibility of all tenants and concessionaires to report any
environmental incident or likely incident. During office hours please contact
the Environmental Office on extension 2971 or Property Services
Department on extension 2921 . Out of office hours please contact the Airport
Duty Manager on extension 2885 or if airside the Ramp Operations
Supervisor on extension 2925 .
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4.2.2

4.2.3

4.2 Water Pollution

The Airport takes very seriously any incident that may pollute the Airport’s
discharge of surface water to the balancing ponds and local rivers. The

Environment Agency is increasingly ready to levy fines on polluters .

The Airport would ask all occupiers to assist the Airport by ensuring all liquids
are stored appropriately, particularly any bulk storage of oils (which is subject
to legal minimum standards). Tenants and concessionaires are asked to
maintain spillage control measures within their places of work. We would also
ask companies to stress to their staff the importance of limiting pollution and

to avoid any spillage of fuel or other harmful substances wherever possible.

Discharges to drains may constitute a trade effluent and may require prior
consent; further information should be sought from the Environmental Office
on extension 2971 . Tenants or concessionaires should not wash any

vehicles on site without the prior approval of the Environmental Office.

4.3 Waste Management and Recycling

The Airport has a materials recycling compound which is available for use by
tenants, subject to agreeing financial terms. This compound has facilities for
recycling wood, paper, cardboard, glass, metals, fluorescent tubes,
newspapers and magazines. Tenants are advised to make use of the Airports
recycling compound wherever possible. This allows waste management to be
undertaken more cost effectively and also promotes recycling. Further
information on this can be obtained from the Environment office on extension

2971.
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4.4 Emissions to air from vehicles

Tenants are required to ensure that all vehicles operating on site are
appropriately maintained so as to avoid unnecessary pollution. The Airport
operates a programme of random testing of emissions from vehicles. Further

information may be obtained from the Environmental Office, extension 2971.

4.5 Other areas of concern

The following list is by no means exhaustive rather an indication of

environmental issues which require consideration;

Emissions to air

Emissions to surface water drainage / foul drainage
Waste disposal and recycling

Noise

Land Contamination

Use of electricity, water and gas

Site ecology
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5. FAULT REPORTING

5.1.1

5.1.2

5.1 Fault Reporting

The Airport Company Facilities Management Department concentrates on the
maintenance of the Airport’s own buildings and equipment essential to its core

business.

The Airport will however carry out work for which it is responsible as follows:

5.2 Urgent Repairs

a) Office Hours (0900 to 1700 hours)
Terminal — Airport Duty Manager (ADM) on 852885

Non-Terminal — Facilities Manager (Dave Mclnerney) on 852889

b) Out of Hours
For URGENT repairs, telephone the Airport Duty Manager (01332

852885) who will ask you to confirm that the job is urgent, the location,
contact name and access arrangements and will also give you a job number.
Out of hours it will not be possible to verify whether the repair involved is the
responsibility of the Airport or your company. The callout will proceed only on
the basis that if it later proves that the work was your responsibility your

company will be responsible for the Airport’s charges.

The charge will be a minimum of £95 for the first hour plus £50 per hour after
that plus VAT plus the cost of any specialist contractors or equipment that

may be required.

(Prices correct as at August 2004)
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5.3.1

5.3 Non-Urgent Repairs
(0830 to 1630 hours Monday to Friday only)

a) In the Terminal Building
The contact during office hours is the Airport Duty Manager who will provide a

job number.

b) Outside the Terminal Building
The contact should be the Airport’s Facilities Management Supervisors who
can be reached on (01332) 852958 or 852918 or 852917 .

If you are in any doubt as to who is responsible for the cost of the repair of a
particular problem under your tenancy agreement, concession or lease please
contact Property Services on 01332 852921.

5.4 Requests for consent to alterations

Under NO circumstances should any work be undertaken without the approval
of the Airport Company. Any request should always be put in writing to the
Property Services Department first and accompanied by plans and detailed
specifications.

5.5 Use of Contractors

a) Approved Contractors

The Airport is currently building up a list of approved contractors, the intention
being to provide a choice of contractors for the great majority of types of work.

They will be familiar with the Airport, the approval and working procedures.
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They may also have key staff issued with permanent airside passes thus
avoiding the need for escort in the Restricted Zone. The list will be regularly

updated.

The Airport recommends the use of Approved Contractors at all times and

will, in certain circumstances, insist upon their use.

b) Other Contractors

If you are using your own contractors the Airport would remind you of the ever
increasing responsibility placed on employers and, to a lesser extent, their
employees, by Health and Safety legislation. The onus of responsibility in
regard to any form of building work is very much on the employer/property
occupier, to ensure that any contractors are competent and that the planning
and contract supervision requirements of the Health and Safety At Work Act

etc and other regulations have been fully complied with.

5.6 Approval Procedure

An approved programme of work and procedures, which should include full
details of the proposed works including plans, method statement and risk
assessment from contractors is required. This programme must be submitted
in advance before any permits may be issued. Whenever work is carried out
in the Terminal or on other land or buildings, the following permits will be

necessary depending on the type of work being undertaken.

)] Permit to Work (including hot work, confined spaces etc.)
i) Permit To dig - (this will be necessary where any form of excavation is
carried out)
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6. ALTERATION OF PREMISES

6.1.1

6.1.2

6.1.3

6.1.4

6.1.5

6.1 Procedure to Follow

Subject to lease or concession agreements the Airport may be willing to give
permission for you to make changes to your accommodation but we will need
to approve details of your proposals before any work can begin. In the first
instance you should submit in writing full details of the work you intend to
carry out to Property Services, with a risk assessment and method statement
form. Special consideration is needed to ensure all Asbestos regulations are
complied with. Unless it is clear that the building in question is free from

asbestos, contractors should assume it is present and plan accordingly.

In addition some work may require planning permission from the Local
Authority. If you have any doubts as to whether your proposals will need

planning permission please contact Property Services on extension 2921.

Some lease, concession and tenancy agreements on the Airport site prohibit
alterations to particular buildings. Before undertaking any design work it is
preferable to check with Property Services as to what you can and cannot do

under your agreement.

If you intend to carry out work on any of the Airport’s property or buildings that
will involve the interruption of services e.g. electricity, then you will need a
signed Permit to Work.

If you intend to break any ground on the Airport site you will need a signed
Permit to dig. The airport site is crossed by numerous services, damage to

which can be dangerous as well as disruptive.

east midlands airport
Nottingham - Leicester « Derby www.eastmidiandsairport.com




6.1.6

6.1.7

6.1.8

6.2.1

6.2.2

If during any work you need to use a crane on the Airport site then you may

require a signed C55 form. (Cranes can affect air traffic operations)

It is essential that you or any contractors that you intend to use have the
correct signed paperwork before starting any work on site. If work is being
carried out and you or your contractors are questioned by a member of the
Airport staff and do not to have the correct paperwork then whatever work is

being undertaken will be stopped until the necessary paperwork is complete.

If you need any advice on what forms you will need please contact the

Airports Facilities Management Department on the following extension:

Facilities Manager — 2889

For work in the Terminal — Engineering Manager - 2930

6.2 Starting Work

The Airport will send you written confirmation that you can start work and that
the necessary approvals have been received. You must not start work until
you have been given the go ahead and have the necessary permits. |If

unauthorised works are undertaken you may be asked to reinstate the works.

You must also follow all guidelines laid down by the Airports Facilities
Management Department relating to methods of work and specifications
concerning materials and equipment. You may also have to return some of
the paperwork to the Facilities Management Department once the work has
finished so that the Airport is aware of what work has taken place on the site

and we can update our records.
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6.2.3 To avoid unnecessary work especially for larger projects you should discuss
your plans with Property Services Department in the first instance to ensure

that the changes you propose are acceptable and workable.
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7. SERVICES

7.1.1

7.1.2

7.2.1

7.2.2

7.2.3

7.1 Telecommunications

If you have difficulties with your internal telephones or other services in the
first instance you should contact the Facilities Management Department on
extension 3377 during office hours or Terminal Engineering Department on
extension 2913, outside office hours. Dependant upon the nature of the fault it

may still be a representative of BT that comes to attend the fault.

If you require any additional services or products please contact your local BT
office, or Faciliies Management on 3377 for telephone additions or

alterations.

7.2 Nater

Many of the buildings on the Airport now have a water meter. For those
tenants who are located in multi-occupied buildings the water charge may be

based upon a proportion of the floor area occupied.

The Airport Company and not Severn Trent produce all the invoices relating to

water charges on the Airport.

If you have any problems with your water supply please contact Facilities

Management on extension 2917 or 2918.
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7.3.1

7.3.2

7.4.1

7.4.2

7.3 Gas

The Terminal Building is heated by a gas fired heating system. Although gas

IS now on site it is not yet available to any other buildings.

If you smell gas you should report it immediately to either

a) Facilities Management Department on extensions 2917 or 2918 (normal
working hours) or

b) The Airport Duty Manager Services on extension 2885 (out of hours). Or

¢) The National Emergency Number 24hrs 0800 111 999

7.4 Electricity

The Airport is the electricity supplier to the majority of the buildings on the site.
A large number of the buildings have their own electricity meter. When a
meter is deemed unsuitable the cost of the electricity is based upon the price

per sq/ft.

If you have a problem with your electricity supply, require additional electrical
installations or alterations, please contact the Facilities Management
Department direct on extension 2917, or for occupiers in the Terminal, contact

Terminal Engineering on 2913 or 3218.
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8. PROPERTY INFORMATION

8.1.1

8.1.2

8.1 Expansion and Vacation of Property

At East Midlands Airport we try to provide a broad range of accommodation. If
you need more space please contact the Property Services Department and

we can discuss your requirements.

If you wish to vacate your premises please write to the Property Services
Department in the first instance stating how much space you wish to vacate
so that we can advise you on what action if any can be taken, depending on

the terms of your agreement.
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9. EMPLOYMENT

9.1 Employment Information

9.1.1 For any recruitment needs please contact Dawn Price on ext 2956 our
Employment Network Manager, who can arrange for a free advert to be
placed onto our emarecruitment.com web page, email the advert across three

counties of contacts, or to specific contacts like Connexions (careers offices)

9.1.2 The Employment Network also runs periodical job fairs around the three
counties for employers to attend. A monthly Newsletter is circulated outlining

current work being undertaken on behalf of employers on site.

9.2 Training Information

9.2.1 If your company have any training requirements, and you are not aware of
where to source this from, Dawn Price, Employment Network Manager co-
ordinates the East Midland Airport Skills Academy, consisting of four local
colleges, two training providers and an assortment of private bespoke training
companies.

9.2.2 We have sources of funding for all types of training at Level 1,2 and 3 that is
equivalent to 2 GCSEs, 5 GCSEs, and A Level standard. Most courses are
available to be taught within your own workplace with little or no disruption to
normal activity.

9.2.3 The Skills Academy have a Skills for Life ‘Drop in’ Centre based at Building 34
Project Office, for anyone wishing to brush up on their English and/or Maths.
The ‘Drop in’ Centre is open every Tuesday from 1lam -7pm. There is no
need to book, just drop by. Completely Free of Charge.

9.2.4 The Employment Network Manager has a network of links across the East
Midlands of Local and Central Government Agencies, including Job Centre

Plus, Connexions, Borough and District Regeneration Offices, Education
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9.25

Business Partnerships, Learning and Skills Council, etc. For all your
recruitment, retention and development needs contact Dawn Price,
Employment  Network Manager on 01332 852956 or emall

dawn.price@eastmidlandsairport.com

Once a year the Employer Survey is circulated across site for employers to let
us know the demographics of their workforce. This enables us to plan and
develop new strategies to make recruitment, and the development of your

staff easier.
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10. TELEPHONE NUMBERS

10.1 Property Services Department

Telephone — 01332 852921 Fax — 01332 853202
Commercial ) )

Contracts Jason King Direct Line 01332 852904
Manager

Survevor Ben Perry

Surveyor Daniel Webb

Property

Commercial Lee Bennett Direct Line 01332 852921

Administrator

Ground _ _
Transport Colleen Hempson  Direct Line 01332 852945
Manager

Employment
Network Dawn Price Direct Line 01332 852956

Manager

Planning Direct Line 01332 852916
. Jon Hockley
Advisor
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10.2 Other Telephone Numbers

Airport Duty Manager Landside Ext: 2885

Airside Ext: 2925
Information Desk 08719199000
Manager Airport Services 852905

Terminal Engineering Manager 852957

Facilities Manager 852889
Facilities Management Supervisor (Electrical) 852917
Facilities Management Supervisor (Mechanical) 852918

Facilities Management Supervisor (Civil) 852958

Emergency Services - Ext 3333

Rescue and Fire Fighting Services - Ext 3239
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11. FEEDBACK FORM

Comments on the current Tenants Handbook

| would like the following to be included in the Tenants Handbook

Please return by fax to 01332 853202 or post to:-

Property & Commercial Administrator
East Midlands Airport

Castle Donington

DERBY

DE74 2SA
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