
Safety instruction

for external companies



We have asked you to do some work for our company. We want to make sure you leave 
Heimbach as healthy as when you arrived. So, before you start working, we will give you 
some information about your work environment and any possible dangers.

Our company cares a lot about keeping workers safe.

All persons working on the Heimbach site (Heimbach employees and employees of external 
companies) must make sure

• their own safety

• and the safety of third parties who are affected by their actions at work, 

to the best of their ability and in accordance with Heimbach's instructions and briefings.

This also requires your cooperation. So, always be careful and remember that you can be in 
danger at work if you're careless or even reckless.

Please read this information carefully and remember that your

own safety is always at stake!



When working on our Heimbach site, you must follow the general rules and our 
special rules for this area.(See external company guidelines - heimbach.com)

Please pay particular attention to the following points:

− the Occupational Health and Safety Act and the Industrial Safety Ordinance

− the guidelines for occupational health and safety and environmental protection

− the instructions of the plant security (plant fire department) and 

− the operating instructions

Please note that the specific external company is responsible for any 
damage resulting from non-compliance with these regulations.



We have created a set of instructions for 
people from other companies. These 

instructions are meant to prevent problems 
between you (the contractor) and the 

employees of our company (the client). We 
will talk about some of the rules on the 

following slides.

Operating instructions for external companies



General rules

1. Only go to the places where you are supposed to do the work that you agreed to 
do.

2. To avoid these risks, make sure that the way you do things is coordinated.

3. Follow the rules for traffic inside the building and look at the safety signs.

4. Wear the personal protective equipment that is recommended for your activities.

5. Make sure to cordon off work and traffic areas if there's a risk of objects falling 
while you're working at heights.

6. You can't take pictures, record videos, or make any other recordings.

7. Alcohol and drugs are strictly prohibited on the factory site.

8. Smoking is only allowed in the designated smoking areas outside.

9. Road traffic regulations apply on the factory site. The fastest you can go is          
10 km/h.



Heimbach contact person

A Heimbach contact person will be assigned to you during your stay.

This is particularly important because he or she will coordinate the work to be
done with you, explain special regulations and be available to answer your

questions.

You must follow all instructions!

The Heimbach contact person will assist you with the following topics:



The first day at Heimbach

You must register at reception before entering the company site. There you will 
receive an external company ID card. You should always wear this so that 

people can see it! After you finish your work, you must return this ID card. If you 
lose it, please tell your Heimbach contact person right away!

You will then watch a safety video. After that, the contact person will go with you 
to the maintenance department. There, you will learn about our LOTO process.



LOCKOUT-TAGOUT (LOTO) process

Employees (like electricians, mechanics, external 
companies) working on machines and systems must
follow the LOTO process. Before work can begin, the

available types of energy (e.g. pneumatics, hydraulics, 
electricity) must be switched off and secured with a 

personal lock to prevent them from being switched on 
again. 

External companies: yellow lock



Operation of vehicles and crane systems

Only people with a driver's license can drive internal transportation, like 
industrial trucks, cranes, and aerial work platforms. You must bring the 

necessary personal protective equipment (a helmet and protective clothing to 
prevent falls).

The Heimbach contact person will help you with the procurement.



Use of own tools, equipment or materials

It is important that the tools are in good condition and used for the right 
purpose. The tools should also have a valid test seal.

You can't use any of our company's tools, materials, or hazardous substances 
unless we agree to it first. If you bring your own hazardous substances, you 
must submit the safety data sheets for those substances before you arrive.

You know how to safely handle work equipment and hazardous substances.

If you see any contamination, leakage, or spillage of operating materials, please 
tell the Heimbach contact person right away.



Dangerous work is generally prohibited! 

You need a permit to do this kind of work, e.g: Work in containers and confined
spaces, work with ignition hazards (welding, burning, cutting, etc.), work on 

roofs and work in hazardous areas, earthworks and excavation work.

Such work may only be carried out if it has been expressly authorized by your
Heimbach contact person.



Yellow signs warn of risks or dangers! 

You may come across the following warning signs here:

Warning of electrical

voltage

Warning of explosive 

atmosphere

Warning of hot surfaces

Warning of industrial trucks Warning of suspended

loads

Warning of danger of

slipping



Wearing personal protective equipment (PPE) is mandatory
at Heimbach!

You may encounter the following mandatory signs in the work areas:

Safety vest

Safety helmetProtective shoes

Protective gloves Hearing protection

Eye protection

Respiratory

protection

Fall protection



Wearing the following personal protective equipment (PPE) 
is essential in the production departments!

Please bring these with you for your work.

Protective shoesEye protection



No access for unauthorized persons! 

For your safety, always follow the 

mandatory and warning signs to prevent 

accidents and injuries.

What do you do if you come across a 

sign that you do not recognize?

Do not enter this area! Talk to your

Heimbach contact person. They will 

explain the safety measures that must be
followed there.



What should you do in the event of fire, accidents and other
hazards? 

Keep calm at all times and press the alarm button (red push-button alarm) 
in the event of a fire or call the emergency services on 112 in the event of an 
accident at work.

In case of a fire or serious accident at work, call the rescue control center.:

• Where did it happen? (e.g. accident location, street, floor) 

• What has happened? (e.g. accident, fire, trapped person) 

• How many injured / sick people? 

• What type of injuries? (e.g. unconsciousness, heavy bleeding) 

• Then wait for further questions! 

Important: The rescue coordination center ends the call! 



What do you do when the alarm signal sounds? 
Alarm signal: 3 beeps, each lasting 12 seconds, rising and falling

• Warn people at risk and close windows and doors. 

• Leave the building via the marked escape routes.

• Assist injured persons and persons in need of help. 

• Do not use the elevator! 

• Go to the assembly point no.3! 

• At the assembly point, the number of people present will be checked. 

• Report missing colleagues. 

• Report any unusual observations

• Wait for further instructions. 

Only after the fire department says it's safe can you go back into any 
buildings that were evacuated!



Go to assembly point no. 3!



Every person who works at the Heimbach site must do their 
best to prevent fires.

• Do not block fire extinguishing and fire alarm equipment. 

• Escape and rescue routes must be kept completely clear.

• Do not store flammable liquids inside the building. 

• Only keep the number of flammable substances at the workplace that is 
needed for the activity.

• Collect combustible waste, including oil-soaked

    cleaning cloths, in closed containers provided

    for this purpose.



Clean and tidy workplaces regularly and at the end of work! 

• Do not blow off dust with compressed air

• Keep containers clean 

• Clean soiled work equipment

• Remove dust deposits regularly

• Absorb leaked and spilled hazardous substances with a binding agent and 
dispose of them properly

• Doors and gates must be kept closed outside reception opening hours

• Industrial trucks must be parked in the designated areas



We look forward to working 

with you!
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