[image: image1.png]BOGE

RUBBER & PLASTICS



Work rules for contractors                        

Valid for BOGE Elastmetall GmbH (Germany)
	Emergency call 
	Police(
	Fire department  (
	Receptionist/Front-desk officer   (

	
	110
	112
	external:                     internal: 



General

· On accessing the plant site, the Contractor must gain information prior to the commencement of work from the 

Customer BOGE:

________________________________________________________  
                                        



(Date / Name / phone number)              

or the responsible functional manager  who is the responsible 

Contact Partner at BOGE for him and his workers: ___________________________________________________
                                                   


(Date / Name / phone number)              
 

· The Contact Person appointed by BOGE Elastmetall GmbH must coordinate performance of the work at the plant site in order to prevent the persons involved (workers) from posing a hazard to each other.  
The actions ordered by him are to be implemented. The instructions of the Receptionist/Front-desk officer, Fire Protection Officer, Environmental Protection Officer as well as Safety Coordinator for Occupational Health & Safety must be followed. 
· The BOGE General Terms and Conditions of Purchase and Technical Delivery Specifications shall apply. 

· On accessing the plant site, the Contractor must identify himself or his workers to the Receptionist/Front-desk officer by presenting e.g. an ID card and receives in turn a visitor’s ID card from the reception staff. The visitor’s ID card must be carried visibly at all times.  If it is not possible to carry this ID card visibly due to workplace safety concerns, the Contractor or his workers must carry it with them and must show it on request.  On leaving the factory premises, the ID card is to be handed in at the front desk. 

	The contents of these work rules have been personally explained to me and I have been expressly informed of the necessity of these actions.  I have understood these work rules and will comply with these rules since they serve primarily to protect my health thus preventing unnecessary failures and costs. I have received a copy of these work rules.   

For the Contractor: 


	Executive, name:                                                                   Date / Signature:


	Employee, name:                                                                     Date / Signature: 


	Employee, name:                                                                     Date / Signature: 


	Employee, name:                                                                     Date / Signature: 


	Employee, name:                                                                     Date / Signature: 


	Refer to Annex TM 1942 “instructions for contractors”


	

	


Occupational safety and health 
· The Contractor must inform the Customer and Customer’s Contact in good time about the commencement of the activities and any malfunctions that could occur; the employees of the Contractor are to be instructed by the Customer. 
· The Contractor must undertake the required actions for the prevention of industrial accidents, occupational illness, work-related health hazards, property and environmental damage as well as an effective first aid. In particular, the governmental health and safety regulations according to Annex 1 of DGUV-V1 (Provisions of the German Accident Prevention and Insurance Association) shall be observed. 
· Ensure cleanliness and order in the entire workplace, leave it tidy and secure it by sealing off the area (s) if required. 
· In all production areas, the consumption of food (eating and drinking) is prohibited. 
· The use of mobile phones and other not-explosion proof electrical equipment in areas exposed to explosion hazards is not allowed. 
· Unauthorized access to work places other than those assigned to you is not allowed. 
· Work at height may only be performed simultaneously if the workplaces and passageways below are secured against falling objects.  
· The working equipment you use (machines, tools, ladders and scaffolding …) must comply with the valid accident prevention regulations. You may only use workers who are qualified in compliance with the regulations and rules of the employer’s liability insurance association. 
· The use of BOGE Elastmetall company-owned working equipment, machines, facilities and materials is subject to the approval of the competent operation department. It will only be granted by giving proof of the relevant qualification (e.g. forklift and stacker license); refer to Annex Assignment Form.
· Nuisance resulting e.g. from construction noise or dust shall be kept to a minimum. If it is not possible to keep noise at a low level, you shall inform the Customer’s Contact in good time. 


Responsibility for Occupational Safety and Health 
	Location 
	Name
	Phone no.

	Damme 
	Martin Lüke
	-4644

	Bonn
	Martin Trepper
	-304

	Simmern
	Timo Strüven
	-222


Corporate Security 
· For your and our safety, most of the plant site is under video surveillance. 
· Taking photographs and filming on the entire plant site are not permitted.
· The use of private and not BOGE – owned EDP storage media such as USB sticks and external hard disks is prohibited. 

· Road traffic regulations shall apply on the plant site. Max speed must not exceed 10 km/h.

· Any kind of alcoholic beverages and drugs are prohibited at the BOGE Elastmetall GmbH locations. 
· Smoking is strictly prohibited on the entire plant site. Smoking is only allowed at specifically marked points. 

Handling of hazardous substances 
· When handling hazardous substances, the respective hazard notes, safety advice and code of conduct regarding the substances used shall be complied with. 
Before commencement of work, the Customer or Customer Contact must be informed about the hazardous substances which are fed or introduced into a production process and which could have a significant effect on BOGE Elastmetall GmbH location, employees or environment.  Regarding these substances, a safety data sheet has to be submitted to the Environment, Safety and Health department in advance. The use of such substances is permitted only with the consent of Environment, Safety & Health department. 
· For all types of substances brought onto the plant site, instructions for the use of hazardous substances should be kept available on site according to the Ordinance on Hazardous Substances. 
· If, for important reasons, a delivery of materials directly to BOGE is absolutely necessary, the materials can be delivered to the H + B storage. The sender must clearly identify the goods as property of the contractor. Furthermore, the goods must be marked with the name of the "customer at BOGE". If the delivery involves hazardous substances, the client must ensure that the corresponding operating instructions are available in the H + B storage prior to the arrival of the hazardous substances.
Fire protection 
· Work that poses a fire, explosion and heat hazard (e.g. welding, soldering, grinding, cutting, hot work, explosive range, smoke development) may only be performed by qualified personnel who can execute the work correctly and expertly with a written permit (also refer to “permit for fire-hazardous work”) of the Fire protection Officer responsible for the area  
Fire protection officer 
	Location 
	Name
	Phone no. 

	Damme 
	Volker Schulte
	-4816

	Bonn
	Martin Trepper
	-304

	Simmern
	Timo Strüven
	-222


or Team Manager of Maintenance and Repair or Supervisor of the Construction Division. The permit shall be kept available. 
· The Contractor must equip the workplace with suitable fire extinguishers/fire extinguishing media. 
· Combustible waste such as paper, plastic films shall be removed from the facilities in particular before end of work. 
· Flammable liquids may only be stored in break-proof containers in quantities required for the progress of the work. The use of highly flammable hazardous substances is only permitted with the consent of the Customer. 
· In the event of a fire or smoke or suspected fire, the Receptionist/Front-desk officer and subsequently the fire department are to be alerted immediately by fire alarm or phone (number see page 1). Please check before commencement of the work where the nearest telephone or a fire detector is located. 
· It is not allowed to drive external Diesel vehicles indoors.  Should it, however, be necessary for compelling reasons to drive such vehicles indoors, the Customer/Customer Contact shall be informed in advance. 

Environmental protection 
· Any waste material generated including packing material is the property of the Contractor and shall be properly disposed of by him unless otherwise provided by the contract. When disposing of waste and wastewater, the internal waste separation requirements shall be observed. 
·  If the Contractor leaves waste after completion of the work at the plant site, we will charge the Contractor’s account with the waste disposal costs.  
·  In principle, the work and working equipment of the Contractor may not impair environment and resources such as soil, air and water. 
·  If the Contractor has caused environmental damage, the Customer/Customer Contact shall be informed immediately. The costs will be charged to the Contractor’s account. In the event of acute environmental hazards, the Receptionist/Front-desk officer must be informed (phone number see page 1) who will then inform the fire department. 
First aid/Emergency services 
· Escape and rescue routes shall be kept clear at all times and must not be obstructed by material, tool boxes and/or the like. 
· The Contractor shall inform himself before commencement of work about possible escape and rescue routes checking the local signage. 
· If you hear an alarm signal, leave the building immediately, go to the assembly points (see sketch) and contact the Customer. 
· The Contractor must immediately report cases of emergency to the Receptionist/Front-desk officer. After alerting the Receptionist/Front-desk officer, the emergency services shall be called immediately and guide/guide signs shall be placed. 
Continuous improvement

· BOGE strives for continuous improvement in occupational safety and environmental protection, as well as in resource and energy consumption. For this reason, BOGE operates the corresponding management systems according to ISO 14001 (environment), ISO 45001 (occupational health and safety) and ISO 50001 (energy) and will continue to develop them further. 

· Our contractors are requested to support us in realizing the claim of continuous improvement in the fields. On the one hand, by complying with regulations in occupational safety and environmental protection, on the other hand, by actively pointing out corresponding potential. Your suggestions are always welcome. Speak to your contact person.

Site Management, Oktober 1, 2020




Plant Security 









Annex (if required): 
Site layout plan incl. assembly points 








TM 1942 Instruction of contractors 








TM 1943 Assignment form forklift driver / 
 Lifting platforms / Cranes








TM 0114 Permit 
TM 1941 Version 5.0

