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Foreword 

In this guideline, Heimbach has laid down the safety-related requirements for the use of external 

companies on its factory premises. It is intended to ensure uniform action in enforcing the requirements 

relating to occupational safety, environmental protection, factory safety, and fire protection. It is therefore 

an integral part of the contract concluded with the external company. 

  
In this context, the aim of Heimbach GmbH is: 
 

• Strive for the highest quality. 

• To protect the environment in which we live. 

• To maintain the health of all persons on the factory premises. 

• Identify hazards at an early stage and remedy safety deficiencies immediately. 

• To prevent accidents at work. 
 

 

Contents of this guideline 
 

• General 

• Third-party company notification and advance registration 

• Safety training 

• Working hours 

• Coordinator/requester 

• Staying on the Heimbach factory premises 

• Traffic regulations 

• Alcohol ban 

• Smoking ban 

• External company ID 

• Filming and photography 

• Entering non-assigned work areas 

• Loading and unloading work by external companies/carriers 

• Work execution and permit procedures 

• Safety briefing 

• Safety precautions/personal protective equipment 

• Work requiring a permit 

• Environment and energy 

• Hazardous substances 

• Water-polluting substances 

• Disposal/Waste 

• Handling of energy 

• Use of factory equipment/work equipment 

• Work equipment 

• Factory facilities 

• Behavior in accidents and/or emergency situations 
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General 
 
This external company guideline is intended to ensure safety, order, and cleanliness on the 
Heimbach factory premises and can be viewed by external companies at any time on the 
Heimbach website (www.heimbach.com). 
 
The external company is obliged to appoint a responsible person and their representative for 
safety, health, and environmental protection, as well as for construction and assembly work. If the 
responsible person changes, the Heimbach coordinator must be informed. 
 
The external company is solely responsible for the fulfillment and instruction of this external 
company guideline as well as the legal, official, and professional association obligations, i.e., in 
particular, for compliance with the accident prevention regulations of its professional association 
and the professional association for energy, textiles, electronics, and media products (available for 
inspection by the occupational safety specialist) vis-à-vis its employees. It must inform its 
employees of this before commencing work and instruct them on any hazards that may arise and 
on measures to avert them. This instruction must be documented in writing and presented to the 
coordinator upon request. 
In the case of construction projects within the meaning of the Construction Site Ordinance, special 
measures for health and safety protection and their coordination must be taken. 
 
Furthermore, the external company is responsible for compliance with the Working Hours Act.  
 
This external contractor policy also serves to protect Heimbach employees, buildings, machinery, and 
facilities from damage of any kind. The external company must therefore take safety precautions when 
working so that not only its own employees, but also Heimbach employees and property are not 
endangered. The external company must take the conditions of Heimbach's operations into account. 
 
The existence of business and environmental liability insurance must be proven at Heimbach's request by  
the presentation of a current insurance certificate with a coverage amount of at least  
EUR 5 million. 
 
If the external company violates this external company guideline, Heimbach is entitled to demand that work 
be interrupted until compliance with the external company guideline is ensured. In the event of a repeat 
violation, Heimbach is entitled to terminate the contract without notice and to demand compensation from 
the external company. 
  
Only persons who are suitable for the work in terms of age, physical condition, state of health, and specialist 
knowledge may be assigned to the work. The external company undertakes to only employ persons who 
comply with the statutory registration and permit requirements (income tax, social security, work permit for 
foreigners, if applicable).  
 
The commissioning of subcontractors by the external company requires the prior written consent of 
Heimbach. If subcontractors are used by the external company, they must be informed by the external 
company about the content of this external company guideline and be obliged to comply with it. The contact 
person and responsible party for Heimbach is always the external company. Subcontractors must be 
reported in the external company notification. 
 
Upon acceptance of the order, Heimbach is obliged to register the employees of the external company at 
reception before they commence work. The external company must complete and return the external 
company registration form (see Heimbach homepage: https://www.heimbach.com/de/heimbach-
gruppe/downloads).  
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Heimbach will pre-register the employees using a list on the Heimbach SharePoint at the following link:  
 
External Companies – Homepage (sharepoint.com) 
 
Only registered persons are granted access to the Heimbach factory premises (see information 
sheet on the homepage). 
 
All employees of external companies will only be granted access to the factory premises if they have 
previously undergone safety training. These employees will be documented on the external company 
registration form and sent to Heimbach at least two working days before starting work. Upon arrival, external 
company employees will be shown a safety video. The training and video are valid for 12 months. 
 
The reception desk is staffed Monday through Friday from 7:30 a.m. to 12:45 p.m. As a rule, the first 
access to the company should take place during these times. Work outside these times must be coordinated 
in advance with the coordinator. 
 
To avoid mutual hazards, the coordinator appointed by Heimbach is authorized to issue instructions to the 
external company. The coordinator approves the work, monitors its execution, and accepts the work results.  
 
If employees from several external companies are working at one workplace, the external companies are 
obliged to cooperate in the implementation of and compliance with health and safety regulations. Insofar as 
this is necessary for the safety and health protection of employees at work, the external companies must, 
depending on the type and activity, inform each other and their employees in particular about the safety and 
health hazards associated with the work and agree on measures to prevent these hazards. 
 
Contractually agreed support staff from Heimbach must be requested from the Heimbach coordinator at 
least four days before the start of work, if necessary. 
 
Staying on the factory premises 
 
The German Road Traffic Regulations (StVO) apply throughout the factory premises, and the maximum 
speed is 10 km/h.  
 
Entry is only permitted for the purpose of loading and unloading. 
 
Any exceptions (e.g., workshop vehicles) must be discussed with the relevant Heimbach coordinator. 
 
Heimbach may carry out vehicle checks on vehicles belonging to external companies when they enter and 
leave the premises. 
 
Persons under the influence of alcohol or other intoxicating substances are not permitted on the factory 
premises. It is prohibited to bring alcohol or intoxicating substances onto the factory premises. Furthermore, 
alcohol and drugs are prohibited on the entire factory premises for Heimbach employees and, 
analogously, for employees of external companies. 
 
Smoking is strictly prohibited throughout the entire factory premises. It is only permitted in specially 
designated areas within the company (smoking areas). 
 
 
 
Registration upon entering the factory premises takes place at reception. The visitor pass issued here must 
be worn in a clearly visible manner at all times.  
 
Filming and photography are not permitted.  
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Entering non-assigned work areas is prohibited. 
 
Delivery personnel/carriers who carry out loading and unloading work on the factory premises must wear 
safety shoes. 
 
Work performance and work requiring a permit 
 
Furthermore, all employees of the external company will only be granted access to the factory premises if 
they have previously received safety training. The safety measures specified here are binding; it is 
prohibited to commence work without safety training. The safety training is valid for 12 months. 
 
The person responsible at the external company is responsible for compliance with the operating, safety, 
and  
accident prevention regulations when carrying out the work task. These Heimbach regulations can be 
viewed via the coordinator if necessary (old SharePoint: HMB > Safety Health Environment > Occupational 
Health and Safety).  
 
Personal protective equipment (PPE) must always be worn where this is specified by the operating 
instructions in accordance with the GefStoffV and DGUV Regulation 1 or by the labeling of the mandatory 
areas. Instruction on the correct use must be provided by the person responsible at the external company. 
The activity may not be carried out if PPE is not available. 
 
Working above operating production facilities is strictly prohibited. 
 
When working above existing work areas and traffic areas (paths, entrances, etc.), protective roofs must be 
erected to protect against falling objects, or rooms must be secured accordingly. 
 
Fire doors with automatic closing devices must not be blocked or put out of operation. Emergency exits, fire-
fighting equipment, and escape and rescue routes must always be kept clear and must not be obstructed by 
materials. 
 
Excavation pits and other ground depressions (shafts, channels) must always be secured with railings 
(ropes, chains, etc. are not sufficient!). The external company is responsible for the installation and 
operation of the necessary general and special lighting in compliance with the operating, safety, and 
accident prevention regulations. These Heimbach regulations can be viewed via the coordinator if necessary 
(SharePoint: HMB > Safety Health Environment > Occupational Health and Safety). 
 
When working in the driving area of crane systems, the responsible department at Heimbach must be 
informed of the type and scope of the work. Work may only begin after the work area has been secured in 
consultation between the coordinator and the responsible department (e.g., locking the main crane switch, 
mechanical end stops). 
 
The storage of materials, scaffolding, etc. is only permitted in locations expressly designated by Heimbach. 
At the end of the working day, the workplace must be tidied up so that no one is obstructed or endangered 
by stored materials, tools, etc. Rubble, scrap metal, wood paneling, and other waste must be removed and 
disposed of properly. The workplace must be tidied up after the end of work and left clean. 
 
 
The erection of site huts, recreation vehicles, or equipment trailers requires special permission from 
Heimbach in all cases. 
 
Work requiring a permit may only be carried out after additional safety measures have been specified (in 
writing) and subsequently approved by Heimbach. The permit must be signed by Heimbach and the external 
company. The external company must present the permit on request and notify Heimbach when the work 
has been completed. 
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The following work is covered by this regulation: 
 

• Work on the central gas supply, 

• Driving into containers / work in confined spaces, 

• Shutting down electrical systems, 

• Earthworks and excavation work, 

• Welding, cutting, separating, and soldering work, 

• Work on the central compressed air supply, 

• Working on steam and condensate pipes. 
 
If a fire watch is required according to the permit, this must be provided by the external company and the 
specified period must be observed. As a rule, a fire watch must be provided for one hour after completion of 
roofing work involving open flames. 
 
It is strictly prohibited to carry out the above activities independently without a permit. 

 
Any necessary shutdown of safety systems, e.g., the fire alarm system, may only be carried out after 
consultation with and by Heimbach employees. These must be documented separately (receipt form). 
 
After completion of the daily work, autogenous welding equipment must be stored in the designated area: 
outdoor storage area, workshop welding room exit.  
 
The external company must ensure adequate fire protection for welding, cutting, separating, and soldering 
work. In particular, a sufficient number of fire extinguishers must be available and their use must be reported 
to the coordinator after use. 
 
Environment and energy 
 
When using hazardous substances, the latest safety data sheets, accident data sheets, and process 
descriptions, as well as the operating instructions in accordance with the Hazardous Substances Ordinance, 
must be available on site and known to the respective employee of the external company. 
 
Large quantities of flammable liquids and hazardous substances must be stored in the designated 
warehouse in Heimbach after consultation with the coordinator. 
 
Daily quantities of flammable liquids and hazardous substances may only be stored at a distance of at least 
5 m from windows, doors, or neighboring buildings. 
 
Heimbach must be notified in writing of the use of hazardous substances in the external company 
notification before work begins. 
 
 
 
 
For work on AwSV systems, proof of specialist company certification in accordance with the Water 
Resources Act (WHG) must be provided before work commences. When handling (using/storing) water-
polluting substances, it must be ensured that no such substances can enter the sewage system or the 
ground. To this end, suitable and adequate storage facilities, drip pans, and absorbent materials must be 
kept ready in consultation with the coordinator of the external company. 
 
All unused materials/waste brought in by the external company must be taken away again by the same 
company. It is prohibited to pour oils, toxins, emulsions, paints, acids, alkalis, flammable liquids, 
solvents, or similar substances into the sewage system or onto the premises. 
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As far as possible, first aid and attempts to extinguish the fire should be undertaken, taking safety 

precautions into account. First aid can be administered on site by a first responder or at the medical station  

(tel.: 112). 

 

Near misses/minor injuries must be reported immediately to the coordinator and documented in the 

respective first aid log. 

 

The coordinator must be informed of all personal injuries. The external company must send a copy of the 

accident report to the relevant employers' liability insurance association to the Heimbach occupational safety 

department without being asked. 
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Energy (electricity, gas, oil) must be used in a resource-saving manner. The external company must pay 
particular attention to unnecessary waste during breaks and when leaving the workplace.

Use of factory equipment/work equipment

The external company  must provide the  work equipment  necessary to perform the work. This must comply 
with the applicable guidelines and accident prevention regulations. As a general rule, only operating 
materials/equipment that have been tested in accordance with accident prevention regulations may be used.
This does not release  the user  from the obligation to carry out a visual and functional check before using the
work equipment.

Heimbach  provides  the external company  with the use of social facilities, changing rooms, shower and 
washing facilities, toilet facilities, break rooms, and a company canteen. The employees  of the external 
company  undertake to use these facilities in accordance with their intended purpose. Misuse and damage 
may result in recourse measures  by the external company.

The use of  factory facilities/work equipment  (hoisting equipment, scaffolding, industrial trucks, crane 
systems, aerial work platforms, etc.) may only take place in consultation with  the coordinator  and  in 
exceptional cases. If industrial trucks, crane systems, and aerial work platforms are to be used 
independently by  the external company  to perform the work,  the external company  must submit a written 
authorization (driving permit). This also applies if the above-mentioned work equipment brought along is 
used on the factory premises.

The use of industrial trucks, aerial work platforms, and crane systems without this written authorization 
(driving permit) is not permitted. Authorized  employees of the external company  must  be instructed  in writing
by Heimbach  before commencing work.  The external company  is responsible for ensuring that the 
equipment is maintained and used in a safe and proper manner.  The external company  uses these facilities 
at its own risk. By accepting these external company guidelines,  the external company  indemnifies 
Heimbach  against any claims by third parties (including its  employees).

Employees  of the external company  are not permitted to remove materials from the magazine shuttle 
independently. Central requests must be made via the magazine.

Behavior in the event of accidents and/or emergency situations

Accidents and fires must be reported immediately via
emergency number  112  (accident/fire)

The location of the accident/fire, the number of injured persons, the name  of the  person reporting 

the accident/fire,  and the nature and severity of the injuries  must be stated.
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In the event of a fire, a fire alarm will sound via the siren. Everyone on the factory premises is obliged to 

leave the work area via the marked escape and rescue routes. The use of elevators is not permitted in 

such a situation. After leaving the building, the assigned assembly point must be reached immediately. 

The responsible coordinator determines that everyone is present and passes this information on to the 

emergency services. 

 

If the external company calls in state or professional association supervisory authorities to the factory 

premises, this must be reported to the coordinator in advance. 
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