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[bookmark: _Toc120639453]Purpose
[bookmark: _Toc366075298][bookmark: _Toc366075510]The purpose of the procedure is to define how the Contractor’s work performance and supervision of works are organized at the generation facilities of Latvenergo AS.  
[bookmark: _Toc366075299][bookmark: _Toc366075300][bookmark: _Toc120639454]Abbreviations and explanations
	Abbreviation
	Explanation

	LEK
	Latvenergo AS applicable Latvian Energy Standards 

	HPP TMF 
	HPP Technical management 

	TPP TMF 
	TPP Technical management 

	WPP
	Work Performance Program

	WP
	Work Program

	HPP
	Hydro power plant

	TPP
	Thermal power plant

	ESF
	Environmental and Safety at Work

	HTSS
	Hydrotechnical Structures Service

	TU
	Technical Unit


[bookmark: _Toc366075301][bookmark: _Toc120639455]Definitions
	Regulations of pass system – Latvenergo AS regulations NOP020 “Regulations of Latvenergo AS pass system”
Construction works - part of the construction process, the work carried out on a site or in a building to create a construction, to place a pre-made structure or part thereof, to rebuild, renovate, restore, conserve, demolish a structure or to install engineering utilities.
Work supervisor – a construction specialist appointed by the main contractor or individual contractor, who is entitled to supervise the respective works and whose duty is to ensure the high-quality execution of works in accordance with the Building Design, as well as to comply with other regulatory enactments regulating the performance of relevant works and the prescribed technologies.
Work area–demarcated area, a separate room or an area specified in the plan that has been allocated to the Contractor by statement for the time of work performance.
Safety induction to the Contractor – instruction provided to the Contractor by Latvenergo AS before the commencement of work or a repeated instruction to the Contractor’s personnel in cases and scope specified in this procedure regarding to the basic risks, work and fire safetyissues. 
Work supervisor – the Contractor’s authorised person who is in charge of the work performance and who is entitled to supervise the respective works and whose duty is to ensure the high-quality execution of works in accordance with the contract, as well as to comply with other regulatory enactments regulating the performance of relevant works and the prescribed technologies.
Contractor – a legal entity or a performer of individual work, or the union of such entities in any combination, who perform the works at the facilities of Latvenergo AS on the basis of the concluded contracts of performing works, rendering of services, supply of goods or rent of premises.   
Contractor’s employee – an employee of the Contractor or Contractor’s sub-contractor who performs the work and who is at the facilities of Latvenergo AS for ensuring the performance of work.
E-viesis – electronic pass application system of Latvenergo AS. 
Work assignment– a document issued for the purpose of safe performance and organization of high risk works for the time period of work performance not exceeding 30 days and nights with the possibility of extension once for a period not exceeding 30 days and nights  It is prepared using particular form or in the electronic system of work organization provided for this purpose, and it states the employees in charge of safe performance of work to be involved in the performance of the assigned work, the works to be performed, changing conditions of works, time for the performance of work, measures for preparing the working place. The work assignment contains the permission for preparing of working place, for admitting to work, for daily admitting to work, for completion of work, as well as changes in the staff of the team.   
Admitter – a person appointed by the issuer of a work assignment or instruction, whom the possessor of an electrical installation, equipment or structure has assigned the rights to perform the admitter’s duties by written assignment in compliance with the procedure.
Generation facilities - Latvenergo AS power plants generating thermal energy and electricity: Pļaviņas HPP, Ķegums HPP, Riga HPP, Aiviekste HPP, Ainaži WPP, TPP-1 and TPP-2.
	


Instruction – a work task given verbally, in writing or in an electronic work organisation system intended for it, for the purpose of safe work execution and organisation for the time period not exceeding 24 hours.
Main equipment - the equipment and infrastructure necessary for the generation, conversion, and supply of electricity.
4. [bookmark: _Toc120639456]General provisions
4.1. This procedure is applicable to all types of works carried out by the contractors at the generation facilities of Latvenergo AS.  
4.2. At the facilities of Latvenergo AS the performance of work is allowed for the Contractor's employees who have reached 18 years and who have passed the necessary compulsory health examination and have received the conclusion of occupational physician that the state of health is appropriate for the work to be performed.
4.3. The contractor can be permitted to work if:
4.3.1. a Work Performance Programme or Work Program (if necessary) has been approved,
4.3.2. an Authorisation and Pass Application Letter has been submitted containing a list of employees involved,
4.3.3. the contractor’s employees have received safety induction, 
4.3.4. the Contractor’s Pass or the Visitor’s Pass is being issued according to the Regulations of Pass system. 
The Contractor's Pass is issued for the period of the contract or for a shorter period stated in the Authorisation and Pass Application Letter. The Contractor Pass shall not be issued for short-term work (up to 2 calendar weeks), but the Visitor Passes shall be issued based on the registered Contractor’s application in the electronic system E-viesis, which contains a note on the valid term of instructions.     
4.4. The Contractor Passes are prepared at the Pass Office of Latvenergo AS Security, in accordance with the procedure set out in the Pass Regulations. The photos of the contractor’s employees have been taken and the confirmation of Latvenergo AS responible person received on the receipt of the initial safety instruction as provided by the requirements of Section 16 of the Labour Protection Law.
4.5. The Contractor Passes are issued at the Pass Office of Latvenergo AS Security or at the security of the respective site. The Pass will be issued after a personal identification document is presented. The contractor shall confirm the receipt of the Pass by signing the entry in the Pass Registration Log book.
4.6. [bookmark: _Hlk169680847]The safety induction of the contractor’s employees is valid for one year, and after this period, if it is necessary, a repeated induction of the contractor’s employees shall be performed. The contractor’s safety induction is provided by Environmental and Safety at Work departament of Latvenergo AS. The safety induction shall be performed according to the labour protection instruction IDA117 “Instruction of the contractors for work at the facilities of Latvenergo AS”, IU068 "Fire safety instruction for training contractor personnel for work in auxiliary facilities of AS "Latvenergo"" and IU069 "Fire safety instruction for training contractor personnel for work in AS "Latvenergo" generation facilities", and the information given in K233 Appendix No.1 and information provided in Appendixes 10, 11, 12, 13, and 14. If during the performance of the works there has been an accident with the contractor’s employee or the contractor’s employee has committed violation at the work place, the contractor shall ensure for unscheduled instruction of all his employees, who performed the works in particular facility, according to the Cabinet Regulation No.749 “Regulations regarding training in labour protection matters” and the contractor shall pass an extraordinary safety instructions if that is stated in the statement on the accident or investigation of violation. 
4.7. The safety inductions of the contractor’s employees are organized in person and online. 
4.7.1. The safety inductions in person of the contractor’s employees are organized in the following facilities:
	Address
	Phone No.
	Office hours

	RigaTPP-2, 31 Granīta street, Acone, Salaspils civil parish, Salaspils region 

	25495190

	Monday
Tuesday
Thursday
09:00-12:00

	Pļaviņas HPP, 2 Enerģētiķu street, Aizkraukle
	 67728296
	Thursday 
10:00-12:00




4.7.2. Contractor's safety inductions are provided online as follows: 
4.7.2.1. the Contractor by submitting the list of personnel receives in his e-mail safety induction and  link with reference to the safety induction materials;
4.7.2.2.  contractor's employees acknowledge the fact that they have introduced themselves with safety induction materials by signing (natural or e-signature) the safety induction form and by sending the signed form to e-mail - darba.aizsardziba@latvenergo.lv .
4.7.2.3. the original safety induction form shall be submitted to the project manager, health and safety specialist or environmental protection specialist within 2 weeks from the time of induction. Otherwise access to Latvenergo AS facilities may be denied.  
4.7.2.4.  Latvenergo AS reserves the right to verify the Contractor's knowledge (test) if deemed necessary

4.8. In cases of emergency or situation when work shall be performed immediately and contractor shall be directly allowed to perform work the safety induction to the contractor is provided by the employee of the Dispatcher Service of the respective power plant (dispatcher) or the issuer of a work assignment who has the access to E-viesis in accordance with the instruction of safety at work IDA117 “Instruction of the contractors for work at the facilities of Latvenergo AS”, IU068 "Fire safety instruction for training contractor personnel for work in auxiliary facilities of AS "Latvenergo"" and IU069 "Fire safety instruction for training contractor personnel for work in AS "Latvenergo" generation facilities" and introduces with power plant abridged civil protection plan (Appendix No.10, 11, 12, 13, 14) and the information given in Appendix  No.1 of Procedure K233. The safety instruction shall be registered in the logbook „Register of the safety instructions for the contractor” and the note about the performed safety induction shall be recorded.   
4.9.  During the execution of construction works, the Contractor shall assign a labour protection coordinator during the execution phase of the project, in accordance with the Cabinet regulation No. 92 "Labour protection requirements in performing construction work" Clause 8 requirements.
4.10. Works in the areas of electrical power network, communication lines, roads, and other protective zones, such as infrastructure and engineering communications shall be carried out according to the requirements of normative acts, Protection Zone Law and shall be agreed with the owner or the possessor of the respective protective zone.
4.11. In the territory of the generation or auxiliary facility, the Contractor’s employees shall carry identity documents (e.g. passport, identity card, driving licence, Contractor pass) and during the execution of works – valid certificates confirming qualification in compliance with the requirements of the normative acts. 
4.12. In the territory of the generation facility, the Contractor’s employees shall use personal protective equipment (helmets, hearing protective devices, etc.) according to the occupational health and safety requirements and the safety signs. 
4.13. The contractor’s employees may enter/leave the generation facilities by walk and by vehicles according to the Regulations of the pass system.
4.14. The presence of the Contractor's personnel under the influence of alcohol or narcotic substances at any Latvenergo AS facility is forbidden and must be considered as a gross violation of the labour protection rules. In cases where the Latvenergo AS employees or security officers suspect that the Contractor's personnel are under the influence of alcohol or narcotics, Latvenergo AS employees or security officer shall be entitled to perform the test by using alcometer. If the alcometer shows that the employee is under influence of alcohol, he will be forced to leave the Power plant. If the employee refuses to perform an alcohol test, it will be assumed that the Contractor's employee is under the influence of alcohol or narcotics and the security officers have the right to force the employee to leave the Power plant. If it is found that the Contractor's employee is under the influence of alcohol or narcotics at the Power plant, then Latvenergo AS shall immediately cancel the Contractor's pass. 
5. [bookmark: _Toc120639457]Allocation of Responsibilities 
5.1. During preparation of the work area for the contractor, arrangement of the contractor’s permit to work or allocating the work area, the staff of the respective generation facility is responsible for:
5.1.1. adequacy, completeness and exactness of the safety measures in preparing the workplace and allocating the work area (equipment disconnection, installation of earthing, erection of safety fencing, if required, instruction to the contractor’s employees who use the cranes of the generation facility with records in the respective registers etc.); 
5.1.2. co-ordination of the working hours and place of work among the teams of workers and the contractors; 
5.1.3. completeness, exactness, and quality of the safety at work induction provided to the contractor’s representative.
5.2. The contractor shall be responsible for:
5.2.1. the Contractor's employees performing work in the particular workplace within the allocated work area, compliance of the target safety instruction at the workplace by registering it in the contractor’s safety induction logbook, and availability of the log books; 
5.2.2. Contractor's employee compliance to the work assignment requirements, which have been received at the safety instruction and during the execution of work;
5.2.3. Contractor's employee and their subcontractor's compliance to the requirements stated in the Work Performance Programme, Work Program and Building design; 
5.2.4. compliance to all aspects of the safety measures stipulated in the contractor’s work assignments;
5.2.5. technical condition, number and proper use of equipment and collective and personal  protective equipment;
5.2.6. fencing at the work place;
5.2.7. preservation of earthing, signs and locking devices during execution of the works;
5.2.8. compliance to the requirements regarding the quality and deadlines of the work;
5.2.9. filling in the work assignment/ work zone taking/handing over deed correctly;
5.2.10. information boards (signs, for example, construction site board) installed at the contractor’s work areas, if required by the regulatory enactments;
5.2.11. sending a preliminary notice to the State Labour Inspectorate as stated by the normative acts;
5.2.12. compliance to the requirements regarding environmental protection(Appendix 9);
5.2.13. respective Contractor's employee qualification for execution of works proven by personnel qualification certificates (for example electrical safety group); 
5.2.14. for implementation and maintenance of an electronic working time tracking system (TTS), if required by regulatory enactments.
5.3. The Employer’s project manager, technical supervisor or civil supervisor, Plant manager, technical director of HPP or TPP, dispatcher of the power plant, director of Inspection is entitled to suspend the works in case of violation of the occupational health and safety, fire safety or environmental protection regulations endangering health or life of the employees or causing material damage to Latvenergo AS.
5.4. Health and safety specialists, employees of Inspection, power plant maintenance supervision engineers, environmental engineers of Latvenergo AS and responsible persons stated in the contract are entitled to control the Contractor’s compliance to the occupational health and safety, environmental protection and fire safety regulations during the execution of works as well as to request to present the documents used for work execution and information about personnel safety instruction (for example WPP, WP, safety instruction registers etc.). If any non-conformities or incompliance with labour, environmental protection and fire safety requirements have been found by any of Latvenergo AS employees, they shall notify the persons mentioned in Clause 5.3 who are entitled to take decision on suspension of the works. For messaging and notification, the given phone numbers, e-mail addresses or using the website, which is intended to inform about dangerous situations regarding the Environment and Labor Protection.

6. [bookmark: _Toc120639458]Work Performance Program and Work program
6.1. The requirement to prepare the WPP and the WP to be included in it are defined in technical specifications (requirements) that are added to the Contracts to be signed with Contractor's
6.2. The WPP is mandatory for projects that are included in Latvenergo AS Environment programme, as well as:
6.2.1. for renovation or reconstruction of main equipment
6.2.2. for construction works, if the need for WWP is determined in the regulatory enactments regulating construction, incl. in the special building regulations;
6.2.3. for the projects involving activities with chemicals and mixtures, where the quantity of those substances exceeds 50 l, near the waterbody or outside solid surfaces and there is a risk of substance exposure to the environment (air, soil, groundwater, wastewater, surface water, drinking water);
6.2.4. The works included in the project are related to specific risks for Contractor's personnel (for example diving, work over or near water, work at height and/or heigh climber work hazardous chemicals, etc.).
6.3. For other works not mentioned in Clauses 6.2., and if the works planned within the project, involve special risk for the Contractor's personnel, are proportionately small in amount from the total planned works, after prior coordination with the Employer, the need for WWP can be evaluated and the Employer can request to submit a WP. WP also needs to be developed for technologically complex works that are not described in detail in the WWP.
6.4. The contractor is responsible for preparation of the WPP or WP on a timely basis. 
6.5. The Contractor submits WPP or WP in electronic editable form to the Employer's Project manager for approval within the time period specified in the Contract.
6.6.    The WPP shall be approved electronically in document system by Employer's:
6.6.1. project manager;
6.6.2. Technical supervisor and/or construction supervisor, if such assigned for work supervision, 
6.6.3. Head of TPP Technical Unit or Power Plant Maintenance Supervision Engineer of HPP Technical Unit (including safety at work matters),
6.6.4. Head of the respective generation facility, 
6.6.5. Head of Hydro-technical Structures Unit (HTBD) if the works are planned in HPP building constructions or are related to dam safety monitoring system (control system);
6.6.6. engineer of Environmental and Safety at Work function, if the work is included in the annual environmental programme;
6.6.7. TPP technical director if the Contract price exceeds 21 000 EUR and the works are financed from the budget of the Generation facility;
6.6.8. HPP technical director, if the Contract price exceeds 50 000 EUR and the works are financed from the budget of the Generation facility;
6.6.9. Other specialists (if necessary).
6.7. The WPP shall be approved by:
6.7.1.  The Employer's Project Manager and/or Technical Supervisor/Construction Supervisor;
6.7.2. Other specialists or responsible employees (if necessary).
6.8. The WPP or The WP shall be reviewed within 5 working days after its receipt.  The Employer's project manager shall summarize comments of Latvenergo AS specialists or receive approvals, and subsequently submits comments to the contractor. If required, the contractor shall make corrections and repeatedly submits the WPP or the WP to the project manager. The repeatedly submitted WPP or WP shall be reviewed within 3 business days. Depending on the size and specificities of a particular project, the time limits for the examination of a WWP or WP may be longer specifying them in the contract (technical specifications).
6.9. WPP or WP in pdf or eDoc format approved by Latvenergo AS shall be signed with secure electronic signature by Contractor's responsible person, legal representatives of who are authorised to sign documents on behalf of Contractor, project manager, work supervisor or construction manager, and labour safety coordinator (safety officer), if such have been specified in the contract, and shall submit WPP or WP to the Employer's project manager. Employer's project manager shall arrange approval process by Latvenergo AS. The WPP or WP approval process is coordinated in Latvenergo AS internal system ELDIS. After WPP approval has been completed in ELDIS system, assigned project manager by Latvenergo AS or person responsible for the Contract shall sign the work performance program or work program with secure electronic signature on behalf of Latvenergo AS, by adding a reference to the document number from ELDIS system.
6.10. WPP for is enclosed in appendix 6, that may be revised and supplemented in accordance with the works to be performed as set out in the technical specifications attached to the Contract. 
6.11. If during the work execution any changes are required in the WPP or in the Work program, then the approval shall be obtained from the persons mentioned in Clause 6.6 and Clause 6.7..   
7. [bookmark: _Toc120639459]Submission of documents 
7.1. To perform the planned works the contractors shall process Authorisation and Pass Application Letters in accordance with the Regulations of pass system. 
7.2. In order to receive the permit for the contractor’s crane operator to operate the cranes of generation facility, a letter shall be submitted (see Appendix No.2) and a copy of the crane operator’s certificate. The contractor shall submit necessary documents with the letter to the project manager. Technical director of HPP or TPP shall decide on the permission to operate the cranes of the generation facility. 
7.3. In order to connect the contractor’s machinery and electrical equipment or for the use of any other resources, the contractor shall submit a letter indicating the technical parameters (voltage (kV),number of phases, power (kW), compressed air supply (m3), etc.) of the equipment to be connected and the persons responsible for the technical condition of equipment (Appendix No.2). The letter shall be submitted to the Employer's project manager. The manager of the generation facility decides on the permit to connect mechanisms, electric equipment or using of other resources. If a temporary electrical facility is arranged for performing work and it is connected to Latvenergo AS electrical facilities, the Contractor shall submit the following information (see Appendix No.2) about the person in charge of electrical facility (name, surname, electrical safety group (at least Cz group, but foreign contractors shall give relevant electro-technical qualification that is the responsibility of the Contractor, mobile phone number), as well as technical information: required load (kW), rated current of input protective device (A), voltage (V), number of phases.

8. [bookmark: _Toc120639460]Procedure of work performance 
8.1. The contractor shall be permitted to work according to the requirements of LEK025 “Safety requirements for working on electrical facilities”, LEK036 “Safety requirements for working on thermal and gas facilities” or EK037 “Safety requirements for working on hydro-technical structures and facilities of hydro power plants”.
8.2. In all the facilities and structures being in operation, work assignments are issued, and instructions given, work sites are prepared and permits to work are provided by the staff responsible of the respective site (facility) who has been granted such rights. Operative requests to stop the equipment and for outages for repair shall be submitted by the duly authorised employee of the respective generation facility. 
8.3.  If the contractor is permitted to work according to work assignment or instruction, the procedure stated in LEK standards shall be followed. If the work area is handed over to the contractor by Handing-over statement, the requirements of this procedure and standards LEK025, LEK036 and LEK037, as well as normative acts shall be followed. 
8.4. The work area can be allocated to the contractor, if it is permissible from power plant operation perspective, and if all the requirements for the preparation and allocation of the work area can be met. 
8.5. When allocating the work area for work execution, the authorized employee of the respective generation facility and the contractor’s representative shall sign the Work area handing–over statement (Appendix 3). The employee of the respective generation facility who prepares the Handing-over statement shall have the rights to be responsible for work organisation of the respective equipment or structures. The Contractor’s employee shall have the rights to be responsible for work execution (must be stated in the Authorisation and Pass Application Letter).    
8.6. Clause 8.2. and 8.5. the requirements do not apply to the Security, Information Technology and Telecommunications and Real Estate Management if personnel have been granted the rights of organizations responsible for work in the relevant facilities or buildings.
8.7. In the section of Handing-over statement “Safety measures that shall be taken before the commencement of works” all the required technical measures for preparation of the working area, locations and types of the work area fencing, and other provisions shall be specified. The Handing-over statement shall be supplemented with a plan indicating the routes to be used by contractor’s staff in the facilities. If for the performance of the works, it is necessary to supply voltage to any electric facility or its parts then the work area statement shall be closed, and the work performance shall be drawn up according to Clause 8.3 except for the cases of adjusting and trial of equipment when it shall be done in accordance with procedure is given in Clause 8.17and 8.26.
8.8. If the project management and/or technical supervision/civil supervision/author supervision is provided by a third party, then by issuing the work assignment or the Handing-over statement to the contractor, an appendix including a list of employees providing the project management and/or technical supervision /civil supervision/author supervision (Appendix 5) shall be attached. On the upper side of the work assignment or the Handing-over statement the following shall be written: "See the additional form". The appendix will form an integral part of the work assignment or the Handing-over statement.
8.9. The third-party project manager, author supervisor, construction supervisor and/or technical supervisor are obliged to receive the safety instruction and to sign after being instructed (Appendix No.5). 
8.10. The contractor’s project manager, author supervisor, construction supervisor and/or technical supervisor (third party providing the supervision) may be on site only when the contractor’s employees have been permitted to work and are on site.
8.11. If the technology used by the contractor in the work area may cause work environment risk to the staff of the Employer, the contractor shall take measures to prevent or minimize this risk and shall inform the Employer about the risk factors that have not been eliminated, in the work area handing-over statement, see Appendix No.3. 
8.12. If there is not enough space for the entries in the handing-over statement, a list of additional safety arrangements and measures could be added. At the end of the Handing-over statement the following shall be written: "See the list of additional measures". The list of additional measures shall be signed by the same persons who have signed the Handing-over statement.
8.13. When allocating the work area, its borders can be defined in 3 different ways:
8.13.1. by installation of safety fencing – in the areas where the entrance of other employees shall be restricted;
8.13.2. by marking areas with a caution and safety tape – in the areas where the other   employees shall be warned about the borders of the work area;
8.13.3. by marking designated areas on the plan using specific reference points – in the areas where there is no equipment or facilities nearby.
8.14. A separate territory or room (part of a room) of electric facility that has been allocated to the contractor (work area) shall be fenced off and there shall not be any uncovered conductive parts under voltage. The fencing shall be arranged according to the requirements of LEK 025.
8.15. Electric devices in operation located in the work area that may cause a danger to the personnel working in the work area, must be indicated in the Handing-over statement of the work area. 
The following may remain in the work area:
8.16.  Operating electrical facilities with voltage up to 1000V in the following cases:
8.16.1. if it is necessary to ensure the operation technology of generation facilities and if their conductive parts are totally fenced, the switchgear door, which bear a warning sign is locked, and the same applies to cables if the nature of work to be performed does not require their disconnection.
8.16.2. upon the contractor’s special request voltage can be supplied to the work area for the adjustment of equipment making an entry in accordance with Annex 3;
8.16.3. electrical facilities for connection of Contractor's electrical tools;
8.16.4. The existing pipelines and equipment under pressure if it is necessary to ensure the operation technology of generation facilities and if the nature of work to be performed does not require their disconnection. 
8.17. Anti-fall safety devices (fencing) shall be installed in places where from the border of the work area to the place where there is a risk of falling from a height exceeding 1.5m, as well as in all cases regardless of the height if the fall to the lower level is subject to extra dangerous conditions (for example there is drowning risk).8.18. If a work area for equipment repair works is allocated to the contractor and if during the repair works the respective equipment has to be operated (for testing, adjusting etc.), the contractor may be allowed to use commutation equipment and shut-off fittings for operation of the respective equipment in the area handed over to the Contractor, connection to the tie in points (commutation equipment) are provided by the operational personnel. In such cases, the name of equipment and the marking of the commutation equipment and shut-off fittings with which the contractor is allowed to perform operations shall be indicated in the Handing-over statement. Before operating the equipment, the contractor shall take all the required measures for safe execution of work. The equipment shall be operated under ongoing guidance from the work supervisor appointed by the contractor.
8.19. Two hard copies of the Handing-over statement shall be issued – one copy for the employee of the respective generation facility who prepares the work area and allows the contractor’s designated persons to work, and one copy for the contractor’s representative. During the performance of work the contractor’s copy shall be available at the responsible work supervisor or construction work supervisor. The employee preparing the work area and giving permit to work shall submit a copy of the Handing-over statement to the operational or engineering personnel who registers it in the work area registration logbook or in the electronic work management system, intended for this purpose.  
8.20. The work area shall be handed over to the contractor in the presence of the employee of the respective generation or auxiliary facility who has drawn up the Handing-over statement and the contractor’s representative. The employee of the respective generation or auxiliary facility shall instruct the contractor’s representative in the safety arrangements of preparing work area and show the allocated area and point out the zones that are prohibited to approach. The Handing-over statement shall be registered in the Register of the Work Area Handing-over statements. Register Template is in Appendix No.4.
8.21. Henceforth, the contractor’s representative shall daily notify the operational personnel of the power plant about the commencement and/ or completion of the work in the respective facility who will register the information in the Operational Logbook.
8.22. When the employees of the respective generation facility or the third parties perform work in the area allocated to the contractor the work shall be coordinated with the contractor to whom the respective area has been allocated. 
8.23. If in the area of crane operation several works (moving of load or other) are planned to be performed and time and area of works overlap, these works shall be inter-coordinated in writing and registered (e.g. in the assignment, work permit etc. stating exact activities and time), other works shall be stopped for the time of load carrying by crane, if necessary.
8.24. The Handing-over statement can be extended for the period necessary for the performance of work. The Handing-over statement can be extended by the employee of Latvenergo AS who has handed over the work area or by the employee who has the rights to be responsible for work organisation in the respective facilities or structures. 
8.25. The Handing-over statement shall be drawn up anew if the borders of the allocated area have been changed or if the conditions of safe performance of the works, work environment risks created by the Contractor or other conditions of work performance have changed in the allocated work area.
8.26. Contractor’s representative shall inform the admitter and Latvenergo AS representative who has handed over the work area about the completion of work. Handing-over statement shall be issued after the completion of work. Contractor’s representative shall submit a copy of Handing-over statement to the admitter. The admitter shall register the Handing-over statement in the handing over statement registration logbook or in the electronic work management system, intended for this purpose. The Handing-over completion for completion of work shall be kept for 30 days.
8.27. Testing and trial run of equipment shall be performed in accordance with the programme. The programme shall be prepared by the contractor and coordinated with the Project manager of Latvenergo AS, construction supervisor or technical supervisor, as well as with the manager of the respective generation facility, the personnel appointed by the manager and the head of HPP/TPP Technical Unit. If the work is related to hydro-technical structures, it shall be also coordinated with the personnel appointed by the head of HPP TMF HTSS. The programme shall be approved by the technical director of HPP or TPP. 
8.28. When performing the commissioning or trial tests in accordance with the programme, air, water, oil or voltage shall be supplied to the work area by the Employer upon Contractor’s request (Appendix No.3). When supplying or discontinuing the supply of air, water, oil or voltage to the work area as per contractor’s request it shall be registered in the Work Area Handing-over statement in the table “Information about air, water, oil or voltage supplied to the work area for performing the adjustment and testing of equipment” (see Appendix No.3).

9. [bookmark: _Toc120639461]Application of penalties to the Contractors

9.1. During the execution of works the Contractor shall comply with the requirements specified in all applicable occupational health and safety, environmental protection and fire safety regulations. 
9.2. The Employer’s personnel as defined in clauses 5.3 and 5.4 is entitled to perform the control and supervision to ensure fulfilment of the occupational health and safety, environment protection and fire safety regulation in generation facilities. 
9.3. In case of any Contractor’s violation of the occupational health and safety, environmental protection and/or fire safety regulations is ascertained (e.g. work organization not in accordance to the occupational health and safety requirements, WPP or WP, no respective individual protection equipment provided to the employees and employees not using individual protection equipment, no respective equipment provided or not used for the performance of work, violation of safe work performance requirements, as well as a result of gross violations of labor protection regulations mentioned in clause 4.13 of this procedure, etc.) the violation report will be issued in accordance with the form attached (Appendix 7) where the established violations are stated. If the violation has been detected, which elimination could be arranged on the spot or by notifying the project manager immediately, the facts of violation and elimination (photos, type of notification) shall be reflected in the violation report, indicating the type and format of recording the violation.  
9.4. The Contractor’s employee who is at the workplace shall be acquainted with the violations stated in the statement and the time of their elimination. The violation protocol shall be signed by the offending contractor's employee, the performer of inspection and/or the Employer's project manager or the person responsible for the performance of the contract. The protocol shall be signed with a secure electronic signature. If the inspection protocol is issued in paper form, it shall be issued in two (2) copies, one copy of the test report is left with the contractor’s employee, the other one – at the performer of inspection. The inspection protocol is registered in the internal system of AS "Latvenergo" and sent with an official letter to the contractor.   
9.5. Based on the report, technical director HPP/TPP is entitled to impose penalties as defined in 9.6 for violation of the occupational health and safety, WPP, environmental protection, and/or fire safety regulations during the work execution in Generation facilities. 
9.6. For violation of the occupational health and safety, environmental 	protection and/or fire safety regulations in the workplace the following penalties may be imposed: 
9.6.1. Verbal notice of violation with fixed date to eliminate the violation. The Contractor shall be informed in written form of the detected violation by sending an official letter to the contractor.
9.6.2. Expel of persons who have committed violation from the workplace for a definite or indefinite time. The Contractor shall be informed in written form of the detected violation by sending an official letter to the contractor.
9.6.3. In case the contractor or contractor’s employee contravenes the elimination date or the contractor has committed the same type of violation repeatedly, which already has been ascertained by issuing a statement, the Contractor shall pay a penalty to the Employer in the amount of 200.00 EUR (two hundred euro, 00 cents) per each violation case. The Employer is entitled to deduct the penalty from the payments to the Contractor.  
9.7. In case the Contractor is performing works in the frame of multiple Contracts, the penalties defined under clause 9.5 are imposed for each Contract separately.
9.8. Information about imposed penalties together with violation reports attached will be sent with official letter by the Employer's Project manager to the Contractors Project manager of person responsible for the contract.
9.9. Registration of imposed penalties to the Contractors is maintained by Environmental and Safety at Work function. Prior the penalties are imposed to the responsible persons it is necessary to verify if the penalties have been imposed to the Contractor earlier, and that the requirements determined under clause 9.5 are considered. 

10. [bookmark: _Toc120639462]Emergency situations
[bookmark: _Toc464136024][bookmark: _Toc464146791][bookmark: _Toc464147227][bookmark: _Toc464227071][bookmark: _Toc464917750]
10.1. To minimize or avert the risks of fire safety the following shall be observed:
10.1.1. requirements set by fire safety instruction of the generation or auxiliary facility;
10.1.2. conditions for performing fire hazardous works;
10.1.3. safety signs placed at the facilities;
10.1.4. instructions from Latvenergo AS employees.
10.2. In case of emergency (accident, fire or other emergency situation) everybody who works at the facilities of Latvenergo AS is obliged to take care of his/her own safety and the safety of persons next to him/her and immediately inform the employee of the responsible service of the facility and take further actions in accordance with instruction given by him.
10.3. [bookmark: _Toc464136025][bookmark: _Toc464146792][bookmark: _Toc464147228][bookmark: _Toc464227072][bookmark: _Toc464917751]When the public address system is activated, the contractor’s employees shall act according to the instructions of the public address system. 
10.4. In case of an accident, the work shall be stopped immediately, the victim shall be provided first aid (if necessary, emergency medical treatment shall be called by phone 112), it shall be reported to the direct manager. The contractor’s work supervisor or construction work supervisor shall inform about the accident to the respective contact person of Latvenergo AS.  The workplace must be maintained in a condition as it was at the moment of accident, if it does not endanger the victim's life or other employees or does not constitute an emergency hazard.
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