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Enclosure No.... to Order No. .............................
ZOP - “Regulations for Organization of Work, Rental and Lease in the premises of RAFAKO S.A.” 
_____________________________________________________________________________________________________________________

Z O P

„Regulations for Organization of Work, Rental and Lease in the premises of RAFAKO S.A.”
These Regulations shall be binding to entities, which execute Services ordered by RAFAKO S.A., and to Tenants and Lessees of rooms, areas, machines and equipment in the premises of RAFAKO S.A.
____________________________________________________________
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________________________________________________________
Definitions:

1. RAFAKO S.A. premises - shall mean premises of RAFAKO S.A. registered office, ul. Łąkowa 33, 47-400 Racibórz and premises of remaining establishments and subordinate department of "RAFAKO" S.A. in which the services or lease, tenancy are performed.
2. Contractor and Tenant – shall mean legal entity obligated vis - a - vis RAFAKO S.A. in the Agreement (external Purchase Order), to which shall apply present "Regulations for Organization of Work and Rental in the premises of RAFAKO S.A.” and which forms its integral part as  Enclosure.
3. Whenever present Regulations specify the rights or obligations in relation to the Tenant, it applies equally the Lessee.
________________________________________________________

I.
General Rules:

1. RAFAKO S.A. as the Employer for services and Landlord ensure in their premises to Contractors and Tenants the possibility to organize and run a business in a way compliant with the regulations of occupational safety and health, fire safety, protection of the natural environment.
2. In the premises of RAFAKO S.A. commonly binding rules of law are applied and internal normative acts, including procedures and instructions of the Integrated Management System based on the requirements of EN ISO 9001 standard, EN ISO 14001, PN-N 18001, Ordinance of the European Parliament and Council No 1221/2009 WE (EMAS) and Directive 97/23/WE, the objective of which is to take action to improve the quality of services rendered, work safety and hygiene, fire safety and the protection of the natural environment.
3. Regarding work safety and hygiene, the strategic goal of RAFAKO S.A. is to reduce the number of potentially accidental events, occupational diseases, accidents at work and to ensure safe and hygienic conditions at each work stand. To protect own safety as well as that of RAFAKO S.A. associates, the compliance with the following regulations is anticipated, which were drawn up out of the concern for health and safety of all Employees working in the premises of RAFAKO S.A.
4. The Contractor and their personnel should:

	Move in the premises of RAFAKO S.A. along designated roads, taking care of any vehicles, or move under the custody of an appointed employee of RAFAKO S.A.,
	

	Stay only in places where they are allowed
Comply with information on appropriate signs.
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	Use personal protective measures in hazardous zones.
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	No touch moving and rotating machine parts.
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	Remember that in the premises of RAFAKO S.A. smoking is permitted exclusively in designated areas.
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	In case of doubt do not hesitate to ask questions.
	?

	After the alarm signal is heard (continuous sound for ca. 30 seconds) go through the closest evacuation exit towards the meeting point.
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	Report any noticed hazards and accidents that occurred or potentially accidental events.
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	Important telephone numbers:
Factory clinic at RAFAKO S.A. -  Alarm number (6,00-18,00)

Company security guards 
Alarm number of Polish resource work


Emergency




Fire brigade
Police




Occupational Safety & Health specialist at RAFAKO S.A.
Commander of security guards at RAFAKO S.A.

	999

998

112

0-999

0-998

0-997

1415, 1416, 1208, 8014, 1979

1231



II.  Work organization regulations and running a business in the premises of RAFAKO S.A.  
1.  The Services of RAFAKO S.A. will carry out periodic inspections of the services carried out and business run, including the observation of the law and the following regulations by the Contractor and the Tenant.
2. 
The Contractor and the Tenant shall provide for sufficient supervision during the execution of services and business run. The person appointed or its deputy shall at all times stay in the place where services are rendered, to monitor, inspect, ensure correct execution and compliance with the rules of law, Occupational Safety & Health regulations, fire regulations  and environmental regulations.
3. 
The Contractor shall employ adequately skilled personnel to render the services on time and accurately. All employees shall have licenses and qualifications required by law and RAFAKO S.A.
4. 
Upon entering the premises of RAFAKO S.A., all workers, associates and / or representatives of the Contractor or Tenant shall move solely in work areas, also along designated roads and in staff rooms.
5.  The Contractor’s personnel staying in the premises of RAFAKO S.A. shall have:
a) appropriate and legible name tags fully identifying the Contractor’s worker and his work stand;
b) all Contractor’s workers shall have appropriate clothes, shoes and helmets in identical colour and with the Supplier’s company mark (the Supplier’s logo) and safety goggles, pursuant to regulations binding in the premises of RAFAKO S.A.
6. 
Contractor and Tenant, at RAFAKO S.A. premises, declares that he will take all the necessary steps in the implementation of services and performed activities in accordance with these regulations, has the experience, authority and organized control system to ensure high quality of rendered services, will perform works and carry out activities in accordance with the requirements of the law provisions, standards, and regulations of the European Union, appropriate engineering and construction standards, construction Law and modern technical know-how and other standards required for particular activity and requirements of PN-EN ISO 9001, PN-EN ISO 14001, PN-N 18001 standards.
7. 
The stipulations of the relevant internal regulations or instructions binding in RAFAKO S.A. shall apply for maintenance, conversion, extension and overhauls of buildings and power facilities, i.e. electrical, thermal-mechanical, heating and hydro-technical equipment.
8. 
Prior to execution of services or starting work the Contractor and Tenant shall submit:
a) a list of workers with full names and qualifications of persons delegated to carry out work (this concerns in particular the Polish Electricians  Association certification, construction licence, welding licence, licence for operation of hoists, etc.) and copies of up-to-date certificates for Occupational Safety & Health training (preliminary or periodic), medical certificate of absence of contraindications for the executed work.
b) a list of equipment brought to the premises of RAFAKO S.A. with a statement that this equipment is in good working order and is not hazardous to people and the environment, 
c) Material Safety Data Sheets for chemicals brought to the premises of RAFAKO S.A.
9. The Contractor shall comply with the Regulation of the Minister of Infrastructure of February 6th 2003 regarding work safety and hygiene in the execution of construction work (Journal of Laws No 47, item 401) and the Regulation of the Minister of Economy dated September 17th 1999 regarding work safety and hygiene at power facilities and systems (Journal of Laws No 80, item 912).
________________________________________________________

III. Rules for observance of Industrial Safety & Health Regulations.

1. In the premises of RAFAKO S.A. the Contractor and Tenant shall organize, prepare, render services and run their business in a way preventing accidents, occupational diseases, fires, degradation of the environment and not hazardous to property and people.
2. Prior to starting work every worker of the Contractor and Tenant shall be given a training in respect of the Occupational Safety & Health regulations, fire-control regulations and other regulations that are in force in the premises of RAFAKO S.A. The fact of being trained shall be confirmed in form of a written protocol.
3. Vehicles owned by the Contractor and Tenant can drive in the premises of RAFAKO S.A.  as soon as they were given the relevant permission, with due caution and complying with the acceptable speed limit of 20 km per hour in the premises of RAFAKO S.A.
4. The supervision officer of RAFAKO S.A. having control over the Contractor and the Tenant, shall convey information on professional risk connected with the work carried out, the services, work environment conditions and measurement results of noxious agents for health in the scope or place of work.
5. The Contractor’ s personnel and the Tenant’s staff, according to scale and place of hazard, shall:
a) wear protective helmets and goggles in the premises of RAFAKO S.A.;
b) use hearing protective measures in work areas, where the noise level is exceeded;
c) use dust-masks in work areas, where the dust level is exceeded;
d) use other individual protective measures according to the type of occurring hazards.
6. The Contractor and the Tenant shall immediately report to the representative of RAFAKO S.A. any accidents at work, potentially accidental events, the suspicion that occupational diseases occurred and any other irregularities that were detected or happened in the execution of the subject of this agreement (external Purchase Order), and also noticed instances of noncompliance with rules of law in respect of Occupational Safety & Health, fire-control regulations, environmental regulations.
7. Representatives of the Contractor and the Tenant shall protect the place of any work accident they have witnessed.
8. RAFAKO S.A. declare to make available any information and materials and give wide-ranging assistance to persons investigating the circumstances and reasons for accidents that happened in their premises.


________________________________________________________

IV. The observance of fire-control regulations.

1. The Contractor and the Tenant shall make use of and keep the buildings, equipment, machines and storage areas in a condition protecting against the occurrence of a fire.
2. In buildings and the adjacent areas it is prohibited to perform activities which may cause a fire, its propagation, may impede the rescue operation or evacuation, and in particular:
a) use naked flame, smoke cigarettes and use other factors which may cause the ignition of materials that occur:
· - in the explosion risk area, except for equipment intended for this purpose, complying with the requirements stipulated in the Regulation of the Minister of Economy of December 22nd 2005 regarding major requirements for protective equipment and systems intended to be used in explosion risk areas (Journal of Law No 263, item 2203),
· - in areas where dangerous flammable materials are fund;
b) use of installations, equipment and tools in bad technical condition, or nonconforming to the destination or conditions stipulated by the manufacturer;
c) to warm up tar and other materials with a naked flame in the distance less than 5 meters from a building / facility, the adjacent storage area or intermediate storage place with combustible matter, whereas it is acceptable to carry out these activities on non-flammable roofs of buildings, and in others – if special preheaters are used;
d) light a fire, dispose of hot ash or slag, burn off grass in areas where combustible materials are stored or adjacent buildings;
e) storage of combustible matter, hay, tree branches and branch wood outside buildings, within a distance of less than 4 meters from the border of the adjacent building plot;
f) use of electric heating devices placed directly on a combustible ground;
g) storage of combustible matter on main roads, used for evacuation, or placing some objects on these roads to reduce their width or height;
h) closing evacuation doors, so that their immediate use is prevented in case of fire or another hazard causing the need for evacuation;
i) placing furniture, installations and equipment in such a way that the dimensions of evacuation roads are reduced;
j) preventing or restricting the access to:
· fire extinguishers,
· water sources for extinguishing fires,
· control devices that affect the fire safety of a building,
· evacuation exits,
· electric current switches and cubicles and main isolating cocks of gas systems.
3. The Contractor’s and the Tenant’s personnel using power or flammable gas supplied equipment are prohibited to perform activities which could become a fire hazard or explosion risk, and in particular:
a) use extra electric heaters,
b) use defective systems, electrical and gas equipment,
c) switch on too many electrical devices, so that the simultaneous total power consumption can cause overloading,
d) leave switched on electrical devices, not adapted to continuous operation – unattended,
e) block access roads to distribution boards, switches, change-over switches and other electrical equipment,
f) leave power supply switched on  after the completion of work in storage areas, manufacturing shops, etc.,
g) keep cylinders filled with inflammable gas (propane-butane) over 11kg in weight in  rooms inside buildings, in which temperature exceeds 35 °C.
4.  The Contractor and the Tenant are not allowed to make modifications and overhauls of equipment, wiring systems or gas systems, or mount extra drawing points of power or gas on their own.
5.  Moreover it is prohibited to:
a) use naked flame or smoke cigarettes, except for places stipulated by RAFAKO S.A.,
b) leave machines and technical equipment untidy and not cleaned of dust, combustible lubricants, production waste, etc. after completed work,
c) store inflammable liquids in larger amounts that the daily demand in production areas,
d) leave cleaning agents for machines and greasy rags unprotected in closed non-flammable pots,
e) keep protective and work clothing in places not intended for this purpose,
f) keep unprotected substances, whose mutual contact may result in ignition or explosion, in immediate vicinity,
g) locate stands for preheating of tar on cable duct covers and within a distance of less than 15 m from them (refers also to ventilation stacks and evacuation exits of cable ducts).
6. Tenants of RAFAKO’s rooms, areas, machines and equipment shall procure and keep fire-fighting equipment, to be placed in an accessible area. Detailed rules for provision of fire-fighting equipment in buildings are stipulated by the Regulation of the Minister of Internal Affairs & Administration of June 16th 2003 regarding fire protection of buildings, other structures and areas (Journal of Law No 121, item 1138).
7.  Execution of welding work, work with the use of naked flame or other work with high fire risk in the premises of RAFAKO S.A., also work with the use of flammable substances and matter can take place solely with the knowledge of RAFAKO S.A inspectors and in compliance with the Fire Safety Instruction in RAFAKO S.A. and Instruction for Organization of Safe Work in RAFAKO S.A.
8. 
The execution of any welding work, work with the use of naked flame or other work with high fire risk, also work with the use of flammable substances, that are not part of the technological process, can take place solely after a fire protection protocol is drawn up and the approval to carry out work with high fire risk is given pursuant to the Fire Safety Instruction in RAFAKO S.A.
9. 
The Contractor and the Tenant shall comply with the fire-control regulations, and in particular:
a) the fire protection Act of August 24th 1991 (uniform text, Journal of Laws of 2002 No 147, item 1229 with subsequent amendments),
b) the Regulation of the Minister of Internal Affairs & Administration of June 7th 2010 regarding fire protection of buildings, other structures and areas (Journal of Law No 109, item 719).
10. RAFAKO S.A. reserve the right to monitor / control the activities of the Contractor and the Tenant through their relevant services and the right to suspend work without indemnification if it is found that the Occupational Safety & Health regulations and the fire-control regulations are not observed.
11. RAFAKO S.A. reserve the option to remove the Contractor, the Tenant and their personnel or to suspend cooperation without indemnification in case of numerous major violations of Occupational Safety & Health regulations and fire-control regulations.
________________________________________________________

V. The observance of environmental protection regulations.
1.  Only entities that hold updated permissions to run business are allowed to provide services to RAFAKO S.A.
2.  The Contractor and the Tenant shall be fully responsible for produced waste and they shall dispose of the produced waste on their own in the period of execution of services or rental in the premises of RAFAKO S.A., unless otherwise stipulated in the contract concluded with RAFAKO S.A., or as stipulated by regulations binding at RAFAKO S.A.
3.  Authorized personnel of RAFAKO S.A. have the right to control the waste management and records of waste produced by the Contractor and the Tenant. If hazardous waste is produced, the Contractor or the Tenant shall submit, on RAFAKO S.A. demand, the documents constituting the quantitative record and confirming the removal / management of the waste. 
4.  Waste produced form Customer-provided material to be used in the premises of RAFAKO S.A. under the contract, shall be the property of RAFAKO S.A., and as such shall be adequately stored in coordination RAFAKO S.A., and they cannot be disposed of or sold wilfully.
5.  The Contractor’s and the Tenant’s personnel shall comply with the environmental protection regulations and shall comply with the relevant regulations binding in the premises of RAFAKO S.A., concerning in particular:
a) the protection of the soil and the earth surface by not allowing pollution with noxious substances, e.g. oils, lubricants, paints, products containing poisonous components,
b) storage of materials intended for work execution and collecting the produced waste in order to prepare it for shipment, in places and in a manner coordinated with the inspector of RAFAKO S.A.,
c) remove unnecessary materials, needless for further work,
d) not to use potable water for industrial purposes,
e) keep the used site or building clean and tidy, including the roads.
6. It is prohibited to:
a) burn any waste (e.g. mown grass, tyres, packages, paper, organic waste) in the premises of RAFAKO S.A.,
b) discharge noxious, poisonous and hazardous substances to the internal sewerage system or in the premises of RAFAKO S.A.,
c) pollute protection zones of water intakes, discharge points of works sewage and the closest vicinity,
d) damage the lawns, green vegetation and cause contamination of the soil (if unavoidable, the Contractor or the Tenant shall restore the degraded area to its original condition),
e) place and store waste in areas not intended for this purpose, organize unauthorized  dumping grounds in the premises of RAFAKO S.A., (in case of such conduct, the Contractor or the Tenant shall dispose of all waste at their expense),
f) store waste in containers that belong to RAFAKO S.A.,
g) use equipment emitting excessive noise and / or vibrations,
h) use equipment containing substances that emit ionizing radiation without  coordination with the Radiation Protection inspector at RAFAKO S.A., and competent state authorities (e.g. the State Sanitary Inspectorate, Radiation Protection Services),
i) carry out activities interfering with the environment, incompatible with the decisions of competent authorities held by RAFAKO S.A.
8.  
. If in result of their activities, the Contractor or the Tenant cause excessive hazard to the environment in the premises of RAFAKO S.A., i.e. a violent event happens which can cause considerable damage to the environment or hazard to the human health or lives, the personnel of the Contractor or the Tenant shall report such a situation immediately to the representative of RAFAKO S.A., and shall immediately take measures to limit the effects of such an occurrence (accident) and take part in the rescue action organized by the services of RAFAKO S.A.
9.  
The Contractor and the Tenant shall be fully responsible for the effects of failure to comply with the obligation to protect the environment and not counteracting the hazards, and they shall remove the effects of environmental deterioration, including land reclamation at their expense.
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