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INTRODUCTION
In accordance with the Health and Safety Policy set out by the Manager of this company, and clearly disseminated throughout the factory, it is the intention of the company to guarantee the highest level of safety of all its workers and occupants.

This factory is making every effort to ensure the highest standards of health and safety in the industrial environment for its workers, contractors and visitors. To achieve this, we need everyone's cooperation. In accordance with these principles, this Regulation is intended to:

· Give information on Risk Assessment at our plant and give appropriate instructions on how to prevent them.

· Facilitate coordination of activities to ensure compliance with the regulation on Health and Safety in the workplace.

The standards set out herein includes content with which there must be full compliance in all work carried out by external companies at the facilities of this plant It does not replace the current legislation on Health and Safety in the Workplace, which the External company must know and with which it must comply, but serves as a supplement to it. Similarly, it complements the content of the standards and instructions set out by each company to ensure safety in its business activities.

Specific work may require additional detail with regard to protection and prevention measures. With regard to these, the factory will provide supplementary instructions, draw up or require more specific and detailed Safety Plans to be drawn up.

The content set out herein in these standards must be carefully read, understood and strictly followed. Please do not hesitate to approach your line manager or another manager If you need to query something or make a suggestion which can help to improve this plant. All workers are obliged to report any situation which puts their safety and that of others at risk.

The organization is at your disposal to provide any further clarification and has every confidence that observance of these standards will avoid accidents and will be beneficial to all.

Many thanks for your cooperation and welcome to our plant.

1. ACCESS. 

· Parking areas for vehicles and access to the facilities are always well identified. Vehicles must not exceed the 20kph speed limit.

· During your visit to the plant, you must carry and clearly display your personal identification card at all times. In case of loss or damage, a new one must be requested from the Manager of Human Resources.

· It is strictly forbidden to enter areas, other than the ones in which you are specifically working; you must follow the itinerary which has been set out beforehand.

· Before starting work, personnel who will be undertaking such work must present themselves to the line manager of the work being contracted out and under whose supervision the works will be carried out, who will then authorize the start of work.

· All equipment introduced at the plant must comply with the local legislation (Directives pertaining to Machinery through CE Mark of Declaration of Conformity in Europe), in addition to carrying out the necessary reviews and preventative maintenance set out by the manufacturer.

2. ORDER AND CLEANLINESS

· Premises or working areas must be kept clean and orderly at all times.

· Any rubbish or spillage of grease or oil, harmful substances or other waste products must be cleared away quickly to avoid accidents, fires or contamination of the area, and the person responsible must carry it away for safe and proper disposal.

· It is strictly prohibited to pour or dump any product into the sewage system at the workplace. 

· Once work has been completed, the working environment must be left in a clean and orderly state, with all auxiliary equipment, tools, waste, by-products and materials used removed, and all safeguards, protection or other devices, removed initially to carry out the works, put back in their original places, thus leaving the facility and area safe. 

· No work shall be considered completed until the area is left in a clean and orderly state, and free from any elements which may make it unsafe. Do not leave without delivering completed work to the manager responsible for contracting out these works, who will then confirm delivery conditions.

3. MOVING AROUND IN THE PLANT

· It is forbidden to smoke, run or jump anywhere in the plant; workers must wear safety footwear, with non-skid rubber soles and reinforced tips, and protective ear muffs at all times. Head-phones or music devices must not be worn at any time.

· Steel sheets, present throughout the factory in different forms (coils, strips, edges, packaging, crop ends, sheets...), have extremely sharp cutting edges. At no time must you touch or handle any material, not even to read the label, without wearing safety gloves or other suitable protection. Workers must wear protective glasses when using grinding or radial machines, etc. or others which may pose a risk to eyes.

· All workers must use the PPEs (Personal Protective Equipment), as set out for the respective tasks identified on the Risk Assessments. The aforementioned PPEs must be maintained appropriately and replaced if in a state of deterioration.

· All PPEs used must have its CE Certification, guaranteeing compliance with local legislation (European Directive 89/686/EEC in Europe).

· At the plant very heavy loads are stored (coils, rolls and steel packages) which can cause dislodging and rolling of these loads if they are displaced or shifted in any way. Movement around the warehouses must be avoided but, if it is necessary, always keep to visitor walkways and never in service aisles or spaces between coils, and always inform the warehouse staff before entering.

· If work has to be carried out in coil warehouses, before starting work, the external company must apply for prior express authorization from the spokesman or, in his absence, the H&S Responsible who, depending on the duration and the nature of the work and the conditions of storage, will take the necessary measures to prevent dislodging, such as removing coils from the working environment. Never climb onto coils or move cradles.

· Extreme caution must be exercised in this area if the use of motorized industrial vehicles is required (lorries, public works machinery) or if you foresee that vibrations will be created (through the use of compressors, pneumatic hammers, soil compactors, etc).

· Cranes are used predominantly to transport coils, packages of steel sheets and matrices in the warehouse. Never walk or stand below a suspended load. Always use the walkways set out for this purpose.

· In the plant, trucks, lorries and trains are in operation, which may lead to collisions. There must be extreme precaution at all times. If it is necessary to drive through the transit areas in which these vehicles are operating, please alert the operators or drivers of your presence.

· It is forbidden to stay or to place objects over  the yellow & black chevrons.

· Coils are also transported by rail to ships. Pay special attention to signalling and do not go onto the railway lines.

· The factory floor can be slippery because of oil from the coils, so use the guide rails and guides. Walk carefully. Use safety shoes to walk around the plant.

· To go up and down stairs leading to offices or plants, always use the hand rails.

· In the production lines and machinery in general, there is a risk of being trapped or entangled, or hit by its moving parts. It is strictly forbidden to approach any machinery in operation without informing machine operators of your presence; touching any switch, using these machines and accessing their guard units are strictly forbidden to all unauthorized staff, not working in production lines, without prior express approval to handle machinery or if they do not know how to operate them properly. If it is necessary to have access to them, you must inform the spokesman of the plant.

· Use appropriate clothing; shorts or sleeveless t-shirts are not permitted. Avoid using loose accessories, such as unbuttoned jackets or ties, or wearing long hair loosely, which could lead to snagging or pulling (dragging).

· Do not start any action which may obstruct, render unsafe or interfere with the work or passage of workers, vehicles or raised loads either in designated or non-designated transit areas, without the explicit authorization of the contracting company. If elements of work to be carried out cause risks to third parties, such as obstacles in transit areas, particulate spray, falling objects, smoke or dust, etc., the area will be quarantined or cordoned off. In this case, the company will bring all the materials for signposting, beacons, quarantine and notices as deemed necessary and indicated above.

· In certain areas of the factory, owing to production, there are high noise levels; always wear protective ear muffs in those areas.

· Do not go into restricted areas, do not smoke and, in general, follow all safety signs.

· Any facility or equipment, necessary for carrying out works, will be at the cost of the external company: lifting and transport equipment and accessories, welding, manual tools and portable equipment, consumables (oxygen, acetylene, argon, electrodes, etc.), PPEs, accessories for using electrical current (connections, extension cords, etc.), temporary structures, or accessories (scaffolding, ladders, etc.).

· Do not undertake any action which may obstruct, render unsafe or interfere with the work or passage of workers, vehicles or raised loads either in designated or non-designated transit areas, without the explicit authorization of the spokesman.

· In installations involving the use of chemical products (paint stripping, electro-galvanizing, galvanizing, acid regeneration, storage of chemical deposits, and all transfer product facilities linked to the above), the external company must obtain supplementary instructions from the H&S Responsible before starting works, in addition to the ones presented here.

· All works in areas where it’s been considered the possibility of ignition of explosive atmospheres should be performed by using protection tools and systems that accomplish the Local Legislation (in Europe 94/9/CE Directive with CE mark with the 4 figures identifying the certification organism which controls the quality of the production, the hexagon with the ε symbol and the group I or II to which it belongs).

4. WORKING AT HEIGHTS

· Work to be done shall always be carried out in the presence of someone in charge appointed by the company who will oversee and monitor safety during the course of the work.

· All works in heights should be perfectly marked (highlighted with beacons if necessary) not only the direct perimeter but the whole area that could be affected by the works, in order to advise and protect workers about risks arising from the performance of the works.

· All work to be done above 2 metres in height must be described by the company in its Risk Assessment.

· For any job above 2m in height, in which there is no equipment to prevent falls (ladders, scaffolding, etc.), workers must use a safety harness with an approved feature which will absorb the impact of the fall and protective helmet with chin straps.

· When working at heights, beacon straps will be used to highlight the areas under those where work is being carried out as a precaution to protect third parties from falling objects.

· In height-related work, it is forbidden to:

· Climb up on the structure of buildings, installations and machines.

· Remove safety equipment aimed at preventing falls such as railings, decks, lifelines, etc.

· Handle heavy or bulky parts which can lead to a loss of balance. In such a case, auxiliary mechanical devices will be used to handle them: cranes, forklift trucks, etc.

· If it is necessary to access crane extensions, tanks, or scrap tunnels, prior approval is required from the plant spokesman who will make the installation safe for you and provide you with supplementary materials to those presented herein.

· Never access to not explicitly authorized areas. Any change in the working plan will be properly notified.

Work involving the crane

· Any person accessing the crane must wear a fall-protection harness with a hooking device and helmet with chin straps. 

· Before going up on crane extensions, the external company must get express authorization from the Head of Maintenance or, in his absence, the spokesman at the plant.

· Before giving approval, the Head of Maintenance or the spokesman, on his behalf, will:

· Provide staff, carrying out works, with trolleys to facilitate transport of lifelines and instructions for their use.

· Provide staff with remote controls for an electric interlock for cranes, as well as instructions for their use. In the event that these are not available, the necessary measures will be taken to ensure that the crane will stop, in cases where intervention is required or where the safety of staff is at risk.

· Cable voltage feeding the cranes will be cut whenever there are bare conductors.

· Throughout the process of positioning or removing a trolley, staff will remain hooked directly to the lifeline with carabiners.

· No more than two people must be hooked up to the same stretch of the lifeline. "Stretch" refers to the section of the cable between two fastening clips.

· In areas where lifeline have not been installed, extreme precaution is required and you may approach the cranes from the end of the buildings so that movement is reduced.

· The area under the place where work is being carried will be highlighted with beacons to prevent anyone walking under it.

· Remote Controls would be kept clean and in the correct place.

· To perform maintenance tasks in the crane, workers should be placed in the proper zone, taking with them the remote control and highlighting with beacons the area under the place where works are performed not allowing other workers passing through them.

· If it is necessary to make test movements, do not abandon the remote controls and strictly obey the indications from the responsible of the repair.

· Once the work is over, move away used tools, materials, clothes, etc.

· When work has been completed, the Head of Maintenance will be informed and the trolleys and remote controls will be returned to him.

· Tests after repairs will be performed by the crane worker after checking that every maintenance worker is in a safe place.

Work using ladders

· Ladders used will comply with local regulations with regard to its features and use, and the EN 131 Standards in Europe.

· Ladders will have anti-slip features (rubber, tips, etc.) at the bottom of the feet.

· The step ladder will have a mechanical system or a tensor that avoids the accidental collapse of the ladder. 

· Step ladders will have mechanical systems or spreaders (tensors) to prevent accidental opening of the ladder.

· To access higher areas or tanks, the support of the ladder will extend to 1m at the point of support, at an angle of approximately 75° in relation to the ground.

· Ladders of more than 5 m in length will not be permitted.

· Supporting beam, steps, assembly and anti-opening systems in step ladders, fixation systems for extending ladders, etc. will be sufficiently resistant.

· For work of longer duration on the same working surface, the ladder will be tied to the support point (cord, braces, etc.)

· For work above 2 m in height, a safety harness will be attached to a fixed point.

· A safety distance will be maintained with respect to electrical lines, machinery with moving parts and vehicular transit areas.

· With ladders, the following is strictly forbidden:

· To move them with an operator on it.

· To have several operators working at the same time on the same ladder.

· To use the top 2 or 3 steps of the ladder.

· To adopt unstable or forced positions (to lean away from the supporting beams) which can lead to a loss of balance.

· To lift, lower or handle heavy or bulky loads on step ladders, or use manual or portable tools, which may compromise stability.

· To go down or work with your back to the ladder.

· To work on sloping surfaces without levelling the ladder. To use tool-carrying belts. 

Working in pits

· Extremely caution is required in the surrounded area of the pits of the lines.

· Access to the pit is allowed only to workers with an authorization for work in pits.

· Following requirements must be accomplished:

· Check the air quality before going down the pit if there is a risk of oxygen absence.

· Worker should be safe while staying in the pit.

· Ensure the surrounded area, avoiding the fall of any object inside of it.

· Name a person in charge of watching out while someone is inside of the pit.

Working using tubular scaffolding
· Scaffolding used will comply with local regulations with regard to its features, assembly, periodic review and dismantling, as well as its use.

· Scaffolding used must be certified in compliance with Standards UNE-EN 12.810-1 and 2, and 12.811-1, 2 and 3 (and failing this, it will comply with UNE 76.502/90).

· The assembly, use and dismantling must comply with the instructions provided by the manufacturer of the equipment.

· In the event that this documentation is not available, a Plan for Assembly, Use and Dismantling must be drawn up by a suitably well-qualified university graduate in this field to undertake this Plan.

· The person responsible for assembling and maintaining each scaffolding, put up on behalf of the company responsible for this work, must be explicitly named and must be qualified.

· An initial inspection and periodic inspection plan will be drawn up and will include the implementation and recording of reviews after assembly and prior to putting it into service, and after modifications, periods on non-use or when exposed to the weather conditions. These reviews will be demonstrated on the card and signed by the person responsible for the scaffolding.

· In Europe, mobile scaffolding must accomplish the regulation EN 1.004 Standard.

· The maximum height of the working platform on a fixed scaffolding will be five times the height of the lowest level. For wheeled scaffolding, the maximum height is four times the height of the lowest level of the base. For greater heights, the structural elements will be anchored.

· The floor of the working platform will be completely covered and protected by restrictive belt/tape of 100 cm in length, at intervals of 50 cm.

· The space between the scaffolding and working surface will be 30 cm.

· Access will be through steps within the structure.

· The scaffolding will be erected on level, rigid surfaces. In the event of irregularities in the paved area, it will be levelled using adjustable augers which will be supported on wooden blocks. 

· Sufficient safety distance will be maintained with respect to electrical lines, machinery with moving parts and vehicular transit areas, and preventative measures taken to avoid accidents.

· With scaffolding, the following is strictly forbidden:

· To exceed the maximum working load allowed on the scaffolding.

· To go up the steps on the external side of the scaffolding.

· To move the scaffolding with people on it.

· To use items to make them level, such as bricks, cans, etc.

· To remove sockets, handrails, ladders, etc.

· To extend the body away from the scaffolding, otherwise use a safety harness.

· To assembly and dismantle it without using a safety harness and helmet with chin straps. 

Work using moving platforms or basket lifts 

· These scissor and boom lifts may only be operated by personnel who have been explicitly authorised by their company and trained how to use them properly, are medically fit, and have been provided with a safety harness as per the equipment’s operating instructions.

· All lifts must show documentary proof of equipment conformity (EC) and be received by plant maintenance personnel, who must give their consent.

· Before you start a job, check the condition of all the elements that make up the lift (brakes, steering, lifting system, tyres, warning devices...) as per the manufacturer’s instructions (a copy of which should be kept inside the lift), as well as its protective equipment (railings, toe boards...). If you see any defects, please call the person in charge.

· Climb onto the cab using the accesses provided for this purpose. Only climb onto and down from the lift when it is at ground level. (Never get onto or down from a moving lift.) Never jump out the machine to the ground unless you are in immediate danger of suffering bodily harm.

· Thoroughly clean any mud, gravel or grease from your shoes before climbing onto the cab.

· Before you perform any manoeuvre, make sure there is enough room for it and there is no one inside the lift’s range of action.

· Before you start using its moving elements, the lift should be standing on a flat, level surface; there should be no obstacles inside the boom’s range of action.

· The lift should be completely level during the job. In order to achieve this, use the stabilisers it is equipped with.

· Do not use lifts outdoors if the wind speed is high. Check the manufacturer’s specifications for any restrictions in this regard.

· Make sure there are no overhead power lines having naked leads. If there are overhead lines, take all necessary preventative measures to avoid touching them.

· Do not smoke while filling the lift with diesel oil or when inside its storage area or, if appropriate, the battery storage area.

· Before you start driving, make sure the lift is in a safe position with regard to the expected direction of motion and the location of the base.

· Before you start driving, inspect the place where you are going to go through. If there is any obstacle in your line of sight, call a signalman to come and help you to manoeuvre. Do not go into reverse without the signalman’s help.

· Steer clear of any ground that is unsafe or prone to collapsing. Before you drive on dangerous ground, make sure it can support the weight of the machine.

· Do not drive up ramps which are not uniform and whose slope exceeds 20% (check the lift’s instructions in all cases).

· Do not exceed the lift’s maximum load capacity; distribute the loads evenly.

· Do not fasten the lift to yourself or to any fixed structure. If the lift gets stuck, do not attempt to dislodge it; call for the help of specialised personnel.

· Do not extend the lift’s reach by means of auxiliary means such as ladders, scaffolds or the like.

· Keep you body inside the vertical range of the perimeter of the basket’s railings at all times.

· Keep an eye for any other moving equipment such as bridge cranes, etc. In addition, warn pedestrians and other drivers/operators of the presence of the lift by signposting the area where you are going to be working in. Lift drivers and plant crane operators should coordinate their respective jobs so as to prevent overlaps and collisions, such that during any job involving the use of a lift, the bridge crane are still and locked/tagged out, their controls being in the care of the people in charge of ensuring the latter.

· If you are going to use a combustion-engine lift inside a closed space, first make sure the place is well ventilated.

· If you become aware of any anomaly in the lift, stop using it, mark the location of the problem and report it to the person in charge.

· If the lift is about to turn over, slowly begin retracting its moving parts. Never try to lower or raise the lift since this would only make the situation worse.

· There should be a place for parking the lifts when they are not in use.

· Lifts should be fully switched off after being parked. Do not leave the keys to a lift on after you have parked it.

· Make sure the lift’s moving elements are still before you start driving it. Place them in their travel position in order to prevent accidents due to any uncontrolled motions thereof.

5. USE OF CRANES, FORKLIFT TRUCKS AND OTHER CRANES 

· Do not use cranes or forklift trucks in the factory; they can only be used by factory employees. Specifically, forklift trucks and cranes can only be used with prior express approval from the Plant Spokesman and the H&S Responsible, provided that the external company has properly well-trained staff with express authorization to handle equipment on the basis of their qualification, and with the sole responsibility of the company.

· Self-propelled boom crane trucks and mobile cranes introduced in the plant must comply with legislation Royal Decree 837/2003, ITC-AEM-4, in the second case), with regard to training and certification which must give accreditation to users, ensure that equipment fulfills requirements set out in the legislation that apply, and that reviews and preventative maintenance procedures are carried out.

· It is strictly forbidden to use this equipment:

· To lift or transport people.

· To leave loads suspended in the air.

· To lift or transport loads near machinery and people operating cranes, forklift trucks or basket lifts.

· To cancel the safety systems provided. 

· Forklifts can only be used by workers properly trained and authorized by their own company:

· Never overload the forklift; maximum authorized load is engraved on it.

· Loads will be moved as close as possible to the floor.

· Do not lift or descent the load if the forklift is in movement.

· To drive down ramps with the forklift loaded; only in reverse.

· Never leave hanged loads, neither lift nor move loads close to machines, workers driving cranes or forklifts or scissor lifts.

· Take care while passing through narrow places or where workers are carrying out their tasks.

· Never transport or lift people.

· Park the forklift in the proper place, unplug it from the energy and action the break.

· Regarding the use of lifting accessories: 

· Never overload the forklift; maximum authorized load is engraved on it.

· When the weight of the load is unknown, overload estimation would be done.

· If it is necessary to make test movements, do not abandon the remote controls and strictly obey the indications from the responsible of the repair.

· If it is necessary to link accessories to load or lift equipment, they must be attached by shackles or carabiners approved.

· Once the work is over, move away used tools, materials, ropes, etc.

· Tests after repairs will be performed by the crane worker after checking that every maintenance worker is in a safe place.

6. ELECTRICAL SAFETY 

· Carrying out electrical work must comply with local legislation with respect to works in electrical installations being carried out only by Workers specially designated as Qualified and/or Approved by their company, with an indication of the work for which they are qualified or authorized to do, based on experience or training, in accordance with specific working instructions drawn up for the purpose.

· The electrical equipment used must be in perfect condition and comply with the legislation that apply in terms of marking and safety guarantees (Directive 2014/35 / EU in Europe).

· Electric boxes must be locked or should the electrical parts under tension have a protection when nobody is working in it.

· Handle over electrical installations can be performed only by authorized workers.

· Handle the manoeuvre devices with a possible direct contact over dry floors or over platforms or insulated carpets.

· Every used tool should have the proper insolation material regarding the work to be performed.

· Works close to electrical installations should be left without tension and if that wouldn’t be possible, it should be placed protection guards.

· Never perform a connection by putting the wires directly inside the female socket.

· Never use the wires as in instrument to transport or drag a machine.

· Wires shouldn’t be crushed by vehicles especially if the floor has corners.

· In case of humidity those wires should be covered with the necessary protection.

· As a general rule, all work on electrical installations are always carried out with the power off, following the 5 golden rules (4 in LV):

· Disconnect: insolate power supply sources by opening, creating air paths or insulating the nearest switches, and releasing any residual voltage in condensers or other items.

· Prevent feedback safeguard against any reconnections by locking and interlocking bypasses and signs prohibiting work.

· Check for absence of voltage in the active installation elements.

· Trip to ground and short circuit for HV installations (LV if voltage is accidentally reestablished by induction or without visible areas of re-connection). First, place the devices for proper discharge to ground and afterwards, other elements to be visibly grounded.

· Protect the next voltage elements and indicate to highlight the work.

To reconnect voltage, do the opposite of what has been described and only when the work has been completed (workers and tools removed).

· High voltage installation can only be handled by very specially qualified staff who are specialized in this kind of installation. 

· It is strictly forbidden to handle electrical installations (electrical boxes, connections, machinery, etc.). Only specially qualified and authorized personnel may access the aforementioned installations.

· Electrical boxes, control panels, machine logs, etc. will remain closed at all times.

· Insulation of electrical connections shall remain in good condition, without splicing, connections without plugs, etc. Provisional installations and connections (DIY) will be avoided. 

· All installations and machinery must be correctly connected and grounded.

· Extensions with multiple plugs must be avoided to avoid overloading which can cause short circuits and fires.

· Safety voltage will be used with electrical tools (drills, lamps, etc.) in damp areas (for example within depots and mechanical yards if they are wet with water or oil). 

· Safety transformers will also be used when work is done in damp places where electrical shocks can occur (trenches, depots, etc.).

· Lighting will be provided by watertight lamp holders in perfect condition, with an insulating sleeve, protective bulb grid and a 24V power supply. 

7. WORKING IN FACTORY MACHINERY 

· When working with production lines, always ask permission from the operator to access the interior. NEVER START MACHINERY WITH SOMEONE INSIDE THE GUARD UNIT: ALWAYS CHECK BEFORE STARTING.

· You must not trick or hotwire safety equipment under any circumstances.

· Production line and equipment maintenance, repair, cleaning and adjustment tasks and other tasks involving staying inside the danger zone for a certain amount of time and entailing mechanical (impacts, crushing, entrapment…) or electrical risks will always be undertaken by workers who have been authorised and are qualified to perform them in a safe manner.

· The workers will perform these tasks with the machines and installations stopped, locked and tagged out and de-energised and under safe conditions by following the steps that are listed in the lock out and tag out procedures, refraining throughout the job from activating the machines or accidentally or involuntarily triggering sudden motions thereof:

1. Notification and planning: request permission to go inside the line or equipment from the plant’s Maintenance Manager, who will be responsible for planning and preparing the work in advance and for subsequently restarting the line or equipment.

2. Disconnection and de-energisation:

· Should the work entail an electrical risk, switch off the power supply to the main power supply panels of the equipment which is going to be worked on by following the 4 golden rules of electrical work (see the preceding point).

· If the task only involves mechanical risks, disconnect the elements from their drives by pressing the corresponding emergency stop push button or disconnecting switch.

Likewise, all necessary, sufficient power supplies or valves supplying the workplace with power must be closed so that it may be possible to continue doing other jobs in other places different from those where the work is going to take place.

3. Locking out, tagging out and signposting: all voluntary, fortuitous, chance, accidental, unexpected or involuntary switching on of the power supply must be prevented by locking out all the disconnecting switches indicated by the Maintenance Manager using padlocks or taking the keys (if any) and signposting the power cut at the place itself by means of a specific plastic sign forbidding any actuation.

If several workers are going to work inside the line or equipment, serially install on suitable dielectric clamps as many padlocks as workers will be involved, thus ensuring that the motions cannot resume until the padlock of the last worker has been removed.

4. Verification: the following must be checked before the work starts:

· The absence of operational capacity and voltage by pressing devices, buttons and other activation controls in order to make sure the power supply is really switched off. Once this has been ascertained, return all controls to their off position.

· That the power supply that would allow the device to operate cannot be switched back on and there are no circuits left whose power supply has not been switched off. 

5. Release of energy: dissipate any residual energy that may be still accumulated and could cause parts to start moving and potentially entrap or injure workers by:

· Releasing any remaining air and oil inside cylinders, headers and containers belonging to pneumatic and hydraulic circuits and locking out and tagging out their screw-down valves.

· Discharging the electrical energy accumulated inside the condensers.

· Propping up and/or holding any moving parts that might move or drop by the action of gravity by means of a sufficient number of bolts, props, chocks, etc. of a suitable design to ensure they are stable during the work.

· Fastening or releasing any moving parts that might move or drop by the action of a spring or the like.

6. Completing and preparing the area: once the work is completed or before it is resumed:

· Removal in reverse order of all lockout devices and tagout cards by the people who installed them.

· Restore power to the hydraulic and pneumatic circuits to ensure that all elements which must be held in place are held in a safe position.

· Before removing the bolts, props or chocks preventing the elements from dropping, ensure the latter are going to stay in place and not drop, taking all necessary precautions when being removed and leaving them in a safe place.

· Switch the power supply back on and restart.

· If certain maintenance tasks require workers to remain inside dangerous areas with moving elements not fully stopped in order for them to observe certain motions:

· Before the tasks are undertaken, the Maintenance Manager must meet with the workers who will perform them and plan all the preliminary steps they must take to make the area where they are going to work and the surrounding area safe such that the resetting thereof does not pose any risk for them or any other person who might be present in the surrounding area.

· There must be another person in charge of controlling the motions who must remain in close communication with the person who is going to work inside the equipment, who will be responsible for:

· Continuously keeping the dangerous area in his sight, as well as its immediate surroundings so as to prevent anybody else from going inside.

· Making sure not to trigger any motions if the worker inside the area is still exposed to any risk.

· Maintaining a pre-established, unequivocal, clear communication with the worker who is inside, who will command the motions by giving an active, unmistakable gestural or verbal signal – otherwise, they will not be triggered. If he does not receive an explicit order from the worker inside the equipment, he will not activate anything.

· Executing all motions at low speed or for short distances only, standing close to the emergency stop push button in order to press it quickly in case of an emergency.

· If the safety fences of the lines are not operational, during the operational test, the whole outline must be provisionally cordoned off or highlighted.

· With regard to works carried out with the machine in operation and the workers in the risk area:

· Work to be done shall always be carried out in the presence of someone in charge appointed by the company  who will oversee and monitor safety during the course of the work.

· It will be done at reduced speed with touch or sensitive controls or with an operator next to the emergency stop, etc. to avoid any being caught.

· Work must be carried out with close-fitting clothes, hair tied back, and without watches, rings, chains, etc. to avoid being caught in the machine. 

· Any anomaly, deficiency or malfunction in the machinery must be reported immediately, and repair must not be undertaken without authorization and the appropriate knowledge to carry out repairs.

8. USE OF HAND AND ELECTRICAL TOOLS

Hand tools
· Select the appropriate hand tool for the work that you are going to do: use only the right tools according to the specific function for which they have been designed.

· Check the state of the tool before you use it and put on your protective goggles:

· All hand tools must be spotless; when you are going to use a tool, make sure your hands are not oily, greasy or wet.

· Keep sharp tools properly sharpened, which must be free of burrs, dents, wear, misalignments or cracks.

· Use tools properly and keep them in good working condition.

· When using a tool, make sure it is facing outwards from your body.

· When climbing up a ladder, wear a tool belt.

· After you use a tool, put it in a safe place.

· The use of portable electric and pneumatic tools is restricted. Verify all cables, protections, conduits and connections are in perfect working condition.

Portable electrical tools

· Periodically check the state of the cables of portable electrical tools.

· Do not use a portable electrical tool if your feet are wet or you are in a humid environment unless it is provided with the right protection.

· Never use a portable electrical tool whose plug is missing.

· If you are going to work in humid or dangerous environments, use tools powered with safety voltages (24V in humid places and 50V in dry places).

· Always connect portable electrical tools to electrical panels having a residual current-operated circuit breaker.

· Once you finish the job, unplug the tools and store them with their cables wound.

· If you need to use an extension cord, plug the tool to the socket, never the other way around. If the tool has an earthing terminal, the extension cord must have one also.

· Always unplug tools by pulling from the plug, not from the cable. If you are going to clean, replace, etc. a tool, first unplug it and make sure it is not running.

9. WELDING WORKS 

· Work that could cause a spark or fire must have prior approval from the spokesman of the company which has contracted out the work. He will indicate the place where such work will be carried out and the measures to be taken by filling in and issuing a specific Work Permit, without which work cannot be started.

· All workers doing welding work must have authorization giving them accreditation as skilled people.

· Welding equipment and its electrical conductions and gas hoses, valves, bottles of gas, etc. must be in perfect condition of use and conservation.

· Any installations in the workplace likely to be at risk of fire or explosion will be considered: product storage areas, trolley battery recharging area (with an accumulation of hydrogen), etc.

· Before carrying out work, all combustible materials must be removed (cardboard, sawdust, rags, etc.) and inflammable substances (solvents, paints, oils, etc.) 15 m. far away from the place where the tasks are carried out.

· If it’s not possible to remove combustible or inflammable substances, these areas and those areas where burning material is likely to fall will be cleaned prior to works or protected with fire-resistant blankets or sheets. It is vital to ensure that openings or cracks in floors or partition walls, through burning materials may pass, do not give access to areas containing combustible materials (typically it may occur in scrap ditches, entry and exit ramps, or in scrap metal tunnels). If in doubt, cover these openings with sand and fire-resistant or metal plates.

· On completion of works, the contracting manager will inspect the area where work has been carried out, and the adjacent and surrounding areas which may have been affected by burning material emissions or heat transfer.

· It is compulsory to use protective personal equipment (PPE) such as safety glasses, welding screen, protective breathing apparatus, welder's apron, gloves, leggings, hoses, protective insulating footwear (electrical welding) and non-inflammable clothing, which is completely devoid of grease, all of which is appropriate for the operations to be carried out and materials used.

· Gas cylinders must be secured during work and stored, safeguarding them against collisions and falls, and removed from hot spots.

· In the workplace, there is always an ABC dust extinguisher next to the welding equipment; if the risk is high, get ready with water hoses.

· All cyclinders have a collar to protect the tap against knocks or falls.

· At the end of the day the responsible of the works must:

· Check the workplace where the works have been carried out and surroundings that could be affected by the incandescent projections or the transmission of heat.

· Gas cylinders must be correctly shut and stored in areas away from the process installations.

Oxyacetylene cutting: 

· Cylinders containing compressed gas will always be kept in vertical position on the cart and secured to it assuring them against falls also out of the cart.

· In order to avoid wire damages, they won’t be placed over hot surfaces, projection zones, or other zones that could damage them.

· Cylinders won’t be rolled nor hit, and will be kept far from hot or cold spots.

· Cylinders will be clean and won’t be oiled neither handled with oiled clothes or gloves.

· If an acetylene bottle set on fire, you should try to close the valve or turn of the flame with a dust or CO2 extinguisher, or with water.

· Valves from bottles will never be disassembled.

· Minimum distance between the oxyacetylene cut point and the cylinders must be 3m.

· Cylinders during use shall always be kept on the ramp.

· The torch will have valves to prevent oxygen from entering the acetylene cylinder.

· To light the torch, open the oxygen valve gently, and then the acetylene valve even more. To extinguish the flame, do the reverse. At all times, ensure that the tap is not exposed to knocks or collisions which may result in it being broken.

· The cylinder gauges will be in perfect working order.

· The hoses linking them shall also be in good working order (see service date) and will be colour-coded red (acetylene) and blue (oxygen). 

· The nozzles will be kept clean to avoid flame flash-back.

· It is forbidden to:

· Grease the taps, and other parts of the oxygen cylinders.

· Hang the torch on the cylinders even if it is switched off.

· Ventilate or clean with oxygen.

· Use lighters to light the flame

· Roll or drag compressed gas cylinders. For small distances, they can be moved by turning them on their base.

· Keep more cylinders in the working area than the number required to be used and replaced.

· Use cylinders to strike an arc or use them as a support for welding.

· Switch between cylinders.

· Tie blow torch hoses.

· Use wire to clamp hoses.

· Lift cylinders with cranes or forklift trucks without appropriate protective cages.

· Work with cylinders that are misshapened, in a state of deterioration or with an expired hydraulic test date. 

Electrical welding 

· Electrical cable connections shall be protected to avoid direct or indirect contact. Equipment in a bad state will not be allowed.

· Welding machine will be placed over a proper surface free of wires.

· Do not place wires in passing areas (vehicles or people). If necessary protect them.

· Connect the ground plug to the machine.

· Place the grab over the insulated material. If the handle is damage, replace it.

· If the piece to be welded must be cleaned and without rests of other products such as solvent.

· In order to move the welding machine, roll the wires.

· If you have to weld a hanged piece of a crane, place an insulating piece between the piece and the hook (rope or another non-conductor material) and ensure the piece in order to avoid it from falling.

· Perform the works in ventilated places, if possible.

· Electrode holder insulation, ground cables and electrode holders have to be maintained in perfect condition, without cracks, joints, or breaks, etc.

· Cables and hoses shall be protected from being cut, crushed, worn down or in contact with chemical substances, etc. 

· Before handling any welding machinery, the power supply shall be switched off, even if it is just to move it.

· During work breaks (for lunch and other needs) and at the end of the day, all welding material must be disconnected. 

· Work shall be suspended if it rains, and special preventative measures taken when working in damp or wet areas, or high risk of electrical shock (machine trenches). 

10. MANUAL LOAD HANDLING

· Insofar as possible, use mechanical means for handling loads. As a general rule, obey the following rules:

· Keep the spaces for loading, transporting and unloading loads free of obstacles.

· Once you pick up a load, carry it for the shortest possible distance.

· Do not lift boxes or packages if you are in an unstable or unbalanced situation.

· If the packages or loads weigh more than 25kg, ask your co-workers for help.

· Always use safety footwear and gloves.

11. WORK IN CONFINED SPACES

· A confined space is any enclosure with a limited number of entry and exit openings and unfavourable natural ventilation where toxic of flammable contaminants may accumulate or inside of which there might be an oxygen-poor atmosphere (narrow pits, shafts, tunnels, vats, tanks...) and which is not intended for continuous occupation.

· Only medically fit personnel with sufficient, appropriate theoretical and practical training on the existing risks, the work procedure to be followed, the equipment to be used and the rescue and evacuation systems may go into these spaces.

· The work will always be carried out in the presence and in constant communication with a person appointed by the company to be in charge of the job, who will monitor the work and make sure it is done properly.

· Before the work starts, it will be prepared and planned in conjunction with the plant person responsible for the job. All preliminary steps and other considerations to be taken into account during its execution will be included in a work permit:

· The existing risks inside the space (fire, explosion, lack of oxygen, toxic atmosphere...).

· All necessary locking and isolation measures. Consider and asses, if appropriate, the appropriateness of taking measures aimed at:

· Ensuring there cannot be a sudden power supply in order to prevent mechanical elements from turning on or an electric voltage that might result in the ingress of contaminants due to valves being opened (please see the Section “Working in work equipment and machines”).

· Installing blind flanges, including the safety and blowdown circuits of the supply pipes.

· Placing safety cards reading “Danger. People Working” on all tank entry access valves and minimum-fluid boost pumps.

· Draining, inerting, emptying, venting and cleaning the enclosure (if appropriate, which will be assessed by the person responsible for the job depending on the products or substances it might contain).

· Acceptable conditions of the inner atmosphere and the results (if any) of preliminary and ongoing measurements of or tests on:

· Gases, keeping the detector turned on inside the tank during the entire stay.

· The presence of oxygen, always ensuring that the oxygen level is optimal (concentration of at least 20.5% in the air) – if necessary, aerate the enclosure with forced ventilation – and preventing people from entering if the level is below said value.

· Localised extraction of contaminants if any are generated during the work inside (e.g., by welding).

· Systems for the workers who go inside the enclosure to communicate with the outside, the workers being first trained on how to use them and the equipment being tested before they walk inside.

· Necessary equipment: ladders, torches (ATEX, if the atmosphere is explosive), etc.

· Mandatory PPEs to be used during the job.

· Placing “People Working” signs and cordoning off the area, setting physical barriers on the entrances to the tank to prevent people from falling down inside.

· Rescue and evacuation means.

· The validity period for the job is stated on the associated permit and set by the person responsible therefor depending on shift turnovers or the eventual presence of substances, the maximum duration being one working day.

· At the end of the work:

· Collect any eventual liquid or waste generated by cleaning or draining a tank in suitable containers appropriately labelled and identified.

· Inform the managers and the machinist of the completion of the work.

· Remove all blind flanges and clear all pipes entering and exiting the tank.

· Remove all “Danger: People Working” safety cards.

· Leave all guards, devices, etc. in the state they were in before the work begun.

· Hand over the work permit to the person responsible for the plant.

12. USE OF CHEMICAL PRODUCTS

· Stay up to date on the existing chemical products.

· Read warning, precautionary and first aid labels.

· Keep Safety Data Sheets of the chemical products present in your area at hand, and learn about tips on use, storage, and handling, etc.

· Follow the use instructions provided in the Safety Data Sheets.

· Use protective equipment and monitoring devices, as necessary (safety goggles and, if necessary, special safety gloves).

· Keep hair and work clothes tucked at the workplace.

· Never put products inside containers not intended for them.

· Avoid contact with skin, eyes and mucosa at all times.

· Keep work area in proper clean and orderly condition, clearing off all obstacles from the emergency areas and walkways. Remove unused chemicals.

· Wash after using chemicals and before eating. Do not eat, drink or smoke near areas with chemical product presence.

· Store chemical products in limited amounts, in adequate containers, in separate and safe areas.

· In case of hazardous spillage or exposure, follow the emergency action rules. Seek medical attention immediately.

13. ACTIONS IN THE EVENT OF AN ACCIDENT

· If a worker has had an accident, do not move him to avoid further harm.

· Try to calm him and, without leaving him alone, call for help.

· In the event of accidents, do not forget the basic action principle P.A.A.:

1º. Protect the injured worker and other workers from the same cause of the accident: prevent the accident from getting worse and indicate the danger zone.

2º. Alert external emergency services and inform the person who can attend to the injured person.

3º. Administer first aid to the victim if you are suitably qualified.

14. ACTIONS IN THE EVENT OF AN EMERGENCY

· In the event of fire:

· Keep calm and peaceful: Do not run, shout or cause alarm to others, thereby creating panic which will aggravate the situation.

· If it is a small fire and you can use extinguishers, then attack the fire with the closest and most suitable extinguisher to hand for the kind of fire.

· Direct always the water or the extinguisher agent to the base of the flames.

· Do not use water close to electrical equipment, first you must switch off the current

· Do not open a door if it is hot, if you have to do it, so it slowly.

· If you cannot control it or see that your life is in danger, call for help and get away immediately. DO NOT PUT YOURSELF IN UNNECESSARY DANGER!

· Give the alarm to the staff of the company responsible or call the switchboard, giving your name, reporting what has happened and location, and indicating the severity and people affected.

If the way is blocked by smoke, crouch down to breathe and      
Contractor: .................................................................................................................................................................................................
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I hereby declare and confirm with my signature, that I was informed and instructed about principles of safety and health protection at work, about identified hazards, threats and risks on the construction site (workplace) and familiarized with local conditions on the construction site. I undertake to follow the above rules of HEALTH & SAFETY AT WORK, which I have understood.
Designated manager of the Contractor is responsible for credibility of signatures (execution and training).
Notification performed by:    .........................................................          .....................................         .......................
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