	[image: ]
[bookmark: Company]Public Limited Company Latvenergo
[bookmark: CompanyID]Unified reg. No. 40003032949
	[bookmark: DocTypeName_2]Procedure
[bookmark: DocName_2]Handing over of the cranes in the possession of CHPP TM for use by the Contractor’s Crane Operators 
	Page 1 (6)

	
	
	[bookmark: DocNum]Number: K299
[bookmark: DocVers]Revision: 01 

		Drawn up by:
	[bookmark: Author]Power Plant Maintenance Supervision Engineer, Jānis Mertens

	Approved by:
	[bookmark: DocApprover]CHPP Technical Director, Sergejs Lokotkovs, on 16 November 2017

	[bookmark: DocReapprover_Title] 
	[bookmark: DocReapprover] 



	Document valid from:
[bookmark: StartDate_2]16.11.2017
	Version valid from:
[bookmark: DocVersStartDate] 
	Valid until:








	[bookmark: DocNum_2]Number: K299
[bookmark: DocVers_2]Revision: 01
	[bookmark: DocTypeName]Procedure 
[bookmark: DocName]Handing over of the cranes in the possession of CHPP TM for use by Contractor’s Crane Operators 
	Page 6 (6)



Content
1.	Objective	2
2.	General requirements	2
3.	Responsibilities of the CHPP TM specialists in charge of the cargo cranes.	3
4.	Responsibilities of the CHPP TM Plant Operational Personnel Service	4
5.	Requirements for the Crane Operator when using a cargo crane	4
6.	Procedure for the admission of Contractor’s Crane Operators working with cargo cranes not classified as hazardous plant (equipment)	5
7.	Annex 1 – Log for the issue/transfer of keys for work with cargo cranes	6




1. Purpose
This Procedure sets out the requirements to be complied with at the handing over the CHPP TM’s cranes registered in the register of hazardous equipment for use by the Contractor’s crane operators.
2. [bookmark: _Toc139959704]General requirements
2.1. The Contractor may be admitted to work provided that a Letter of Authorisation and Pass Application has been submitted with a list of the personnel involved in the execution of the work, indicating the personnel with special rights (crane operators and specialists in charge of the technical condition and safe operation of the cranes).
2.2. In order to obtain authorisation for the Contractor’s crane operator to operate the cranes in the possession of CHPP TM in addition a copy of the crane operator’s licence must be submitted. The Contractor shall submit the necessary documents to the CHPP TM specialist in charge of the crane.
2.3. When the Contractor’s crane operator is working with a crane in the possession of CHPP TM, the person responsible for the technical condition of the crane and the safe handling of the cargo during its use shall be Contractor's representative, who shall be indicated in the letter of authorisation submitted as the person responsible for the technical condition and safe operation of the cranes.
2.4. The crane keys[footnoteRef:1] shall be under the supervision of the Riga CHPP-1 and CHPP-2 Plant Operational Personnel Service (POPS) personnel at the control room. [1:  Keys to the control cabinets of the cranes, radio control room or electrical power switchgear cabinets] 

2.5. The correct completion of the crane operator's log is the responsibility of the Crane Operator, the CHPP TM specialist in charge of the crane or, in his/her absence, a POPS employee. 
2.6. The Contractor’s Crane Operator who has been authorised to use a CHPP TM crane is not authorised to hand over the crane to another person.
2.7. The crane operator's log shall be completed by the Contractor’s Crane Operator prior to the commencement of work. 
2.8. The Contractor’s Crane Operator is not allowed to carry out the following hazardous operations without the permission and assignment of the CHPP TM specialist in charge:
2.8.1. use of the crane in the protection zone of the power transmission line;
2.8.2. handling of dangerous cargo (e.g., flammable liquids, explosive substances) with the crane;
2.8.3. moving cargo with several cranes at the same time;
2.8.4. moving cargo over the electrical equipment in operation.

3. [bookmark: _Toc139959705]
Responsibilities of the CHPP TM specialists in charge of the cranes.
3.1. The specialists in charge of the technical condition, safe use and maintenance of a particular crane have the following duties:
3.1.1. to supervise and ensure that CHPP TM Crane Operators working with cranes are trained in the safe use of cranes of the relevant design and that safety briefings on the use of the crane are carried out in a timely manner;
3.1.2. to maintain the cargo handling equipment and containers in working order and to reject as defective in accordance with the user manuals;
3.1.3. to ensure that documentation on the use of the crane is properly maintained;
3.1.4. to ensure that crane operators are inducted in the workplace before working with cranes at a frequency of every 6 months and that they have original certificates of appropriate qualification;
3.1.5. to issue a work assignment for work in hazardous conditions;
3.1.6. to maintain a separate Crane Operator's Log for each crane, where each time or period when the crane is used shall be registered.
3.2. The keys of the crane (hazardous equipment) shall be handed over to the Contractor’s Crane Operator by the CHPP TM specialist in charge of the particular crane; in his/her absence the keys shall be handed over by a POPS employee.
3.3. When handing over the crane, the CHPP TM specialist in charge of the crane shall:
3.3.1. request from the Contractor’s Crane Operator and the Contractor’s person in charge of the safe handling of the cargo, the originals of the qualification certificates and copies thereof, and compare such with the data indicated in the letter of authorisation or order (presence of employees on the list, special rights);
3.3.2. induct the Contractor’s Crane Operator on the IDA163 “Labour protection inductions for working with a crane” before starting the work, with a frequency of at least once every 6 months. The safety induction shall be recorded in the workplace safety induction log;
3.3.3. handover the key to the Contractor’s Crane Operator for the crane and make an entry in the “Log for the handover the keys for work with cranes” (hereinafter referred to as – Log). The form of the Log is attached as Annex 1.
3.4. Upon takeover of the crane after use from the Contractor’s Crane Operator, the following shall be performed:
3.4.1. upon receipt of the crane key, ensure that the crane remote control is in its designated place and that access to it is restricted, and check that the crane operator's log is correctly completed;
3.4.2. place the keys of the crane in the designated place in the Riga CHPP-1 or CHPP-2 control room.
4. [bookmark: _Toc139959706]
Responsibilities of the CHPP TM Plant Operational Personnel Service
4.1. Store the keys of the cranes at the Riga CHPP-1 or CHPP-2 control room.
4.2. In the absence of the CHPP TM specialist in charge, before handing over the crane to the Contractor’s Crane Operator, the following shall be performed:
4.2.1. request from the Contractor’s Crane Operator and the Contractor’s person in charge of the safe handling of the cargo, the originals of the qualification certificates and copies thereof, and compare such with the data indicated in the letter of authorisation or order (presence of employees on the list, special rights);
4.2.2. in case of emergency, induct the Contractor’s Crane Operator on the IDA163 “Labour protection inductions for working with a crane”;
4.2.3. in the absence of the CHPP TM specialist in charge, handover a key to the Contractor's Crane Operator for the crane and make an entry in the “Log for handover the keys for work with cranes”.
4.3. In the absence of the CHPP TM specialist in charge, upon acceptance of the crane after its use from the Contractor’s Crane Operator, the following shall be performed:
4.3.1. upon receipt of the crane key, ensure that the crane remote control is in its designated place and that access to it is restricted, and check that the crane operator's log is correctly completed;
4.3.2. place the keys of the crane in the designated place in the Riga CHPP-1 or CHPP-2 control room.
5. [bookmark: _Toc139959707]Requirements for the Crane Operator when using a crane
5.1. Before receiving the keys for the cranes, the Crane Operator shall present the original qualification certificate of the crane operator to the CHPP TM specialist in charge or to a POPS employee.
5.2. The Crane Operator shall make an entry and sign the “Log for handover the keys for work with cranes” for the receipt of the keys for the crane in the possession of CHPP TM.
5.3. Upon receipt of the keys and before starting to use the crane, the Contractor’s Crane Operator shall ensure that the crane is not visually or technically damaged by making an entry in the crane operator's log located at the particular crane.
5.4. The Contractor’s Crane Operator shall not commence work unless the crane operator's log has been completed. 
5.5. It shall be prohibited to leave the remote control of the crane unattended. In the event if the work has to be temporarily suspended, the Contractor’s Crane Operator shall ensure that access to the crane is restricted.
5.6. The Contractor’s Crane Operator shall leave the work area clean and tidy upon completion of the work and make an entry and sign in the crane operator's log to indicate completion of the work.
5.7. Upon completion of the work, the Contractor’s Crane Operator shall inform the CHPP TM specialist in charge, or in his/her absence the POPS employee, of the completion of the work with the crane.
5.8. The Contractor’s Crane Operator shall handover the key of the crane to the CHPP TM specialist in charge of the crane or, in his/her absence, to the POPS employee, for which an entry shall be made in the Log.
5.9. If the specialist in charge of a particular crane is informed that work will be carried out outside business hours, the specialist in charge shall inform the POPS employees in due time. Upon completion of the work, the keys of the crane shall be handed over to the POPS employees at the control room and an entry shall be made in the Log.
6. [bookmark: _Toc139959708]Procedure for the admission of Contractor’s Crane Operators working with cranes not classified as hazardous equipment (auxiliary equipment) 
6.1. In the case of work with cranes in the possession of CHPP TM which are not classified as hazardous equipment (auxiliary equipment), the specialists in charge of these cranes shall admit the Contractor’s Crane Operators in the following order:
· Request from the Contractor’s Crane Operator and the Contractor’s person in charge of the safe handling of the cargo, the qualification certificates, and compare such with the data indicated in the letter of authorisation (presence of employees on the list, special rights); 
· If work on a crane in the possession of CHPP TM is carried out by the Contractor’s Crane Operator, then during the use of the crane, the person responsible for the technical condition of the crane and the safe handling of the cargo during its use shall be Contractor's representative , who shall be indicated in the submitted letter of authorisation as the person responsible for the technical condition and safe operation of the cranes;
· The Contractor’s Crane Operator shall inform the person in charge of the auxiliary lifting equipment before work commences. The CHPP TM person in charge shall induct the Crane Operator on the IDA163 “Labour protection inductions for working with a crane” before starting work, with a frequency of at least once a year. The induction shall be carried out by the CHPP TM specialist in charge of the particular crane or, in his/her absence, by a POPS employee, by recording in the Log for the safety inductions in the workplace.
7. [bookmark: _Toc139959709]
Annex 1 – Log for handover the keys for work with cranes
Table No. 1. Log for handover the keys for work with cranes

	No.
	crane registration number

	Keys to the control cabinets of the cranes, radio control cabinets or electrical power switchgear cabinets handed over by
	Key received and crane accepted for use before work commences

	
	
	Name, surname of CHPP TM employee
	Signature
	Name of the Contractor’s Crane Operator
	Certificate number
	Signature
	Date, time

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



	During use of the crane, the Contractor’s nominated person responsible for the safe movement of cargo
	Key or radio remote control received, access to the crane restricted.

	Key handed over after completion of work 

	Name, Surname
	Certificate number
	Signature
	Name, surname of CHPP TM employee
	Signature
	Name of the Contractor’s Crane Operator
	Signature
	Date, time
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