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Diamond Light Source 
General User Guide 

 
USER OFFICE 
The Diamond User Office is located in Diamond House.  This is the first office on the right 
hand side in Diamond House as you enter through the main rotating doors. 
 
Manager:  Sue Judge 
Administrators: Christine Markiw, Andrea Strange and Wendy Collier 
 
The office is open 0830hrs-1700hrs Monday–Friday (open for training 0830hrs-1630hrs 
after which conducted by EHC’s).  Please report to the office before beamtime commences. 
 
Tel: +44 (0) 1235 778571 
Fax: +44 (0) 1235 778719 
email: useroffice@diamond.ac.uk 
 
We will be pleased to assist you with any queries that you have during your visit. 

ID 
Please identify yourself as a Diamond User at Main Gate Reception.  They will direct you to 
the User Office.  All team members must ensure that they have some form of ID since this 
may be required.  A passport, driving licence or university pass will be accepted as ID. 

IT POLICY 
Users are required to abide by the guidelines set out in the IT Policy.  Failure to do so may 
result in the account being disabled and action being taken. 

FED ID AND PASSWORDS 
You must be registered with the User Office to obtain a FED ID and password which will 
remain with you for all future beamtime.  You must bring both your FED ID and password 
with you for beamtime.   It is your responsibility to remember this information.   

PROXIMITY PASS AND CYPHER TAGS 
Proximity passes must be worn by all users for the duration of time spent on site.  You must 
successfully sit the safety test before your pass can be issued.  Passes can be collected on 
arrival at the User Office.  For weekend and out-of-office-hour arrivals, passes will be given 
to you by the Experimental Hall Coordinators. 
 
Proximity passes are now issued in new pass holders called cypher tags.  You must wear your 
proximity card and cypher tag at all times since these record your presence within the 
experimental hall.  This information will be used in the event of an emergency.  You must 
swipe your pass upon entry to the experimental hall.  Swipe entry is also required to gain 
access to Diamond House between 1800hrs and 0800hrs Monday to Friday and at all times 
during the weekend.  In the event of an emergency, you must go straight to the muster point 
under the synchrotron bridge and swipe your cypher tag at the master card reader. 
 
Proximity cards and cypher tags must be returned to the User Office upon departure. 

mailto:useroffice@diamond.ac.uk�
http://www.diamond.ac.uk/dms/UserOffice/IT_POLICY/IT_POLICY.pdf�
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PARKING PERMIT 
A User Parking Permit is available from Main Gate Reception, the User Office or the 
Experimental Hall Coordinators on request.  This will enable you to park your car around the 
synchrotron.  The permit needs to be placed in your windscreen. 

RIDGEWAY HOUSE 
Check-in is from 1400hrs on day of arrival; check-out before 1000hrs on day of departure.  
Breakfast is served between 0730hrs and 0930hrs daily. Any telephone calls made from 
Ridgeway House must be settled by yourself on departure. 

TRANSPORT 
If you are arriving at Didcot Parkway during normal working hours or Saturdays, you will be 
expected to use the X32 bus service from the station to Diamond.  If you are carrying heavy 
equipment or there are at least three experimenters travelling together, a taxi can 
be arranged.  Please contact the User Office in advance so they can make the booking.  
Users must not automatically use the taxi service without prior arrangement.  Claims for 
unauthorized taxi fares will be rejected. 

HEALTH AND SAFETY VIDEO AND TEST 
The 15-minute Diamond Safety video and safety test are now available online via the usernet.  
The results of your test are directly fed back to the User Office.  You will be notified by 
the User Office prior to your beamtime whether you need to take your safety test. You 
must pass the test before your proximity card will be enabled for access to the 
experimental hall.  Once you have passed the test, it remains valid for a period of 6 months. 
 
Safety Information Sheet and Local Rules: We draw your attention to the separate safety 
booklet.  You must read these prior to your visit. 
 
Smoking: The Company operates a no smoking policy.  All buildings under its control have 
been designated no smoking areas.  When smoking outside, you are required to use the bins 
provided to dispose of cigarettes etc to avoid fire risk and to maintain the tidiness of the 
site.  Users are reminded that smoking is not permitted in any building on site. 
 
Out of Hours Working: If you are planning to work at the beamline alone or overnight, you 
must inform the Experimental Hall Coordinators.  This is especially important if you will be 
working alone since we must comply with Health and Safety lone working requirements.  In 
the event of any problems, you should contact the Experimental Hall Coordinators on x8787.  
They will have information on the call-out procedure for each beamline. 

LEAVING THE BEAMLINE 
If you leave the experimental hall during the hours of 1800hrs and 0800hrs you must inform 
the Experimental Hall Coordinators on x8787.  

EXPERIMENTAL HALL COORDINATORS 
A team of Experimental Hall Coordinators cover the 24 hour shift and should be your first 
point of contact on extension 8787. 

http://www.thames-travel.co.uk/busx32/busx32.htm�
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CONTACT NUMBERS 
Exp Hall 
Coordinators:  

01235 778787 Control Room:  01235 778899 

Security:  01235 445545 Reception: 01235 448900 
Ridgeway House:  01235 445500 Emergency – 

Fire/Medical: 
2222 

 
Beamlines 
Beamline I02 01235 778706 Beamline I03 01235 778707 
Beamline I04 01235 778708 Beamline I04.1 01235 778979 
Beamline I06 01235 778709; 

01235 778714 
Beamline I07 01235 778201 

Beamline I11 01235 778906 Beamline I12 01235 778375 
Beamline I15 01235 778710 Beamline B16 01235 778917 
Beamline I16 01235 778711 Beamline B18 01235 778695 
Beamline I18 01235 778712 Beamline I19 01235 778418; 

01235 778479 
Beamline I20 01235 778411 Beamline B22 01235 778683 
Beamline I22 01235 778713 or 

01235 778617 
Beamline B23 01235 778889 

Beamline I24 01235 778950   
 
Safety Team 
Guy Thomas 01235 778140  

07827 283567 
Ian Spencer 01235 778519 or 

07770 544302 
Stephen Moore 01235 778251   

MEALS 
Breakfast 
A full range of breakfasts are available at Ridgeway House for all users booked into that 
accommodation.  Breakfast is served between the hours of 0730hrs and 0930hrs at both 
Ridgeway House and the onsite R22 restaurant.  Users not staying at Ridgeway House can 
obtain breakfast at the onsite restaurant.  Information on the Restaurant opening hours are 
displayed at the beamline. 
 
Lunch and Dinner 
The onsite restaurant is located in R22, adjacent to Diamond House.  Please refer to the 
User Information pack displayed at the beamline for restaurant opening hours. 
 
Dinner 
Evening meals are served in the onsite Restaurant.  Please refer to the User Information 
pack displayed at the beamline for specific opening hours. 
 
If you are staying over a weekend special arrangements may need to be put in place.  The 
User Office will inform you about this if it is relevant for your visit. 
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CASHLESS 
All users who have been identified to receive subsistence for the visit will be eligible for 
cashless vending during their stay.  Each user’s proximity card will be loaded with “money” 
which can be used to obtain food in the restaurant or snacks from the vending machines for 
the duration of their beamtime.  The amount of credit on each card will depend on the 
duration of the visit.  Note: Non-food items such as newspapers, off-the-shelf 
pharmaceuticals and greetings cards cannot be purchased and will not be accepted by the 
restaurant using the cashless option.  Payment for such items will be required in cash. 

SNACKS/DRINKS 
Synchrotron Kitchens: Kitchen facilities are located on the first floor of the synchrotron, 
currently in Zones 3, 7 and 11.  Tea and coffee making facilities (free of charge) are 
available here as well as vending machines.  Your proximity cards can be used at the vending 
machines to obtain snacks.  Rest rooms are located next door to each of the kitchens and 
provide a place for you to take a rest.  Any faults with the vending machines should be 
reported to Soft Facilities Helpdesk on 01235 778500. 

TELEPHONES 
Telephones are located in each of the beamline cabins for business-related calls only.  
Personal calls should be made using either your mobile phone or from one of the pay phones 
located on site.  The nearest payphone is located in the restaurant lobby.  You will be liable 
to pay for any telephone calls made from Ridgeway House. 

SITE FACILITIES 
During your stay you will also have access to the following: 
 
ATM: there is a 24-hour no-fee cashpoint machine in the R22 coffee lounge.  
Dry Cleaning: A dry cleaning services is available.  Please enquire at the R22 Restaurant. 
 
Further facilities are available on the Harwell site campus for users staying for longer 
periods.  Please contact the User Office to find out more about these. 

CLAIMS 
Users eligible for expenses must collect a Claim form from the User Office prior to 
departure.  Users eligible for subsistence must submit their claims no later than three 
months after the end of beamtime.  Out of date claims will be rejected. 

SAMPLE DESPATCH 
Sample Despatch Forms are located at the beamline and must be completed prior to leaving 
site.  Forms can also be requested from the Experimental Hall Coordinators or downloaded 
from the Usernet. 

CHECKOUT PROCEDURE 
Please refer to the checkout procedure contained at the end of this booklet to ensure that 
the Checkout procedures take minimum time at the end of your experiment. 
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DIAMOND LIGHT SOURCE 
 

CHECK OUT PROCEDURE 
 

When leaving Diamond please complete the necessary procedures at the User Office. The office 
is open from 0830hrs to 1700hrs Monday to Friday.  
 
Check out from Ridgeway House 
 
On your day of departure, please check out of Ridgeway House by 1000hrs and leave your room 
keys with reception there.  Luggage can be stored at Ridgeway House after checkout. 
 

Check out from Diamond Light Source 
 
Before leaving the beamline: 
 

1. Your sample must be safely repackaged and taken away with you.  If you need to arrange 
shipment of your sample, please complete a Despatch/Collection Request Form (available 
from the Usernet, at the beamline or from the Experimental Hall Coordinators) 

2. The End of Experiment Feedback form must be completed by the Principal Investigator 
or Alternative Contact after beamtime.  The form is available online via the “Historic 
Visits” screen of the Usernet. 

 
Before leaving Diamond House: 
 
Please deposit the following items in the User Office postbox prior to departure: 
 

1. Proximity cards and cypher tags 
2. User Satisfaction Survey 

 

Claims 
Claims forms are available on request from the User Office.  Claims must be submitted within 
three months of your beamtime.  Out of date claims will be rejected. 
 

Experimental Reports 
 
You are reminded that an Experimental Report must be submitted by the Principal Investigator to 
the Diamond User Office within six months of the completion of your experiment.  Future 
beamtime proposals may not be considered otherwise. 
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Statement of Policy  

Information Technology Policy for Facility Users  

Facility users must abide by the guidelines set out in this document, failure to do so could result in the 
account being disabled and action being taken.  

Connection of computer equipment and installation of additional software can only be carried out once 
authorisation has been approved by the IT Help Desk. Failure to do so may lead to major networking 
problems, which in turn could lead to the loss of all Diamond IT services, including e-mail and the Internet.  

Facility users should be aware that under the Computer Misuse Act 1990, an offence is committed if an 
individual uses a system which they are not authorised to use, even if no physical or system security is 
breached.  

Diamond Light Source uses monitoring/filtering software to review Internet usage and to filter use of 
inappropriate web sites. Random checks will be made periodically. If usage by any Facility user appears to 
breach any of these rules they could be the subject to action being taken.  

General Rules for all Diamond Light Source systems  

• Do not use system accounts unless you are the designated Facility user  
• Do not access or attempt to access somebody else's account or let anyone else use yours.   
• Do keep your password secure - avoid writing it down.  
• Do consider confidentiality and use the most appropriate communication mechanism.  
• Observe normal standards of usage, etiquette and privacy. The company considers e-mail to be the 

equivalent to formal letters.   
• Do not view or transmit anything that could be perceived as offensive by others including pornographic, 

racist or sexist material.   
• Do use only licensed and approved software.   
• Do not install or download software without consulting the IT Help Desk.   
• Do not waste employee effort or networking resources deliberately (or otherwise) by corrupting data, 

disrupting the work of others or introducing viruses.   
• Do consider password-protecting files of a sensitive nature.   
• Do lock your screen if you leave your desk unattended.   
• Do log off at the end of your working day.  
• Do log off and shutdown your PC before leaving for the week-end.   

 
Internet Usage 

• Only software for business use should be downloaded from the Internet. 
• All downloaded files must be checked for viruses. 
• You must ensure that no software copyright licences are breached. 
• Do not volunteer your password if a web site asks for it. 
• Do not access any material or sites that could be perceived as offensive by others. 
• Do not engage in activities which waste staff effort or networked resources, e.g. use of chat rooms, 

downloading of music or video files. 
 
Laptops  

• Your laptop must not be connected via a network cable to the Diamond office or beamline network. You 
can, however, make full use of the Diamond wireless visitor network. If you require assistance connecting 
to this network, please contact the IT Helpdesk on 8271.  

• ESSENTIAL: It is your responsibility to ensure that you have anti-virus software and that it is kept up-to-
date. You must not connect to the Diamond wireless visitors’ network without this in place.  

• Do not leave your laptop in an unattended place.  If you require a lock to secure your laptop, please 
contact the IT Helpdesk.  

• Loss or damage of a laptop or any other equipment must be immediately reported to the relevant 
Principal Beamline Scientist.   

• Diamond reserves the right to seek recovery for any loss attributable to the Facility user's negligence.   
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Computer Viruses  

Computer viruses can pose a real threat to the company's business. The company has a series of measure 
to safeguard its computer systems. Virus checkers scan all incoming e-mails and any files written to local 
disks.  If you need an up to date virus checker, please contact the IT Helpdesk before commencing work.  

• Do check any disks and CDs to be used on company computer equipment for viruses.   
• Do make sure you update the virus checking software on any computer you are responsible for.  
• If the computer displays any unusual symptoms, leave the PC as it is and get contact the IT Help Desk.   
• Do not ignore any virus warnings and do not disable any virus checking software.   
• Do not allow unsupervised access by third parties to your system (or through your system) to the 

computer network.  
 
Access to accounts in the absence of the account holder  

In exceptional circumstances it may be necessary to access systems accounts such as e-mail, data files, 
etc. in the absence of the account holder e.g. if the account holder is sick, is unavailable or not contactable 
to access working files/e-mails. Where at all possible the permission of the account holder will normally be 
sought before accessing the account.  

In these instances permission from the relevant Principal Beamline Scientist should be sought, these will in 
turn authorise a nominated company officer to access the account. 

Private use of Diamond’s IT systems  

We do not wish to prevent the use of IT systems for personal use provided the time involved is not 
excessive, does not count as, or interfere with, beam time, and its use is not illegal or inappropriate. We are 
not seeking to stop communications between individuals if that leads to better working relationships.  

Examples of acceptable use include:  

• Accessing your personal e-mail account at your home establishment.  
• Checking travel arrangements via the internet  
 
Examples of inappropriate use include:  

• Sending material that is likely to bring the company in to disrepute;   
• Sending material that the recipient perceives as being unacceptable e.g. offensive, sexist or racist; 

pornographic material;   
• Sending material that can be perceived as being politically inspired e.g. espousing a political cause or 

attacking a political party’s policies based on a personal belief;  
• Sending material that leads to the belief that you are conducting a personal business enterprise using the 

company’s resources and in the company’s time  
• Use of chat rooms  
 
This is not an exhaustive list. If in doubt seek the guidance of the relevant Principal Beamline Scientist before 
using the company’s IT system. Inappropriate use can lead to formal action including disciplinary action 
being taken.  

Further details can be found on the following links and users are advised that they should read these: 

Guide to Information Technology Privacy and Security  

Network Acceptable Use Policy  

Janet Acceptable Use Policy 

Last Revision Date: January 2010 

Password Registration and Reset Web Page  

http://www-internal.clrc.ac.uk/staff/computing/security/index.html�
http://www-internal.clrc.ac.uk/staff/notices/clrc_notices/1996/n96_26.html�
http://www.ja.net/company/policies/janet-aup.html�
https://access.stfc.ac.uk/�
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1. General 

Travel & Subsistence 

This document is provided as a guideline for the Travel & Subsistence (T&S) arrangements available to 
users when undertaking experiments at Diamond Light Source.  This is primarily applicable to users 
who are eligible for funding.  

This document is subject to change and users should check the guidelines before their visit.   

2. Expenditure 
The following table summarises the position with regard to T&S. 

 User Criteria Travel Accommodation 
& Food 

R
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ed
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se
rs

 w
ith

 S
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ed
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ed
 B

ea
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tim
e 

U
K

 b
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ed
 Academic 

                      
Working with non-UK or EU based 
Principal Investigator. 

           
          X 

       

           

N
on

-U
K

 b
as

ed
 

EU led experiment where the majority 
of the team are from the EU. 

Life Science experiments on I22 or 
MX beamlines.   

                                      
Diamond to claim directly from 

BIOSTRUCT-X project. 

EU led experiment where the majority 
of the team are from the EU. 

Physical Science experiments or Life 
Science work on other beamlines. 

           

           X                          X 

 
Contact Diamond User Office. 

Working with a UK based Principal 
Investigator 

           
          X 

       

           
Working with a non-UK or EU based 
Principal Investigator.              X             X 

In
du

st
ri

al
  Non-proprietary beamtime or beamtime 

associated with an academic 
experiment. 

                         

Proprietary beamtime X X 

 



User 
Office 

 Doc No: SCI-USO-PRC-0008 
Issue: 19 
Date: 07/03/2012 
Page: 2 of 5 

 

 

2.1 General 
• Claims will be accepted for approved beam time only.   

• Up to three members of a team will be eligible for support.  We will cover four users for 
complex experiments or to ensure safety is not compromised.  Please request this on the online 
notification form. 

• Travel costs for journeys between the home institution and Diamond Light Source, at the start 
and end of each experimental run, will be reimbursed by the most economical route.  Please read the 
travel section carefully and note the restriction of car travel. 

• Claims for food taken on the journey are not allowed. 

• Claims are only settled for users who are registered on the visit for which the claim has been 
submitted. It is the responsibility of the Principal Investigator to ensure that all Co-Investigators are 
registered.  

• Claims cannot be paid to any third party, e.g. home establishment.  In this instance an invoice 
should be raised to which receipts should be attached.  All documentation should be sent for the 
attention of the Diamond User Office who will process payment.  It is important that the invoice 
references the beamtime visit and has the names of the users for which the costs were incurred.  It 
should be sent as soon as possible after beamtime and no later than 3 months. 

 
Additional Notes for Block Allocation Groups (BAGs): 

• When several groups are sharing shifts in 1 experimental visit then Diamond Light Source will 
reimburse travel costs for 3 people from each group.  If accommodation is required then 
Diamond Light Source will only cover the cost of 3 rooms on the night before and the night of 
the experiment. 

• Dewar shipping costs will only be reimbursed by Diamond Light Source for beamtime taken 
remotely.  The Team Leader for that beamtime should submit a claims form to Diamond Light 
if costs were incurred directly or arrange for their establishment to raise an invoice to send to 
Diamond Light Source. 
 

 

Claims must be submitted online no later than three months after the end of 
beamtime. After this time the visit will be unavailable to claim against. 

 
2.2 Accommodation 
An on-site Guest House is available for users with beamtime allocation and will include breakfast. This 
should be booked in advance through the User Office when completing the notification forms.  
Accommodation will be available for the duration of beamtime time plus up to 2 additional days to aid 
setup & collation of results. Users must request the additional day when completing the online 
notification form. 
 
Diamond Light Source will pay the Guest House directly for users eligible for funding. Users not 
eligible for funding will be required to settle their bill directly upon departure with the Guest House.  
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Cancellations, users should cancel accommodation through the User Office at least 1 week before 
scheduled beamtime. We ask establishments to work with us to avoid payment of unwanted 
accommodation.  If scheduled beamtime is cancelled due to problems with the synchrotron then the 
User Office will be responsible for cancelling accommodation. 
 
2.3 Meals 
Diamond Light Source will load cash directly onto user access cards to cover these costs.  Breakfast is 
available at the Guest House (for those staying) or at the onsite restaurant with lunch and evening meals 
also being available at the onsite restaurant.  Diamond Light Source will not reimburse any claims for 
food costs except when the card system has not been working, in this case receipts must be provided. 
 
2.4 Travel  

Reimbursement of travel expenses will be made on the basis of the second class train fare, car 
travel or the appropriate APEX air fare.  
 
IMPORTANT:  Preference must be shown for the most economical means of transport.  Car 
mileage/hire cars will only be paid if it is more economical then standard class rail travel and 
groups should travel together.   This is particularly the case for long distance journeys.  Multiple 
reimbursements of car costs for a beamtime visit are at the discretion of Diamond Light Source.  

• Train travel: 
 users should book this directly and plan to arrive at Didcot Parkway Station. Please 

note that only standard class rail travel will be reimbursed. 

• Air travel: 
 most economical air fare (up to APEX) travel 
 users should refer to the table overleaf for UK airports which have a cost efficient 

transfer to Diamond. 
 users should plan to arrive at Didcot Parkway Station 

• Claims for mileage: 
 users should detail each trip as an individual item on their claim form. 
 reimbursement will be calculated at 45p per mile. 

• Hire cars: 

 should be booked through the establishment and they must send an invoice to Diamond 
Light Source within 3 months.  Users may only claim for the hire charge & the fuel 
expended. The option of one-way hire should be considered if relevant.  In order to 
make the use of hire cars cost-effective, all team members must travel together.   

• Taxis : 
 users should request taxis in advance via the User Office. The User Office will arrange 

an open booking with a local taxi firm and pay for it directly. Users should give their 
name to the taxi driver, state their destination and tell them it is an open booking. 
Please note, in daytime hours users are expected to use the local bus service from 
Didcot Parkway Station unless they have heavy experimental equipment. 

 If users do not request a taxi booking and then submit a claim for the taxi fare then 
Diamond Light Source will reduce the claim to the cost that it would have incurred. 
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• Buses: 
 Buses are available from Didcot Parkway Station to the Harwell Campus.  Buses 

should be used during the day both in the week and at week-ends. 
 

• Bicycle:  
 this will be reimbursed at 20p per mile. 

Claims must

 

 be accompanied by copies of travel vouchers, car hire agreements, petrol receipts etc and 
VAT receipts should be obtained where possible.  Claims should be presented in chronological order so 
that the journey can be followed.  Claims which are completed incorrectly will be rejected. 

Preference must be shown for the most economical means of transport for the entire journey and this 
may change if a group of users travel together.  Users are asked to determine transfer costs from 
airports not given below before booking flights since some are considerable. 
 
A summary is given below; please refer to the relevant website to find out cost details and the best 
travel option for your journey. 
 

 Arrival 
Time 

What to do What we 
pay 

Didcot 
Parkway 
Station 

8am – 6pm  Catch the No. 32 bus to Wantage, stop required Harwell IBC 
http://www.thames-travel.co.uk/busx32/busx32.htm 

 

 

 6pm – 8am  Taxis must be arranged through the User Office since a better rate 
can be obtained.  It will be paid directly by Diamond.   

Heathrow 
Airport 

Early 
morning to 
late evening 

Reading-Heathrow RailAir Coach.  
Train to Didcot Parkway.  
- Coach every 20 mins, travel time 45mins. 
- Train every 10mins, travel time 15mins. 
http://www.railair.com/ 

 
 

 

 Early 
morning to 
late evening 

The Airline Oxford bus.  
Train to Didcot Parkway. 
- Bus every 30 mins, travel time 1hr 20mins. 
- Train every 10mins, travel time 15mins. 
http://www.oxfordbus.co.uk/ 

 
 

 

  Taxi to be booked directly by Diamond User Office. More than 2 
travelling 

http://www.thames-travel.co.uk/busx32/busx32.htm�
http://www.railair.com/�
http://www.oxfordbus.co.uk/�


User 
Office 

 Doc No: SCI-USO-PRC-0008 
Issue: 19 
Date: 07/03/2012 
Page: 5 of 5 

 

 

 

Gatwick Constant Gatwick Airport to Reading Train.  
Train to Didcot Parkway.  
- Direct train every hour, travel time 1hr 20mins 
- Train every 10mins, travel time 15mins. 
www.oxfordbus.co.uk/  

 
 

 Early morning 
to late evening 

Oxford bus.  
Train to Didcot Parkway. 
- Bus every hour, travel time 2-2.5 hrs. 
- Train every 10mins, travel time 15mins. 
www.oxfordbus.co.uk/  

 
 

 

  Taxi to be booked directly by Diamond User Office. More than 2 
travelling 

Birmingham Early morning 
to late evening 

Birmingham International to Oxford train.  Train to 
Didcot Parkway. 
- Direct train every hour, travel time 1hr 45mins 
- Train every 10mins, travel time 15mins. 
www.oxfordbus.co.uk/ 

 
 

 

Bristol Early morning 
to late evening 

Express coach to Bristol Temple Meads. Train to Didcot 
Parkway. 
- Coach every 20 mins, travel time 30 mins 
- Direct train every 30 mins, travel time 1hr 
www.bristolairport.co.uk 
www.nationalrail.co.uk 

 
 

 

Southampton Early morning 
to late evening 

Southampton Airport to Reading train. Train to Didcot 
Parkway. 
- Direct train every hour, travel time 1 hr 
- Train every 10mins, travel time 15mins. 
www.nationalrail.co.uk 

 
 

 

 

3. Reimbursement 
Users should submit their claims via the online claims system.   
 
Reimbursement of claims will only be processed when:  

• all proof of expenditure

• the Principal Investigator or Team Leader has completed and returned the End of Experiment 
Feedback form and all proximity passes to the User Office. 

 is scanned and attached to the claim 

 
Expenses will be paid directly into the users’ bank account. 

http://www.oxfordbus.co.uk/�
http://www.oxfordbus.co.uk/�
http://www.oxfordbus.co.uk/�
http://www.nationalexpress.co.uk/�
http://www.nationalrail.co.uk/�
http://www.nationalrail.co.uk/�


Welcome to Diamond Light Source Ltd 
General Safety Information 
 You are required to wear an identity badge at all times and 

return it to the User Office on departure. 
 Once you have passed the Safety Test, you will be 

escorted from Diamond House by your Diamond Local 
Contact. 

 You will undertake a beamline induction prior to beginning 
your experiment.  Responsibility for your experiment rests 
with the Principal Investigator or nominated deputy. 

 You are advised that chemical, electrical, mechanical, 
biological and other hazards exist on the site. 

 While on site you must do nothing to put yourself, visitors, 
staff or other users at risk. 

 Please do not enter restricted areas or handle materials 
and equipment without authorisation. 

 Smoking is not permitted except outside in designated 
areas. 

 Appropriate footwear and clothing should be worn on the 
experimental hall floor (not flip flops). 

 If assistance is required contact the Experimental Hall 
Coordinator in the first instance. 

 
FIRE – Alarm sounds inside the building affected.  Leave building 
immediately by the nearest exit and report to assembly point. 
SITE EMERGENCY – Klaxon horns sound outside buildings.  
Remain in or enter the nearest main building. 
FIRE BRIGADE or AMBULANCE – Ring 2222 from any site 
telephone. 

 
 
 
 
 

Additional Information for Users:- 
 Whilst on site you must wear the recommended protective 
equipment for the area in which you are working. 
 The Experimental Hall Coordinators have the authority to stop 
an experiment if they feel that it’s necessary. 
 
PLEASE 
 Observe the speed limit, Highway Code and park vehicles 
sensibly in approved places. 
 Know the location of your nearest fire exit door, break glass and 
assembly point. 
 Understand and obey relevant safety signs and barriers. 
 Ensure lights, matches and cigarettes are properly extinguished. 
 Conduct a visual examination of all electrical equipment to 
ensure it is safe before you use it. 
 Be alert to the possibility of unsafe conditions or practices, e.g. 
lighting, ventilation, obstructed corridors or workshops etc, and tell 
your supervisor. 
 Dispose of all waste appropriately. Consult the Experimental 
Hall Coordinator if in doubt. 
 DO NOT dispose of liquid nitrogen down drains – allow to boil 
off in fume cupboards or pour on to gravel surfaces in outside 
areas. 
 DO NOT eat or drink in the laboratories or on the experimental 
hall floor.  Some snacks and drinks are allowed in Control Cabins. 
 DO NOT enter confined spaces without a permit. 
 DO NOT attempt to lift potentially heavy items, unless you are 
confident it is within your capability and can be done in a safe 
manner. 
 DO NOT tamper with electrical power supplies unless you are 
qualified and authorised to do so. 
 DO NOT start any work unless you fully understand the safety 
requirements. If in doubt, ASK. 
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Diamond Light Source 
 
 

Local Rules for the Protection of Persons from 
Ionising Radiations 

 
 

Beamlines & Experimental Hall Floor 
 
 
 
 

Prepared by Paul Bonner Frances Burge and Richard Doull 
 
These Local Rules are important for your safety and well being.  All Diamond Light Source 
personnel, users, visitors and contractors must follow these Local Rules whilst working in 
the Diamond Controlled and Supervised Radiation Areas.  Disciplinary action will be taken 
against anyone found tampering with the Personnel Safety System or radiation shielding 
or deliberately failing to follow an effective search procedure.   
 
These Local Rules will be reviewed annually or whenever significant changes are required.  
 
This issue of the Beamlines Local Rules supersedes all previous issues.  
 

 
10th February 2012 
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1.   Introduction 
 
1.1 These Local Rules are a requirement of Regulation 17 (1) of the Ionising Radiations 

Regulations 1999 (IRR99) and they set out the key arrangements for restricting 
radiation exposure at the Diamond beamlines.  They define the principles and 
working procedures to be adopted to ensure safe operation of the Diamond Light 
Source (DLS) beamlines.  All Diamond Light Source staff and Users working in the 
Beamline Controlled or Supervised Radiation Areas must read these Local Rules 
before entering those areas covered by these Rules.  All persons supervising 
contractors or guiding visitors in the Controlled or Supervised Radiation Areas must 
ensure that they are familiar with and obey the access conditions described in 
section 7. 

 
1.2 Separate Local Rules are available for the DLS Controlled Radiation Areas not 

covered by this document, and links to these documents will be found on the Health 
Physics area of the Diamond Intranet.  Written procedures are provided where 
appropriate for all Supervised Radiation Areas not covered by this document. 

 
1.3   These rules cover beamline commissioning and operation.   
 
1.4  A glossary of Health Physics terms used in this document can be found on the 

Health Physics intranet page.  
 

2.   Radiation Safety Organisation and Responsibilities 
 
2.1 The Chief Executive Officer of DLS Ltd has overall responsibility for the health and 

safety of all staff, users, contractors and visitors at Diamond Light Source.  The 
CEO may delegate authority for certain health and safety functions to other people, 
however, he may not delegate his responsibility.  Safety responsibility then devolves 
down the management and supervisory chains. 

 
2.2  A Radiation Protection Adviser (RPA) has been appointed under Regulation 13 of 

the IRR99.  The RPA has been provided with appropriate terms of reference.  DLS 
is obliged to consult the RPA on those matters which are specified in Regulation 
13(1) and Schedule 5 of IRR99.  The RPA’s name is listed in Appendix 1. 

 
2.3  In these Local Rules, the term ‘the Science Director’ refers to the Life Sciences 

Director for Life Science beamlines and the Physical Sciences Director for Physical 
Science beamlines.  The appropriate Science Director will authorise each 
successive phase of the commissioning for the beamlines, having received 
appropriate confirmation of the functioning of the PSS (Personnel Safety System), 
the integrity of the shielding, and that all appropriate procedures are in place.  
Names of the Science Directors are given in Appendix 1.   
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2.4  The Head of the Health Physics Group has responsibility for overseeing all aspects 
of radiation safety.  For those matters specified in Regulation 13(1) and Schedule 5 
of IRR99, the Head of the Health Physics Group must consult with the RPA.  The 
name of the Head of the Health Physics Group is given in Appendix 1.   

  
2.5  Radiation Protection Supervisors (RPSs) have been appointed by the Science 

Director under Regulation 17 (4) of the IRR99.  They are responsible for ensuring 
compliance with the Local Rules and have been given appropriate terms of 
reference.  The Experimental Hall Coordinators have been appointed RPSs for the 
beamlines and their names and contact details are given in Appendix 1.  

 
2.6  The Principal Personnel Safety Engineer (PPSE) is responsible for the design, 

commissioning, routine testing and modification of the beamlines’ Personnel Safety 
System (PSS) as described in Section 6 and TDI-HP-GEN-REP-0013. 

 
2.7  The Principal Beamline Scientist (PBS) has overall responsibility for the safe 

commissioning and operation of their beamline(s) and all associated equipment. 
This includes:  
• Ensuring that the port shutter is not opened at larger currents and higher 

magnetic field than the limits supplied by the RPA. 
• Ensuring that the procedures defined in the Local Rules and relevant Method 

Statements are followed. 
• Reviewing risk assessments submitted by Users. 
• Ensuring that all necessary safety equipment is supplied, including portable 

X-ray monitors at main entrances to all hutches. 
• Ensuring that any emergency exits are free from obstruction. 
• Before the start of each User’s beam time, ensuring that an effective search of 

the hutch can be performed and that all warning signs and lights are operational.  
• Ensuring that all Users have been given suitable training and are competent to 

work on the beamline. 
  
2.8  The Experimental Hall Manager is responsible for all operational aspects of safety 

in the Experimental Hall area.  They must be informed of the intention to undertake 
hazardous operations within the DLS Experimental Areas, and have been 
authorised by the Science Director to halt any operation which they consider 
hazardous to personnel or equipment.  The Experimental Hall Manager’s name is 
given in Appendix 1. 

 

3.  Dose Investigation Level 
 
3.1  If the dose recorded by any DLS employee exceeds 0.8 milliSieverts for the first 

time in any calendar year, the Head of the Health Physics Group will initiate a 
formal investigation to make sure that exposure is being restricted as far as is 
reasonably practicable.  The RPA must be consulted about this investigation.  
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3.2  If there is evidence to suggest that the dose received by any DLS employee may 
reach the investigation level before the end of the calendar year, the Head of the 
Health Physics Group will initiate a review of working conditions with the aim of 
restricting further exposure before the investigation level is reached. 

 

4.   Areas to Which These Rules Apply 
 
4.1  These Local Rules apply within all the Controlled and Supervised Radiation Areas 

listed in Appendix 2.  The designation of each area is shown at each entrance into 
the area. 

   

5.   Shielding 
 
5.1 The beamlines have been installed within interlocked shielded hutches.  Some 

beamlines also make use of shielded transfer pipes between hutches.  On some 
beamlines, the energy of the beam is sufficiently low that shielded hutches are not 
required.  On these beamlines, the vacuum vessel forms the radiation shielding 
provided that the vacuum is maintained at the required pressure.  These beamlines 
are under vacuum PSS.  The PSS will close the beamline shutters if the pressure 
rises above a pre-determined level.  The Health Physics Group will verify that the 
shielding is adequate by performing frequent radiation surveys.  Once the 
equipment is operating normally, surveys will be performed on a 6 monthly basis.   
This period will be subject to review.   

 
5.2  All removable radiation shielding and beamline components which have a radiation 

safety function, e.g. shutters and bremsstrahlung collimators, are subject to 
configuration control using a radiation PTW based on the DLS PTW procedure 
HAS-PRC-0005.  All such shielding and components or its covers will be painted 
yellow or provided with suitable signs to indicate that it is subject to configuration 
control, and that a Permit to Work issued by the RPS is required in order to 
disassemble the shielding or change or remove the components.  The RPS will 
keep a register of all shielding and components which are subject to configuration 
control.  User labyrinths are under PSS Fortress key control rather than 
configuration control – the beamline is disabled if the User labyrinth key is not in its 
key press.  

 
5.3  Any changes to radiation shielding or radiation safety critical components, whether 

intended to be permanent or temporary, must be carried out under a radiation 
Permit to Work issued by the RPS.   

 
5.4  For temporary changes to radiation shielding which has been designed and 

constructed to fit only in the correct manner, the RPS will visually confirm that the 
shielding has been returned to its original configuration before cancelling the permit.  
All other shielding must be surveyed by the Health Physics Group before the permit 
can be cancelled. 

 
5.5  Permanent changes to radiation shielding and radiation safety critical components, 

or installation of new shielding, must be approved in advance by the RPA.  The 
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changes must be implemented under a PTW issued by the RPS.  The shielding or 
changed components must be surveyed by the Health Physics Group before the 
permit can be cancelled.  

 
5.6  Where a survey is mandatory before a PTW can be cancelled, it is permitted to 

open the shutter specifically for the survey whilst the RPS and a member of the 
Health Physics Group are present.  

 

6.   Personnel Safety System (PSS) 
 
6.1  It is probable that any person left in a hutch whilst the beam is on would suffer 

serious detriment to their health.  A PSS is provided in all the hutches to ensure that 
people cannot be present in the hutches whilst the beam is about to be or is 
switched on in that hutch.  The procedures for design and modification of a PSS is 
described in TDI-HP-GEN-REP-0013.  This document should be considered as part 
of the Local Rules. 

 
6.2  Disciplinary action will be taken against any person tampering (i.e. altering or 

interfering in an unauthorised or improper manner) with any part of the PSS. 
 
6.3 Disciplinary action will be taken against any person deliberately not 

performing a search of any hutch in the correct manner. 
 
6.4 Deliberately locking a person inside an interlocked hutch is forbidden except 

for the purpose of checking the crash out mechanisms and PSS (including 
emergency beam off buttons).  These checks must be done under a PSS 
Permit to Work defined by the Principal Personnel Safety Engineer (PPSE) 
who will specify adequate hardware precautions to ensure that the beam 
cannot be activated in that hutch during the work. 

 
6.5  The local RPSs are responsible for ensuring that an effective search pattern is 

maintained within the beamline hutches.  Searchers must report to the RPS for the 
area any specific problems immediately for rectification.  

 
6.6  Anybody noticing any fault or problem with the PSS for any beamline must not enter 

the hutch, and report to the Operations Shift Leader and PPSE as soon as possible. 
 
6.7  Beamline users must not allow beam into the hutch if they are aware of any fault or 

problem with the PSS which would compromise the effectiveness of the search in 
excluding people from the area.  

 

7.   Access / Working Instructions 
 
7.1  All staff, Users and contractors entering the Controlled & Supervised Radiation 

Areas covered by these Local Rules are required to attend a Health Physics training 
session dealing with the radiation hazards present around the beamlines and the 
contents of these Local Rules.  
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7.2  All staff, Users and contractors are required to obey all safety signs displayed at the 
doors of and inside the hutches. 

 
7.3  General access to any commissioned, operational hutch is only permitted when the 

annunciator outside the door reads “Open”.  Personnel not performing a search 
must not attempt to enter a hutch when it is in the process of being searched, 
shown as “Restricted” on the annunciator.  Only those personnel trained in 
operation of the beamline may initiate an entry to the hutch once it has been 
searched, shown as “Standby” or “Beam on” on the annunciator.  Entries under 
these conditions will ‘break the search’, returning the annunciator to “Open”, and 
another search will be required before operation can resume. 

 
7.4  A portable X-ray monitor will be located at each main entrance to all hutches.  After 

breaking the search on an interlocked hutch, the first person entering the hutch 
must take this monitor with them, ensuring that it is switched on, and use it to check 
their work area.  

 
7.5  The Ionising Radiations Regulations only allow two methods for access to 

Controlled Radiation Areas.  Personnel must either be classified radiation workers, 
or must enter the area under a Written System of Work.  

 
7.6  Classified Workers 
 
7.6.1 All classified radiation workers employed by DLS are issued with personal 

dosimeters.  These dosimeters should be worn for the period indicated on the 
dosimeter.  Classified workers in the employment of another radiation employer 
who are visiting DLS (other than as outside workers) will have appropriate 
dosimetry issued by their employer.  Classified workers must wear their dosimeters 
at any time that they enter any DLS Controlled or Supervised Radiation Areas.  All 
classified workers employed by DLS will receive training in radiation safety before 
commencing work with radiation. 

 
7.6.2 Classified workers have a duty of care to their dosimeter – information on use and 

care of dosimeters is provided to all workers when they become classified workers – 
see the DLS Health Physics leaflet “Wear Your Dosimeter” available via the Health 
physics pages of the Diamond Intranet. 

 
7.7 Non-classified Workers 
 
7.7.1 All non-classified workers must enter the Controlled Radiation Areas under the 

Written System of Work (Appendix 3).  Some workers at Diamond have been 
chosen to be part of a ‘control group’.  They are issued with personal dosimeters on 
a quarterly basis.  The purpose of this practice is to ensure that Diamond’s working 
areas have been correctly designated for radiation protection purposes.  All workers 
in the ‘control group’ must wear their dosimeters at any time that they enter any 
DLS Controlled or Supervised Radiation Areas.  The Written System of Work still 
applies to these persons.  

 
 
 

http://intranet.diamond.ac.uk/dms/DiamondDocs/HealthPhysics/Wear-your-dosimetry/Wear%20your%20dosimetry.pdf
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7.8  Outside Workers 
 
7.8.1 Outside Workers are contractors providing a service to DLS, in DLS Controlled 

Radiation Areas, who have been designated as classified radiation workers by an 
employer other than DLS and who have a Radiation Passbook in their possession.  

 
7.8.2 DLS employees who supervise potential outside workers must inform the Health 

Physics Group before the Outside Worker arrives at Diamond.  
 
7.8.3 The Outside Worker must report initially to the Health Physics Group and present a 

Radiation Passbook.  The Health Physics Group will retain the passbook whilst the 
Outside Worker is at DLS.  The Outside Worker will be provided with dosimetry for 
the purpose of dose assessment.   

 
7.8.4 The DLS RPS and the contractor’s supervisor must ensure that the Outside Worker 

is wearing all appropriate dosimetry before permitting access to the Controlled 
Radiation Area.  A Written System of Work is not needed and the Outside Worker is 
considered to have the same status in terms of access as a DLS Classified Worker 
to those Controlled Radiation Areas agreed upon in writing between DLS and the 
Outside Worker’s Employer.   

 
7.8.5 At the end of the work, the Outside Worker must report to the Health Physics Group 

to allow a dose estimate to be entered into his or her Radiation Passbook.  The 
Health Physics Group will forward the assessed dose to the Outside Worker’s 
employer as soon as possible.  If it is known that Outside Workers will arrive or 
depart outside of normal working hours, the Health Physics Group will make special 
arrangements for the issue of dosimeters and entry of the dose estimate into the 
Outside Worker’s Radiation Passbook.  These arrangements will be agreed with the 
Outside Worker’s employer. 

 

8.   Use of Radioactive Sources and Samples  
 
8.1  Detailed procedures covering the use of sources at DLS are given in the document 

“Use of Radioactive Sources at Diamond”, TDI-HP-PRC-0002.  This document 
should be considered part of the Local Rules.   

 
8.2  All radioactive sources and materials required by DLS staff must be purchased by 

the Health Physics Group.  This may require application for an amendment to the 
Environmental Permit, which can take several months to be granted. 

 
8.3  All persons intending to use DLS owned radioactive sources on the Diamond 

premises must provide copies of the method statements and risk assessments to 
the Head of the Health Physics Group at least 5 working days before the work is 
intended to start.  

 
8.4 Users must not bring radioactive material to DLS without prior agreement from the 

Head of the Health Physics Group.  Users intending to bring radioactive material to 
site must state this in their application for beam time.  Radioactive material includes 
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radioactive sources, experimental samples and Naturally Occurring Radioactive 
Materials (NORM).  Copies of the risk assessments and method statements must 
be submitted to the Head of the Health Physics Group at least 15 working days 
before the sources are required on site.  The Head of the Health Physics Group 
may refuse permission for certain radioactive materials to be brought onto site.  
Users wishing to work with any radioactive material on site, whether owned by their 
employer or by DLS, must provide a certificate from their employer indicating their 
competence to work with radioactive materials.  

 
8.5 No radioactive material or source, including activated accelerator components, may 

leave the DLS site without prior approval of the Head of the Health Physics Group. 
 
8.6 If the person responsible for a source knows or suspects it is missing or damaged, 

they should immediately inform the RPS, Experimental Hall Manager and the Health 
Physics Group. 

 

9.  X-Ray Generators 
 
9.1  If any person intends to install or use X-ray generators on site, they must seek 

advice from the RPA in advance.  They will need to obtain approval for the shielding 
and interlock systems, showing that they are not susceptible to being circumvented.  
X-ray generators used at Diamond must comply with the Generic Prior Authorisation 
for the Use of Electrical Equipment Intended to Produce X-rays, issued by the HSE. 

 

10.  Incidents, Accidents and Contingency Plans 
 
10.1  The possibility of accidents and incidents involving ionising radiation or failure of the 

search system is small but cannot be eliminated totally.  
 

10.2  Any person finding themselves to be locked in a searched hutch should walk 
towards the nearest door avoiding crossing the X-ray beam if possible, and pressing 
the nearest emergency beam off button en route or pressing the emergency door 
release.  They must then report to the Operations Shift Leader in the Control Room.  
The Operations Shift Leader will inform a Director of the Science Division who will 
decide what form of investigation, if any, will be conducted. 
 

10.3  A contingency plan (Appendix 4) has been written to cover reasonably foreseeable 
accidents involving persons being exposed to radiation.   

 

11.  General 
 
11.1  Radiography 
 

All DLS staff who intend to bring radiography contractors onto the Diamond site 
must inform the Head of the Health Physics Group (who will inform the 
Experimental Hall Manager and the RPS) at least 5 working days before the work is 
intended to start. 
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Appendix 1 – Names of Nominated People 
 
Science Director (Physical Sciences) 
 
Professor Trevor Rayment, telephone ext 8984 
 
Science Director (Life Sciences) 
 
Professor David Stuart, telephone ext 8877 
 
Head of Health Physics Group 
 
Paul Bonner, telephone ext 8071 
 
Radiation Protection Adviser 
  
Paul Bonner, telephone ext 8071 
 
Radiation Protection Supervisors:  
 
All Experimental Hall Coordinators (EHCs) and the Experimental Hall Manager as listed 
below have been appointed beamline RPSs: 
 
Names Telephone ext 
Edward Cassidy 8738 
Leslie Clinker 8737 
Alistair Donaldson 8751 
Nicholas Gorringe 8732 
Douglas Scott 8724 
Nathan Sear 8733 
Paul Symes 8731 
Russell Walker 8734 
Jean Lane (Experimental Hall Manager) 8642 
 
Principal Personnel Safety Engineer 
 
Martin Wilson, telephone ext 8049 
 
Operations Shift Leader 
 
Control Room, ext 8899 (01235 778899 from a mobile phone) 
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Appendix 2 – Designation of Areas 

Designation 
 

Area 

Controlled Radiation Area 
 

All commissioned beamline hutches which 
are shielded and protected by a Personnel 
Safety System. (Including beamline hutches 
in the I13 external building) 

Supervised Radiation Area 
 

Experimental area floor bounded by the 
outer circulation corridor.  

Not designated 
 

All other areas.  
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Appendix 3 – Written System of Work for access to the DLS Controlled Radiation 
Areas by Non-classified Persons 
 

1. Area 
 
1.1 This Written System of Work (WSoW) applies to work within the beamline hutches 

and any other temporary Controlled Radiation Areas.  
 

2. Application 
 
2.1 This WSoW applies to ALL people entering the above areas who are not designated 

as Classified Workers under Regulation 20 of the Ionising Radiations Regulations 
1999.  

 

3. Summary of Hazards 
 
3.1 Optics hutches 

 When the accelerators are operating and shutters open, the Optics hutches will take 
 synchrotron radiation and bremsstrahlung.  The synchrotron radiation is a high 
 intensity beam with energy in the tens of keV range, whereas the bremsstrahlung is 
 lower intensity but more penetrating, having an energy spectrum up to 3 GeV.  Prior 
to taking beam, the hutches will be searched and locked by trained DLS staff.  The 
Optics hutches are shielded with lead.  Sensitive gamma radiation monitors which 
continuously monitor and record dose rate are installed on the outer wall of the 
Optics hutch, opposite the first scattering element. 

 
3.2 Experiments Hutches  
 When the accelerators are operating and shutters open, the majority of Experiments 

hutches will take synchrotron radiation only, the bremsstrahlung having been 
stopped in the Optics hutch.  The radiation will be scattered within the hutch.  Prior 
to taking beam, the hutches will be searched and locked by trained DLS staff or 
Users.  The Experiments hutches are shielded with lead, concrete or steel.  The 
Experiments hutches on beamlines which are capable of taking bremsstrahlung are 
shielded as Optics hutches. 

 
3.3 Radioactive sources 
 The radioactive sources permitted for use on the beamlines are limited to those 

covered by DLS’s Environmental Permit.  An appropriate Risk Assessment will be 
completed prior to the use of any radioactive source on a beamline and a copy 
submitted to the RPA, giving a minimum of 5 working days’ notice. 
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4. Access Conditions 
 

4.1 General 
 
4.1.1 Access to any hutch is only permitted when the annunciator outside the door reads 

“Open”.  Personnel must not attempt to enter a hutch when it is in the process of 
being or has been searched, shown as “Restricted” or “Standby” respectively on the 
annunciator.   

 
4.1.2 A portable X-ray monitor will be located at each main entrance to all hutches.  The 

first person to enter the hutch after it has taken beam should take this monitor with 
them, ensuring that it is switched on. 

 
4.2 DLS Employees.  
 
4.2.1 All DLS staff, Users or contractors who “work” or accompany visitors in the hutches 

are expected to attend a training course in basic radiation safety.  This will cover: 
• Requirements of the Local Rules 
• Permits to Work 
• Shielding 
• The meaning of any signs in use 
• Emergency Procedures 
• Access 

 
4.3  Visitors  
 
4.3.1 Visitors are people entering the Diamond Controlled and Supervised Radiation 

Areas who spend less than 4 hours in any week in the radiation areas and can be 
DLS staff, contractors, students, schoolchildren and members of the public etc.  
These visits allow people to view the beamlines, take simple measurements, collect 
equipment etc.  Anyone entering the radiation areas for longer than this time limit is 
classed as “working”. 

 
4.3.2 All visitors must be accompanied at all times by a member of DLS staff who has; 

attended a radiation safety training session, is fully aware of the work in progress in 
the area and the contingency plan detailed in Appendix 4 of this document. 

 
4.3.3 In Supervised Radiation Areas the number of visitors in a tour group can be up to a 

maximum of 10, depending on the profile of the group.  The tour group must be 
accompanied by at least 1 Suitably Qualified and Experienced Person and 
authorisation obtained from the appropriate person in charge of that area. The host 
is responsible for ensuring the evacuation of the visitors in the event of a fire. 
 

4.3.4 In Controlled Radiation Areas the maximum number of visitors is 6 per Suitably 
Qualified and Experienced Person. Maximum number of visitors in a tour group is 
10, tour groups of more than 6 visitors must be accompanied by at least 2 Suitably 
Qualified and Experienced Persons.  Authorisation must be obtained from the 
appropriate person in charge of that area.  The host is responsible for ensuring the 
evacuation of the visitors in the event of a fire. 
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4.3.5 Visitors must obey all safety signs displayed at the door, inside the hutches and all 
instructions given by the guide. 

 
4.4  Contractors.  
 
4.4.1 All contractors who “work” on the beamlines are expected to receive instruction in 

radiation safety.  This will cover: 
• Requirements of the Local Rules 
• Permits to Work 
• Shielding 
• The meaning of any signs in use 
• Emergency Procedures 
• Access 

 
4.5  Special Cases 
 
4.5.1 Female employees and visitors: The external radiation hazards around the hutches 

are expected to be low, so it is not considered necessary to introduce further 
restrictions for female workers or visitors who may be pregnant.  However, any 
female employee who declares herself to be pregnant will be offered a personal 
dosimeter on a monthly basis for the term of the pregnancy.  A user who declares 
herself pregnant will be issued with a dosimeter for the duration of her time on the 
beamline.  There are no significant contamination hazards around the hutches, so it 
is not considered necessary to introduce additional restrictions for female workers 
or visitors who may be breastfeeding. 

 
4.5.2 Young Persons on work experience: Young people aged between the ages of 16 

and 18 are allowed to work as trainees in radiation areas subject to a risk 
assessment being performed by the person responsible for the visit and an annual 
dose limit of 0.3 milliSieverts. 

 

5. Dose Estimation 
 
5.1 Dose estimation will be derived from: 

• Diamond Synchrotron Light Source.  Report of the Design Specification. 
Volumes 1 and 2, chapter E6 

• TDI-HP-GEN-PRO-0003 Implementation of the Radiation Safety Legislation at 
Diamond 

• Installed radiation monitoring 
• Personal monitoring of classified workers and DLS control group 
• Radiation Surveys 
• Induced activity surveys 

 
5.2 The shielding around Diamond has been designed to ensure that no person working 

outside of the shielding at DLS should receive a dose in excess of 1 milli-Sievert in 
a 2000 hour working year.   
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6. Records 
 
6.1  The Approved Dosimetry Service contracted by DLS keeps all dose records. 
 

7. Contingencies 
 
7.1 All persons working in the hutches must be aware of the contingency plans for 

dealing with emergencies, detailed in Appendix 4 of this document. 
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Appendix 4 – Contingency Plan for Persons Exposed to Radiation within a Hutch 
 
The Operations Shift Leader on duty is responsible for activating and applying the 
emergency plan.  This plan addresses the situation where someone has received or it is 
thought possible to have received, an over-exposure to radiation by being within a hutch 
whilst that beamline’s shutter has been open.  Any person who knows or suspects that 
they or another person has been over-exposed to radiation should contact the Operations 
Shift Leader in the Control Room immediately. 
 
1. If a beamline beam off button has not already been pressed, press one 

immediately. 
2. Disable the beamline by removing the beamline PSS key.  Do not issue the key 

again until authorised in writing by the Science Director in conjunction with the RPA. 
3. Take whatever immediate action is needed to sustain life.  There should be no 

radiation hazard within the hutch although other hutches may still be taking beam. 
This should be confirmed using a switched on portable radiation monitor. 

4. Do not leave the casualty unattended unless it is absolutely necessary to do so. 
5. Summon assistance.  Call a Diamond First Aider and the ambulance service (via 

RAL Security) on extension 2222, or 01235 778888 from a mobile phone.  The John 
Radcliffe hospital in Oxford is the local Accident and Emergency hospital, although 
the ambulance crew will decide upon where to take the casualty. 

6. Collect and record as much information as possible about the incident from the 
person concerned, and anyone else present. 

7. If the emergency services have been called, ensure that the responders are met 
and escorted to the casualty. 

8. A member of staff with some radiation protection training should accompany the 
casualty to hospital, during office hours this would be preferably be the RPA.  Out of 
office hours the EHCs (who are all trained as RPSs) could accompany the casualty. 

9. Inform the Science Director, Human Resources (HR) and the Head of the Health 
Physics Group, as soon as possible.   

10. Collect any dosimeters worn by the affected persons. 
11. If the injuries are serious, arrange for Human Resources Group to inform both the 

casualty’s employer (if not a staff member) and the casualty’s next of kin. 
 
This contingency plan is intended to cover only the emergency phase of the incident. The 
plan will end when the Operations Shift Leader has formally declared the situation safe 
and is satisfied that in the short term a repetition of the incident is not possible. The 
Director(s) of the Science Division will then decide if an inquiry should be established to 
investigate the incident. 
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General  PSS principles – an introductory guide 
 
 
The PSS is a personnel access control system. It is 
here to protect personnel from accidentally being 
exposed to ionising radiation. Access to and operation 
of the equipment are controlled by a system of 
electrical ‘permits’ within the PSS which ensure a high 
degree of safety.  

 
 
 
Diamond is a facility that contains controlled radiation areas. People 
entering these areas must, by law, either be registered radiation workers 
or be working under a written system of work. People working at Diamond 
will be working under a written system of work, known as the “Local 
Rules”.  
The areas fall in to 2 main sets: 

1. The accelerator vaults (or tunnels) 
2. The beamline hutches.  

The accelerators are searched and operated by the shift crew. Hutches 
are likely to be searched and operated by “users” 
The principles of the PSS for both areas are similar with slight 
differences for operational reasons. 
No one should be able to access the protected equipment with the 
hazards present. Operation of the equipment is dependent on  

1. Searching the area 
2. Securing the area 
3. Captive key transfer 

 

Protecting Yourself 
If you are anywhere on site there are things you can do to help protect 
yourself from harm. You should know what the PSS system is telling you 
and what actions you should take. 
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Inside Search areas 
 If  you are inside a shielded area (a vault or a Hutch) then you should 
know the following things: 

For the Accelerators 
People that might be present in the vault accidentally after a 
search ( a highly unlikely event) are warned by a series of 
announcements and a system of lights. 

1. Anyone present in the vault should follow the 
instruction made in the announcements. If you 
are in any doubt press a beam off button and 
leave the vault.  

2. If the normal white vault lighting goes out and the BLUE 
lights come on they should press a Beam Off button and exit 
immediately. 

3. If the “Press Beam Off” messages come on, 
the internal wall signs-  then they should press a Beam Off 
button and exit immediately via the nearest door. 

 
Beam off buttons are yellow mushroom buttons and are mounted below 
the PRESS BEAM OFF messages in several positions through out the 
vault. 

In a Hutch 
People that might be present in a hutch accidentally after a search are 
warned by a series of warnings and a system of lights. 

1. If an intermittent tone is heard then the area 
is being searched. If you are in the Hutch, 
make yourself known to the searcher and 
leave.  

2. If the tone becomes constant then you have 
been locked in the hutch. Press the Beam Off Button or door 
release button and leave immediately. Note: The tone will 
switch off after the safety period. 

3. If the normal white vault lighting goes out and the BLUE 
lights come on you should press a Beam Off button and exit 
immediately. Note : The blue light will switch off after the 
safety period. 
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4. If the “Press Beam Off” messages come on, 
the internal wall signs-  then you should press a Beam Off 
button and exit immediately. 

 
Beam off buttons are yellow mushroom buttons and are mounted below 
the PRESS BEAM OFF messages in several positions through out the 
vault. 

 

Approaching a Shielded area 
By all access doors to the shielded areas there is an annunciator which 
shows the PSS status of the area. 

The annunciator is the large sign by each 
normal entrance route to the shielded areas. 
It is there to inform people about the state 
of the machine. One message and only one 
message should be displayed at all times that 
the PSS is operating. No message or more 
than one message indicates a fault. 
The colours of the messages are like traffic 
lights.  

Any person approaching the vault should STOP and not try to enter if the 
annuncuiator shows a RED message (BEAM ON or STANDBY) 
They should only enter if there is an amber message (RESTRICTED) if 
they know they are supposed to 
Access is allowed whilst the light is GREEN (OPEN). You should check the 
general state of the equipment with whoever is in charge before entering. 

Getting in and out 
It is important to understand how to escape from the 
different areas. There are subtle differences between 
the vaults and the Hutches. 

Accelerators 
If you are in a vault during an emergency then you must 
leave by the nearest exit. If you are near to the entrance labyrinth then 
go straight to the door, pressing any Beam Off button on the way.  If you 
are nearer to the zone gate then go through the zone gate and out of the 
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next zone’s labyrinth. The door to the labyrinth will probably be locked, 
so it will be necessary to release it from the inside. The key lock can be 
released from the inside by pressing the RED crash-out button on the 
inside of the doorframe. This will release the mechanical lock and disable 
the electric lock, allowing the door to open. Under normal circumstances, 
if the vault door has been shut then the electrical lock can be released by 
pressing the call button on the inside,  so the door can be released from 
the control room. 
 
Under normal circumstances the vaults will be unlocked by the operations 
crew and the doors left open, if access is to be permitted. To enter the 
vault when locked, the key needs to be released from the main door key-
press. Press the button on the key-press and the operator in the control 
room will release the key for you. Rotate the key and remove it from the 
key-press. Insert the key into the door lock and turn it clockwise. The 
electrical lock will still be locked at this point. If the operator doesn’t 
automatically release the electric lock then press the key-press button 
again to remind them. 
 

Hutches 
The hutch has shielded doors. The doors are very heavy and take some 
effort to open. They are locked by electric locks which are released by 
the Beam Off buttons or the door release buttons. Using either will 
break the search and release the door. The “general access” door should 
be used for normal access, the service door can be used during shutdown 
periods and as an escape route in event of an emergency.  
To enter the hutch, provided the safety shutter has been closed from 
the control system, just press the “open/reset” button on the zone 
control panel to break the search and release the door. 
Please take care when closing the doors as the momentum of the moving 

door can cause damage and injury. 

Authorisation 
The operation of a Hutch must only be undertaken by 
trained and authorised personnel. A search requires a 
trained and authorised searcher. Once trained the 
operator will have their identity card authorised for 
use on the search card reader. If the card remains 
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unused for longer than the expiry period (1 month) then the card will 
lapse and will have to be reauthorized.  

The Search for Hutches 
Hutches are relatively small areas and the importance of the search can 
easily be under estimated. The safety of the PSS is totally dependant on 
the search and without the search all the shielding and all the redundant 
and diverse safety systems carefully engineered, installed and maintained 
are useless. 
Searchers must: 

1. Understand the importance of the search 
2. Undertake the search fully and as designed 
3. Not bypass, shortcut or adapt the search. 

 
If  the searcher feels that elements of the search are unnecessary or 
could be more efficient then this should be presented to the PSS team 
for consideration. 
 

 
Prior to commencing the search the service entrance (if any) must be 
closed and locked.  
 
The search is as follows: 

1. Initiate the search from the Zone control panel by operating 
the card reader. 

2. Enter the hutch by the general access door. 

 



Personnel 
Safety 

Doc No: TDI-PSS-TRN-0002 
Issue: 1 
Date: 11/10/2006 13:51:00 
Page: 6 of 6 

 
3. Follow the defined search route, pressing search buttons at 

points around the route 
4. Ensure that the siren is audible, the seach route is walked in 

full and all areas are observed and no-one is present anywhere 
within the hutch 

5. Exit by the general access door, closing the door immediately 
and pressing the search complete button 

The searcher must not: 
1. Undertake any other work whilst undertaking the search 
2. Search without the lights on 
3. Use “search aids” 
4. Undertake “multiple searcher” searches. 

 
If the search has been completed in the permitted time then the 
annunciator will change to RED and display the word STANDBY. If the 
search fails then the annunciator will be change to green and display 
OPEN. 
 

Securing Keys 
 
The Beamline can be disabled by removing the “Beamline enable” key. This 
provides the facility to allow the key to locked away if it would be unsafe 
to operate the beamline. 
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PSS Zone Searchers - Authorisation to search 
For Beamlines 
 

1. I have read and familiarised myself with the DLS Local rules TDI-HP-LR-0002 

2. I have read and familiarised myself with the PSS introduction document TDI-PSS-TRN-0002. 

3. I fully understand the importance of the search process from a personnel protection 

perspective, in particular the absolute requirement to ensure no one remains in the hutch while 

it is being searched. 

4. I understand that the search must only ever be undertaken as a full and thorough search. 

5. I understand that the search must be undertaken as designed. Any changes to the search 

routine can only be made with written approval from the PPSE 

6. I understand that a “one man” search must only be undertaken by one person. 

7. I understand the final outcome of the search must be no one is in the hutch once the search is 

complete -- under any circumstances. 

8. During the search I will ensure no one is unconscious on the floor or crouching down and that 

no-one follows me into the hutch whilst the search is in progress. 

9. I understand that the only task to be undertaken during a search is the safety function. 

10. I understand that the search should be aborted if anything out of the normal should occur and 

any problems should be rectified before proceeding - this includes any fault with the PSS itself. 

11. I understand the search must never be rushed because of equipment or operational pressures.  

12. I understand the search also involves safety checks on key items that may have been disturbed 

prior to the search, such as local shielding, cable labyrinth covers, shutters and survey ports. 

13. I understand that the PSS can only be modified or repaired by the designated engineers 

responsible for the PSS functionality under Permit to work control. 

14. I understand that, as a searcher, I must bring to the attention of the PBS and the safety officer 

any issue that I consider restricts the searcher from undertaking an effective search such as 

clutter, storage, equipment or consumables.  

15. I understand that the search process is monitored and information gathered may be used 

as evidence of effectiveness or indication of further training requirements. 

16. I have had the operation of the Beamline PSS demonstrated to me and am able to search, lock 

up and open up these areas on a routine basis in a safe and secure manner. 

17. I will have had my DLS key card registered with the PSS card reader by the trainer once I am 

authorised. I understand this card has the PSS search function removed if not used for the 

maximum inactivity period. 
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5.3 From the visitors network 

The beamline data directories are available read only on the visitor network. The files are 
visible on the server data.diamond.ac.uk and can be accessed using either smb (Windows 
Explorer) or sftp. 

You can connect to the visitor network either using the wireless network or using the 
dedicated wired connections on every beamline. 

5.3.1 Data access from Linux 

Using samba (smbclient) 

The Nautilus Linux file manager and the Konqueror browser can be used to browse the data 
directories by typing 

smb://data.diamond.ac.uk 

into the address bar. If you try to connect to the directories you will be asked for username 
and password. Note that you will have to enter your username as CLRC\yourFedID (see 
Figure 5 for Konqueror and Figure 6 for Nautilus).  

 
Figure 4: Connecting from Linux using Konqueror 
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Figure 5: Connecting from Linux using Nautilus 

You can also use the command line utility ‘smbclient’ to connect to the data directores. 

smbclient -U "CLRC\yourFedID" -L data.diamond.a.cuk 

will show you the list of available directories on data.diamond.ac.uk. 

Note: you need to put quotes around ‘CLRC\yourFedID’! 

Connect with the following command:  

smbclient -U "CLRC\yourFedID" //data.diamond.ac.uk/ 

typing ‘help’ in an smbclient session will give you a command overview; typing ‘help command’ 
will give help on that command.  

Using sftp (Linux/Mac) 

data.diamond.ac.uk can also be directly reached via sftp from the visitors network, i.e. data 
can also be transferred using sftp.  

Using sftp, you can also write to the directories (given you have write access to them – e.g. 
your home directory). 

Under Linux you can simply use the sftp command on the command line, or use the sftp 
features of Konqueror or Nautilus (sftp://data.diamond.ac.uk in Konqueror; File -> Open 
Location -> sftp://data.diamond.ac.uk in Nautilus). You will likely have to log in using your 
FedId (maybe as CLRC\FedId as described above) if you are not logged in to your computer 
with your FedId. Note: this will probably drop you into your home directory, from where you 
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Select the directory you need. For beamline directories this will then show you the data 
directories on that beamline (see Figure 12 for an example). 

 
Figure 11: An example Beamline directory 

Experimental data will be in the directory data. This directory contains a subdirectory named 
after the year of the experiment (e.g. 2007) which in turn should contain a directory named 
after your proposal number (see Figure 13 for an example). The subdirectory named after 
your proposal contains your experimental data. 
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Figure 12: An example Beamline experimental data directory 

Please remember that the directories are read only. You can copy this data to your own 
computer but you will not be able to write back to the file server. This is also true for your 
home directory. 

Alternative: sftp 

data.diamond.ac.uk can also be directly reached via sftp from the visitors network, i.e. data 
can also be transferred using sftp. Using sftp, you can also write to the directories (given you 
have write access to them – e.g. your home directory). 

On Windows, a possible sftp client is WinSCP; Diamond IT helpdesk might be able to help 
you set this up.  

You will have to log in using your FedId (maybe as CLRC\FedId as described above). Note: 
this will probably drop you into your home directory (/home/yourFedId), from where you will 
have to navigate into the data directory you want to go to. The data directory can be found as 
/dls/BEAMLINE/data/YEAR/EXPERIMENT-VISIT. This is described in more detail on page 13 
in section 5.3.1 – the instructions given for Linux / Linux sftp access apply to Windows sftp 
access, as well. 
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5.3.3 Data access from Mac 

Using samba/CIFS 

In the main menu (Finder), select "Go → Connect to Server": 

Enter smb://data.diamond.ac.uk as the server to connect to and press "Connect": 

Enter CLRC\FedID as your id and your FedID password as your password: 

Figur
e 13: data access from Mac - connect to server 

Figure 14: connect to server "data.diamond.ac.uk" 
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This will give you a share with the list of beamlines; select the correct  beamline and click OK: 

Your data directory can be found as in a subdirectory data → year → proposal number: 

Figure 16: select beamline as volume to mount 

Figure 15: enter your FedID and password 
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Data can then be dragged and dropped on to your machine. 

Using sftp 

The instructions for command line data access via sftp from Linux (5.3.1, page 13) apply to 
Mac as well. 

Alternatively, a graphical tools for sftp access can be used. The following example is using 
"Cyberduck". Open the software and choose "SFTP" as protocol: 

Figure 17: navigate to visit data directory 
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Connect to data.diamond.ac.uk using your FedID/password: 

Figure 18: connect via SFTP using Cyberduck 
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This will drop you into your home (/home/FedID) directory, from where you will have to 
navigate to the beamline data directory. You need to choose the top level directory (/) and 
then find /dls/BEAMLINE/data/YEAR/EXPERIMENT-VISIT: 

Figure 19: enter FedID/password in Cyberduck 
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The driver will be automatically installed and the printer made available on the system. 

Alternatively, open the ''Printers and Faxes'' dialogue box (Start  Settings  Printers 
and Faxes).  Double click ''Add Printer'' to open the add printer wizard. Choose ''A 
network printer, or a printer attached to another computer'' in the second step (which 
type of printer to use) and click next. In step three (Specify a Printer), select ''Connect 
to this printer (or to browse for a printer, select this option and click Next):'' and type 
\\print.diamond.ac.uk\name of printer (e.g. for printer dh.g.51.col.1, type 
\\print.diamond.ac.uk\dh.g.51.col.1). Click next. Windows should now install 
the printer driver (see Figure 25). 

 
Figure 24: Connecting to a Diamond printer using the Add Printer wizard 

 

6.3 Connecting to the print server from a Linux computer or a Mac 

On Diamond Linux workstations, all printers should be automatically available. 

However, in case they are not, or you want to connect a non-Diamond workstation 
(e.g. a Mac from the Visitor network), there are different ways of connecting to the 
print server: 

1. for all users on that computer - requires root access  

You need to have a local cups server running on the computer. Simply - as root - 
add the following line to /etc/cups/cupsd.conf: 

BrowsePoll print.diamond.ac.uk 

Then restart CUPS (service cups restart). The printers should now appear (try 
lpstat -p).  

2. per user - does not require root access  

As user, in your home directory, add a file .cupsrc with the entry:  

ServerName print.diamond.ac.uk  
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