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CONTRACTOR WORK ORGANISATION STANDARD

1. PURPOSE AND SCOPE
1.1. The purpose of the Contractor Work Organisation Standard (hereinafter – the Standard) is to establish unified requirements for the organisation of Contractor works within the Company’s territory and premises, the limits of Contractor responsibilities, and the obligations of the parties in the fields of occupational safety and health (hereinafter – OSH), fire safety (hereinafter – FS), environmental protection (hereinafter – EP), as well as Contractor liability for violations of OSH, FS, EP and technological requirements. The Standard is publicly available on the Company’s website at vkj.lt -> For Contractors -> Documents relevant for VKJ contractors. Contractors having concluded Agreements with the Company shall familiarise themselves with the requirements of the Standard and properly comply with them.
1.2. The Standard shall apply to:
1.2.1. External organisations whose Employees perform works and/or provide services within the Company’s territory under Agreements concluded with the Company;
1.2.2. Employees of state institutions carrying out scheduled/unscheduled and other inspections/examinations; 
1.2.3. Employees responsible for the execution of the Agreement;
1.2.4. Managers of the Company’s Structural Units and Employees appointed by them who are responsible for controlling the execution of Agreements with External organisations;
1.2.5. The Company’s OSH&EP Division.
1.3. The Standard specifies general OSH, FS, CS, and EP requirements. Specific OSH assurance measures and actions applicable to the entities specified in Clause 1.2 of the Standard shall be presented during induction training before the commencement of works within the Company’s territory.
1.4. The Standard shall not limit the rights of the Company and the External organisation to adopt and apply stricter requirements ensuring better and more effective OSH.
1.5. The requirements of the Standard applicable to the Supplier and the Service Provider shall apply within the scope of the works performed/services provided. 
1.6. The Supplier shall also familiarise itself with and comply with the requirements established in the Cargo Delivery and Handling Standard and undertakes to comply with them. The Cargo Delivery and Handling Standard is publicly available on the Company’s website at vkj.lt -> For Contractors -> Documents relevant for VKJ contractors.
1.7. The procedure for issuing permits to enter the Company’s territory is specified in the Company’s Access Control Standard and described in Section 6 of this Standard. 

2. TERMS AND DEFINITIONS
	Term or Abbreviation
	Definition

	EP
	environmental protection

	Person Responsible for the Agreement
	An Employee of the Company who is specified in the Agreement with the Contractor as responsible for the execution of the Agreement

	Company
	UAB Vilniaus kogeneracinė jėgainė

	Authorised Person of the Company
	An Employee of the Company who, in accordance with the internal procedures of the Company, is granted the right to sign and approve documents

	CS
	Civil safety

	DLX (DocLogix)
	Document management system

	OSH&EP
	occupational safety, health and environmental protection division employees

	OSH
	occupational safety and health

	Electrical Diagram
	A representation of electrical equipment showing the electrical connection between elements and the sequence of current flow

	FS
	fire safety

	Information System
	The Company’s document management information system SharePoint (e.g. the Company’s Intranet SharePoint OSH website and others) or other e-platforms intended for the management of OSH processes, internal legal acts and other documents, as well as content creation. Once a document is uploaded to the Company’s Information System, it shall be approved by a person authorised by the head of the Company.

	Induction Sheet
	A memo prepared by OSH&EP Division containing the main requirements of OSH, FS, CS and EP legal acts applicable within the Company, procedures and responsibilities for performed works, existing and potential hazards and risk factors within the Company’s territory; actions that Employees shall take in the event of accidents and incidents, as well as other requirements mandatory for such Employees to know.

	External Organisation
	A general definition encompassing a Contractor, Supplier or Service Provider

	Issuing Person
	A person authorised/appointed by the Company in accordance with the safety rules for the operation of thermal equipment, responsible for the proper preparation of workplaces, the adequacy and implementation of occupational safety measures necessary for safe work and corresponding to the nature and location of the works, as well as responsible for the appropriateness of issuing the work permit and for providing comprehensive instruction to the Work Manager, Work Superintendent and Supervisor.

	MAXIMO
	Integrated asset management system for energy equipment (IBM MAXIMO ASSET MANAGEMENT), one of the functionalities of which is the Work Order issuance system module.

	Work Order
	A written permit to work specifying the requirements for ensuring safe working conditions when performing works of the specified scope, establishing the workplace, work start and end times, conditions for safe performance of work, the composition of the team and persons responsible for OSH.

	Operational Switching
	Operations performed by operational Employees or operational maintenance Employees when controlling electrical and thermal equipment.

	Operational Maintenance Employee
	A specially trained and qualified Employee who operates active electrical equipment and may perform operational switching therein.

	OCD
	Operational Control Division

	Authorisation
	A task assigned to the Work Manager for ensuring safe working conditions when works are performed in an environment of natural gas, liquefied petroleum gas and biogas, where works at one workplace shall be performed by no fewer than two Employees and a Work Manager.

	Service Provider
	A company that has concluded an agreement with the Company for the provision of services (e.g. courier and other minor services that do not require the performance of works in high-risk work zones).

	Work Assignment
	a written assignment for one workplace and one working day specifying the procedure for performing work, mandatory safety measures to be used, and instructions.

	Work Application
	Annex No. 1 Work Application_CONTRACTOR NAME and Annex No. 1 WORK APPLICATION_COMPANY NAME (in Lithuanian and English) (Annex 1).

	Supervisor
	A person responsible for the safety of team members against the impact of operational equipment production factors, i.e. supervising that Employees do not approach operational equipment and communications closer than the minimum safe distance, ensuring safe access of Employees to the workplace and protective barriers, and ensuring proper arrangement of safety signs.

	Supervising Person
	An electrotechnical Employee appointed to supervise non-electrotechnical Employees working in electrical installations or their protection zones.

	Contractor
	A company that has concluded an agreement with the Company for the performance of works (e.g. repair, adjustment, installation, etc.).

	Authorised Employee of the Contractor
	An Employee of the Contractor who, in accordance with the Contractor’s internal procedures, is granted the right to sign and approve submitted documents.

	Boundary Report
	Mutual OSH responsibility boundary report (Annex 3).

	Subcontractor
	A company that has concluded an agreement with the Contractor for the performance of works and/or provision of services.

	Agreement
	An agreement between the Company and one or several Contractors, the purpose of which is to establish the conditions under which the Contractor performs works or provides services to the Company for a specified period.

	Supplier
	Any company that has concluded an agreement with the Company under which it delivers and/or removes cargoes (e.g. biofuel, slag, chemicals, waste, etc.).

	Hot Works
	Flame works, electric and gas welding works, and other works including, but not limited to, metal cutting and/or grinding works during which open flame or ignition sources (sparks, molten materials) are used or generated in equipment and production premises or within the protection zone of operational equipment, performed in accordance with the requirements established in Work Orders.

	Task
	Instructions and conditions for the performance of works necessary to ensure occupational safety and health measures when works are performed in an environment of natural gas, liquefied petroleum gas and biogas.



3. WORK PREPARATION REQUIREMENTS
3.1. Work Application
3.1.1. Suppliers and Service Providers shall not be required to submit a Work Application.
3.1.2. Immediately after signing the Agreement, but no later than 3 working days before the commencement of the ordered works, the Contractor shall submit a completed Work Application to the Person Responsible for the Agreement. The Contractor shall also update the Work Application in all cases specified in Clause 3.1.6 of the Standard.
3.1.3. The Authorised Employee of the Contractor shall submit the Work Application by email to the Person Responsible for the Agreement. The Contractor shall assume responsibility for the accuracy of the submitted data. 
3.1.4. The Work Application shall be completed for the main Contractor under the Agreement, indicating all potential Employees involved during the term of the Agreement, their qualification certificates with validity dates, and vehicles.
3.1.5. If the Contractor fails to submit the Work Application or if it is not approved by the Person Responsible for the Agreement (where inconsistencies are identified upon review of the submitted application, the Work Application is completed incorrectly or incompletely, required data is missing, etc.), the Contractor employees shall be prohibited from entering the Company’s territory and performing works therein.
3.1.6. The Work Application shall be updated in the event of changes to the Contractor employees (Work Manager, Work Superintendent, team members), their positions, telephone numbers, qualification categories, validity periods of certificates held, as well as changes to the vehicles and/or mechanisms used and the Authorised Person of the Contractor. Such Work Application shall be resubmitted to the Person Responsible for the Agreement. 
3.1.7. Procedure for completing the Work Application: 
3.1.7.1. Specify the Employee’s name, surname and telephone number in the format 3706*******
3.1.7.2. Select the position/speciality from the list. If the required option is unavailable, select the closest applicable option.
3.1.7.3. Specify the Agreement number in the format VKJ_S_20**-***. If one Contractor has concluded several Agreements, a separate Work Application shall be completed for each Agreement.
3.1.7.4. For each Employee, indicate whether they may act as a Work Manager, Work Superintendent or team member. Clarification: the Work Manager may also act as the Work Superintendent and a team member. The Work Superintendent may also act as a team member.
3.1.7.5. If the Work Application is completed for works to be performed by a Subcontractor, the document shall be saved under the title “CONTRACTOR NAME (SUBCONTRACTOR NAME)”. When completing a Work Application for subcontracted works, the Agreement number of the main Contractor shall be specified in the format: VKJ_S_20**-***.
3.1.7.6. In the “Certificates” sheet of the document, select the Employee from the completed list.
3.1.7.7. After selecting the Employee, select the title of the qualification certificate from the list. If the required certificate is not included in the list, leave the field blank. If the Employee holds several certificates, repeat the Employee entry for as many lines as there are different certificates. If the Work Application is completed in English for foreign Contractors, the certificate title shall be entered as specified by the foreign Contractor.
3.1.7.8. Enter the qualification certificate number.
3.1.7.9. Specify the validity date of the qualification certificate in the format 20YY-MM-DD. If the qualification certificate has unlimited validity, leave the field blank.
3.1.7.10. In the “Transport” sheet of the document, the following shall be specified: vehicle or mechanism make/model and Registration No. (if registered).
3.1.8. In the event that the Contractor’s Work Application is rejected, the Person Responsible for the Agreement shall return the Work Application by email to the Contractor employee who submitted it, indicating the reasons for rejection.
3.1.9. The Work Application approved by the Person Responsible for the Agreement shall be sent by email to the Systems and Data Analyst of the Operations Department, who shall upload the data into MAXIMO. 
3.2. Mutual Occupational Safety and Health Responsibility Boundary Report
3.2.1. Suppliers and Service Providers shall not be required to submit a Boundary Report. 
3.2.2. The Boundary Report shall be prepared for the entire duration of the Agreement and for all works performed under the Agreement. Performance of works within the Company’s territory without a signed Boundary Report shall be prohibited.
3.2.3. The Boundary Report shall be prepared and signed (by handwritten or electronic signature) by the Authorised Person of the Contractor and submitted by email to the Person Responsible for the Agreement. The Contractor shall assume responsibility for the accuracy of the submitted data. 
3.2.4. The Person Responsible for the Agreement shall assess the suitability of the submitted Boundary Report, coordinate it with OSH&EP Division and, if it complies with the requirements, upload it to DLX for approval by a person authorised by the head of the Company. 
3.2.5. Where necessary, the validity period of the Boundary Report may be extended by agreement of the parties by specifying the agreed term and confirming it with the signatures of both parties. 
3.2.6. In the event of an extension of the work completion deadline, the validity of the Boundary Report shall be extended until full completion of the works. Extension of the validity period of the Boundary Report shall not constitute an extension of the work completion deadline under the Agreement (or its amendments/supplements) and shall not release the Contractor from the obligation to pay penalties stipulated in the Agreement for delayed performance of works, nor shall it limit the Company’s rights related to improper performance of the Contractor’s contractual obligations.
3.2.7. Where the Contractor engages one or more Subcontractors for the performance of works, the Company shall conclude the Boundary Report only with the Authorised Person of the Contractor. The Contractor shall be responsible for the safety and health of Subcontractor employees.
3.2.8. Where two or more Contractors perform works at one Facility or workplace, a person authorised by the Company and responsible for work coordination shall be appointed. Where several teams of one Contractor perform works at one Facility or workplace, a person authorised by the Contractor and responsible for work coordination shall be appointed. The “Other Requirements” section of the Boundary Report shall specify the name, surname, position and contact telephone number of the person responsible for work coordination. 
3.3. Other Documents and Requirements
3.3.1. Where the Contractor intends to temporarily use mechanisms, equipment, tools or other specialised equipment owned by the Company, the Contractor shall complete and submit the Company Mechanism, Equipment and Tool Handover Report to the Contractor (Annex 2) by email to the Person Responsible for the Agreement no later than 5 days before the commencement of works.
3.3.2. The Contractor shall complete and submit by email to the Person Responsible for the Agreement a Permit for Import/Export of Material Assets (Annex 8) no later than 5 days before the commencement of works regarding tools, mechanisms, equipment or other specialised equipment owned by the Contractor and intended to be brought into the Company’s territory for the performance of works or provision of services. Upon arrival at the Company, prior to entering the territory, such list shall be submitted to the Security Guard, who shall verify whether the imported material assets correspond to those specified in the Permit. The Security Guard shall make a copy of the Permit, which shall be stored at the security post. Upon the Contractor leaving the territory, the Security Guard shall inspect the material assets being taken out in the Contractor’s vehicle.
3.3.3. A Contractor performing construction or reconstruction works may commence works only after preparing and coordinating the following with the Person Responsible for the Agreement:
3.3.3.1. Work execution designs, technological cards, technical conditions, equipment, workplaces, safe access routes, territories and premises allocated to the Contractor, repair equipment and layout diagrams; 
3.3.3.2. The general work schedule and general work safety measures. Work execution designs, cards and conditions shall be attached to the Work Orders.
3.3.4. If, during the performance of contractual obligations, there is a need to supplement the list of equipment, an additional list shall be completed and submitted to the Security Guard upon bringing/importing the equipment, with the signature of the responsible person of the Contractor confirming that such equipment is being brought/imported into the Company’s territory. Verification and registration of the equipment list shall be carried out by Security Guards in accordance with the procedure established by the Company. In such case, a blank form of the document may be obtained and completed by the responsible person of the Contractor upon arrival at the security post located within the Company’s territory.
3.3.5. When importing/bringing materials, parts or raw materials for the performance of contractual obligations, a Cargo Consignment Note or its copy shall be submitted at the security post, which, if necessary, may be copied by the Security Guards, with the signature of the responsible person of the Contractor confirming that such items are being brought/imported into the Company’s territory.
3.3.6. Material assets may be exported from the Company’s territory only with the permission of the head of the Company division supervising the Contractor or the head of the division responsible for execution of the Agreement, in accordance with the list of imported/brought-in electrical tools, devices, equipment and other items.

4. INITIAL SAFETY BRIEFING
4.1. 	General Requirements
4.1.1. During the Initial Safety Briefing (hereinafter – the Briefing), the Contractor’s Work Manager and Work Superintendent shall be familiarised with the main requirements of OSH, FS, CS and EP legal acts applicable within the Company, the procedures and responsibilities related to the performance of works, existing and potential hazards and risk factors within the Company’s territory, informed about the actions to be taken in the event of accidents and incidents, as well as other requirements mandatory for such persons to know. 

4.2. Contractor Briefing
4.2.1. Before the commencement of works, following approval of the Work Application and the Boundary Report, the Contractor’s Work Manager and Work Superintendent shall undergo briefing in accordance with the procedure established by the Company, as described in the following clauses.
4.2.2. The Briefing shall be conducted within the Company’s territory at the agreed time by OSH&EP Division employees and/or the Person Responsible for the Agreement and/or the Head of the Division of the Person Responsible for the Agreement (in the absence of OSH&EP employees). 
4.2.3. The Person Responsible for the Agreement shall inform the Contractor regarding the Briefing at the Company. The Contractor’s Work Manager and Work Superintendent shall coordinate the place and time with the Employee conducting the Briefing no later than 2 days before the commencement of works.
4.2.4. Only the Contractor’s Work Manager and Work Superintendent shall undergo the Briefing. 
4.2.5. The Contractor’s Work Manager and Work Superintendent shall brief the remaining Employees of the Contractor and Subcontractor (workers, visitors and other Employees) in accordance with the procedure established by the Contractor and shall be responsible for the briefing of all Contractor and Subcontractor employees, the formalisation of such briefing and submission thereof to OSH&EP Division employees or the responsible Employee of the Company upon request.
4.2.6. Following the Briefing, OSH&EP Division employees and/or the Head of the Division supervising the Contractor shall ensure that the Contractor employees have understood how to perform the assigned work safely and without causing harm to themselves or other Employees. A Contractor employee who has not understood how to work safely and avoid harm to their own or other Employees’ health shall be briefed again.
4.2.7. The Briefing shall be formalised in the Company’s Contractor and Seconded Personnel Briefing Log (hereinafter – the Log), Annex No. 9. By signing the Log, the Contractor’s Work Manager and Work Superintendent confirm that they have understood the information provided, are capable of working safely and ensuring compliance with OSH, FS, CS and EP requirements by the remaining Employees of the Contractor and Subcontractors at the workplace.
4.2.8. The Contractor’s Work Manager shall ensure that all Contractor/Subcontractor employees are familiarised with this Standard.
4.2.9. The Contractor’s Work Manager and Work Superintendent shall undergo repeated Briefing in the event of changes in the scope of works, occupational safety and health legal acts, or the occurrence of other circumstances that may affect occupational safety and health.
4.2.10. The Contractor’s Work Manager shall brief Contractor/Subcontractor employees on occupational safety and health and fire safety matters once per calendar year or upon occurrence of the changes listed below, in accordance with the requirements of Clause 4.1.1: 
4.2.10.1. Upon transfer to another job or workplace, or following changes in work organisation; 
4.2.10.2. Upon commencement of the use of new or modernised work equipment; 
4.2.10.3. Upon commencement of the use of new technologies; 
4.2.10.4. Upon changes in or emergence of new occupational risks;
4.2.10.5. Upon amendment of existing or adoption of new occupational safety and health legal acts.
4.3. Supplier and Service Provider Briefing
4.3.1. Only the responsible Employee of the Supplier and/or Service Provider shall undergo the Briefing. Such responsible Employee shall brief the remaining Employees (drivers, managers and other Employees) in accordance with the procedure established by the Supplier and/or Service Provider and shall be responsible for the briefing of all Employees, the formalisation of such briefing and submission thereof to OSH&EP Division or the responsible Employee of the Company upon request.
4.3.2. The responsible Employee of the Supplier and/or Service Provider may undergo the Briefing by the following methods:
4.3.2.1. Upon arrival at the Company for the Briefing. The Briefing shall be conducted by OSH&EP Division employees, with the fact of the Briefing recorded in the Log;
4.3.2.2. By the Person Responsible for the Agreement forwarding by email to the responsible Employee of the Supplier and/or Service Provider the Supplier and/or Service Provider Briefing Sheet. Upon receipt of the completed and signed (electronically or physically) Briefing Sheet from the Supplier and/or Service Provider, the responsible Employees of the Supplier and/or Service Provider shall be deemed fully briefed and responsible for the services provided within the Company.
4.3.3. Briefing of Employees performing control functions established by laws or other legal acts shall be formalised in the Log. 
4.4. Access to the Company’s Territory
4.4.1. Contractor employees shall be granted access to the Company’s territory upon presentation of a valid work-related or personal identification document and in accordance with the Work Application submitted to the Company. The Contractor shall assume responsibility if, without notifying the Company in writing and obtaining the relevant permission, it replaces Employees and Employees not specified in the Work Application enter the Company’s territory.

5. WORK EXECUTION REQUIREMENTS
5.1. For work performed in hazardous zones where OSH risk factors are constantly present or may arise, a Work Order (general or interim Work Order), Authorisation, Work Assignment, Task or Permit-to-Work shall be issued. 
5.2. The Company has approved a list of works that shall be performed under Work Orders, Authorisations, Work Assignments, Tasks or Permits-to-Work. The Work Order shall be issued to the Contractor’s Work Manager by the Employee of the Company responsible for issuing such Work Orders.  
5.3. Work Orders shall be issued in MAXIMO.
5.4. Upon creation of the Work Order, the Company shall, in accordance with the Company’s internal processes, approve and authorise preparation of the workplace. The Issuing Person appointed by the Company shall familiarise the Contractor with the prepared workplace.
5.5. The completed Work Order form shall be printed and signed in 2 copies prior to preparation of the workplace. The printed Work Order shall automatically record the date, time, and the name and surname of the Employees who issued the Work Order, reviewed/approved the Work Order, and approved permission to commence preparation of the workplace. Such recording shall be equivalent to the handwritten signature of the Employee. Other Employees (who prepared the workplace) shall sign the Work Order by handwritten signature.
5.6. At the workplace, the Issuing Person shall brief the Contractor’s Work Manager and Work Superintendent, familiarise them with the workplace prepared in accordance with OSH assurance requirements and precise instructions, as well as with workplace safety requirements. The Issuing Person shall indicate which equipment within the repaired scheme remains under pressure or electrical voltage, remains hot, or poses fire and explosion hazards. During handover of the workplace, the Contractor’s Work Manager, Work Superintendent and the Issuing Person shall sign by handwritten signature.
5.7. The Work Manager shall be responsible for providing comprehensive briefing to the Work Superintendent and team members regarding work execution conditions and safety requirements. Team members and the Work Manager shall sign the Work Order by handwritten signature.
5.8. One copy of the Work Order shall be provided to the Issuing Person and stored in the valid Work Order storage file at the Company’s control unit, while the other copy shall be handed over to the Contractor’s Work Superintendent performing the works. 
5.9. Upon collection of handwritten signatures and authorisation for the Contractor employees to commence work, the Issuing Person shall record the work permit in the Work Orders and Work Assignments Registration Log and in the operational log.
5.10. Daily authorisation to perform works under Work Orders for Contractors shall be formalised by completing the relevant sections of the Work Order. The Issuing Person shall record the issued authorisation in the operational log. 
5.11. At the end of each working day, the Contractor employees shall tidy the workplace and prepare it for handover to the Issuing Person. The Contractor shall have the right to submit a photograph of the tidied workplace, and the Issuing Person shall accept the tidied workplace by recording this in the Work Order. Where works performed under Work Orders are not completed by the end of the working day, the Work Orders shall be temporarily closed after the workplace has been tidied and fire hazards assessed. An entry in the Work Order shall be made only after the Issuing Person, having inspected the equipment and workplace, confirms that there are no persons, foreign objects or tools remaining at the workplace and that the workplace itself is clean and orderly. Acceptance of an untidy workplace shall be prohibited.
5.12. Where it is established that Hot Works or works that may create a fire hazard are being performed, the Issuing Person shall, after the workplace has been tidied, inspect and assess whether any fire hazard remains. The results of such assessment shall be marked in the Hot Work Permit attached to the Work Order. Upon recording acceptance of the workplace in the Work Order, the Company’s duty Employees shall perform the necessary switching operations, restore the scheme, remove barriers and safety signs, and close the operational repair request for the equipment.
5.13. A Work Order for the performance of works, including extension thereof, shall be issued for a period not exceeding 30 (thirty) calendar days. Upon marking completion of works in the Work Order, the Work Order shall be retained by the Company for the period established by legal acts.
5.14. If works are not completed within the period specified in the Work Order, the validity of the Work Order may be extended by the authorised person of the Company who issued it. In such case, a new validity period of the Work Order shall be entered in the “Work Order Extended By” section of both copies of the Work Order. Extension of the Work Order validity period shall be permitted only once. 
5.15. In cases where the Contractor employees perform non-electrotechnical works (construction, painting, cleaning of premises, etc.) in electrical installations or their protection zones, a Supervising Person shall be appointed. The Supervising Person shall be appointed by the person who issued the Work Order.
5.16. In cases where works are performed near operational equipment, a Supervising Person may be appointed by decision of the person who issued the Work Order. The Supervising Person shall be appointed from the list of persons approved by the Company’s internal legal acts.
5.17. In the event of operational necessity, the Company’s operational (duty) Employees shall have the right to suspend the Contractor’s works by recording this in the operational log. Any further possibility to continue the works shall be coordinated by the Contractor with the Employee of the Company who ordered the works. Suspended works may be resumed on the following day only after the Issuing Person and the Contractor’s Work Manager have inspected the workplace and verified implementation of the safety measures.
5.18. Scaffolding erected by the Contractor employees shall be accepted by a commission appointed by order of the Contractor’s manager. The Contractor’s manager or a responsible person appointed by them shall be responsible for work safety related to the erection, dismantling, operation and work performed on scaffolding, as well as for proper completion of documentation.
5.19. Formalisation and execution of construction works performed by Contractors within the Company’s structures, buildings and territory shall be organised in a manner ensuring OSH when carrying out the following above-ground and underground construction works: excavation, earthworks, construction, assembly and dismantling of prefabricated elements, reconstruction or installation, reconstruction, renovation (modernisation), restoration, dismantling, demolition, scheduled repair, minor repair, painting, cleaning, surface water drainage and other works.
5.20. The Company and the Contractor shall comply with the laws and other legal acts of the Republic of Lithuania regulating occupational safety and health, the Company’s internal legal acts, occupational safety and health instructions, and other regulatory documents.
5.21. Prior to commencement of construction works, the Contractor and the person authorised by the Company, within whose supervised territory, Facility or operated equipment the works will be performed, shall formalise a Boundary Report where construction works are performed in operational equipment or their protection zones, as well as a “Permit Report” for construction works (Annex 5). These reports shall provide for measures ensuring OSH.
5.22. For work performed in hazardous zones where risk factors that are independent of the nature of the works are constantly present or may arise, a Permit-to-Work (Annex 6) shall be issued.
5.23. The Permit-to-Work shall be issued to the Work Manager by a person approved by the Company’s internal legal acts and authorised to issue a Permit-to-Work. The Work Manager shall control implementation of the OSH measures specified in the Permit-to-Work, familiarise Employees with the necessary safety and health measures, and formalise the briefing in the Permit-to-Work.

6. PROCEDURE FOR ACCESS TO AND MOVEMENT WITHIN THE COMPANY BY CONTRACTOR EMPLOYEES AND VEHICLES

6.1. Procedure for Issuance and Administration of Contractor Access Cards:
6.1.1. Contractors shall enter and leave the Company’s territory only through Security Post No. 1.
6.1.2. A Contractor access card shall be assigned to each person performing contract works and issued at Security Post No. 1.
6.1.3. A Contractor access card shall be valid for one working day. A Person Responsible for the Agreement may contact the Business Security Expert by email kj@ignitis.lt regarding the extension of the validity term during the planned shutdown of the plant or for other important reasons, indicating the Contractor’s company, the names and surnames of the employees and the period when they will be working at the Company. 
6.1.4. Issuance of a Contractor access card:
6.1.4.1. Upon arrival at Security Post No. 1 of the Company, the Contractor employee shall present an identity document and/or Employee certificate to the Security Guard;
6.1.4.2. The Security Guard shall verify that the person is included in the Company’s Contractors list and shall issue the Contractor access card;
6.1.4.3. If the Contractor employee is not included in the Company’s Contractors list, the Security Guard shall inform the Business Security Expert, who contacts the Person Responsible for the Agreement, agrees upon the Employee entry to the territory and informs the Security Guards about it;
6.1.5. Each Employee of a Contractor is issued with a personal Access Card which gives an access to the works relevant zones only.
6.1.6. Persons issued with access cards shall register in the access control system upon arrival at and departure from the Company’s territory. When moving within the Company premises, it is recommended to register in the access control system installed at the doors.
6.1.7. During presence within the Company’s territory, the issued access card shall be carried at all times. In the event of loss of the access card, the Person Responsible for the Agreement or the Group Business Security Expert shall be informed as soon as possible by telephone No. +370 669 61211.
6.1.8. Transfer of the issued access card to other persons shall be prohibited.
6.1.9. Where there is a need to expand the access zones of the access card, the Contractor shall contact the Person Responsible for the Agreement.
6.1.10. Return of the Contractor access card:
6.1.10.1. Upon completion of works at the Company, the Contractor employee shall register in the access control system at Security Post No. 1 and return the access card to the Security Guard.
6.1.10.2. In case a Contractor employee has been granted permission to use the access card for a longer period of time, he may take the Access Card with him and return it to the Security Guards at the agreed time.

6.2. Procedure for Movement of Vehicles Within the Company’s Territory:
6.2.1. The Contractor shall leave the vehicle in the guest parking area. Entry into the Company’s territory shall be permitted only where necessary or if there are no available spaces in the guest parking area.
6.2.2. Movement of Contractor vehicles within the Company’s territory shall be permitted only with a permit for entry of the Contractor’s vehicle into the Company’s territory, which shall be issued to the driver at Security Post No. 1.
6.2.3. The Contractor’s vehicle within the Company’s territory shall be parked facing the exit direction.
6.2.4. The permit shall be placed on the vehicle dashboard in a clearly visible location.
6.2.5. Upon entry into the Company’s territory, the vehicle shall be inspected by the Security Guard to verify that prohibited items or materials are not being brought in.
6.2.6. The permit shall be valid for one working day and, upon completion of works on that day, shall be returned to the Security Guard upon departure at Security Post No. 1.
6.2.7. Where there is a need to enter through another entrance to the Company, the Contractor shall coordinate this with the Person Responsible for the Agreement.

6.3. Procedure for Movement of Material Assets Into / Out of the Company:
6.3.1. Movement of material assets belonging to the Company into / out of the Company’s territory shall be permitted only with a Permit for Import / Export of Material Assets.
6.3.2. Removal/export of material assets belonging to the Company without submission of a signed permit shall be prohibited.
6.3.3. The form of the Permit for Import / Export of Material Assets shall be issued by the Security Guard.
6.3.4. When importing/exporting material assets belonging to the Company into / out of the Company’s territory, a permit containing the list of material assets shall be submitted to the Security Guard.
6.3.5. The Security Guard shall inspect the imported/exported material assets, verify whether the material assets being actually imported/exported correspond to the permit, which shall be approved by a Company Person Responsible for the Agreement and/or his immediate manager and/or the Company’s warehouse management specialist.
6.3.6. The Security Guard shall have the right to inspect items carried by a person arriving within the Company’s territory where there is suspicion that any person leaving/driving out of the Company’s territory may remove/export material assets or bring/import prohibited items or materials (Annex No. 7).
6.4. Procedure for Presence Within the Company’s Territory:
6.4.1. The Security Guard shall have the right to request presentation of an access card or identity document for inspection, and the Contractor employee shall be obliged to present it.
6.4.2. All persons visiting the Company shall comply with the applicable work procedures of the Company, occupational safety and fire safety requirements.
6.4.3. The Security Guards shall have the right to deny access oh the Contractor employees if they are not in the Company’s Contractors list.
6.4.4. The Security Guards shall have the right to rdemand the presentation of Access Card and ID document, and the Contractor employee must present it.
6.4.5. If there is a reasonable suspicion that the Contractor employees are intoxicated with alcohol, the Security Guard has the right to verify their identity based on their ID document, check their sobriety, and immediately inform the OSH&EP Division and the Business Security Expert.

7. CONTRACTOR OBLIGATIONS 
7.1. The Contractor shall: 
7.1.1. Obtain all permits, licences and approvals required under the legal acts of the Republic of Lithuania for the performance of the relevant works; 
7.1.2. Ensure compliance with OSH, FS, CS and EP requirements, as well as occupational hygiene conditions; 
7.1.3. Install temporary structures necessary for the safe performance of works (where necessary and agreed with the Company in advance); 
7.1.4. Provide Contractor and Subcontractor employees with work clothing, tools, devices and other personal and/or collective protective equipment, and ensure that such equipment is properly used during performance of works; 
7.1.5. Upon prior notification to the Company, refrain from commencing works or suspend works where materials, equipment, other assets or documents provided by the Company are unsuitable, or where compliance with the Company’s instructions regarding performance of works poses a threat to proper performance or work safety; 
7.1.6. Immediately notify the Company verbally, and no later than within 3 (three) working days from the occurrence of the event in writing, of accidents and incidents that have occurred; 
7.1.7. In the event of an accident or incident involving Contractor or Subcontractor employees, take all possible measures to minimise potential losses to the Company, organise and carry out investigation of such events, involving a representative of the Company; 
7.1.8. Upon completion of works, tidy the workplace and surrounding area, remove repair and other waste generated during the works, and return the work zone to the Company.
7.2. The Contractor (its employees) shall also: 
7.2.1. Upon request of the Company, provide documents confirming the qualifications of the Contractor and Subcontractor (their employees); 
7.2.2. Ensure that where a Contractor or Subcontractor employee is not a citizen of a Member State of the European Union, such employee possesses a valid work permit to work in the Republic of Lithuania; 
7.2.3. Wear work clothing bearing the distinguishing marks of the Contractor or Subcontractor, as well as personal protective equipment, within the Company’s territory;
7.2.4. Ensure that Contractor electrotechnical employees carry an Energy Employee Certificate at the workplace.
7.3. Contractor employees shall protect and use the Company’s assets responsibly. 
7.4. Employees shall be prohibited from arriving intoxicated with alcohol or narcotic, as well as from possessing or consuming alcohol, narcotic, psychotropic or other toxic substances within the Company’s territory. The concentration of ethyl alcohol in the exhaled air, blood, urine, saliva or other bodily fluids of Contractor employees shall not exceed 0.00 per mille. All Contractor employees shall be familiarised, in accordance with the procedure established within their company, with the Standard on Suspension from Work Due to Intoxication or Influence of Psychoactive Substances published on the Company’s website at vkj.lt -> For Contractors -> Documents relevant for VKJ contractors, and shall comply with the requirements specified therein. 
7.5. The Contractor (its employees) shall take measures to avoid negative impact on or damage to the Company’s reputation.
7.6. [bookmark: _Toc480888586]The Contractor shall comply with the laws and other legal acts of the Republic of Lithuania regulating occupational safety and health, as well as the Company’s internal legal acts with which it has been familiarised.

8. LIABILITY FOR VIOLATIONS 
8.1. Employees of the Company shall have the right to inspect works performed by the Contractor. 
8.2. Rules regarding the Contractor’s liability for violations are specified in Annex 4.
8.3. Where works are suspended due to violations identified on the part of the Contractor, the deadlines for completion of works agreed under the Agreement shall not be extended. 
8.4. If information disseminated in public information media (press, internet, television, radio, etc.) due to the fault of the Contractor/Subcontractor and/or its employees causes damage to the Company’s reputation and/or false information about the Company is made public, the Company shall have the right to require the Contractor to refute the disseminated information by issuing a retraction. Such retraction shall be disseminated through public information media.
 
9. EMPLOYEE ACTIONS IN THE EVENT OF AN EMERGENCY SITUATION 
9.1. In the event of an emergency situation (activation of the fire alarm system or any other danger), all Contractor and Subcontractor employees shall leave their workplaces and, without panic but immediately, exit the premises through the nearest and safest emergency exit and gather at the location marked with the “Assembly Point” sign. Contractor employees shall be informed about the locations of assembly points within the Company’s territory during the Initial Safety Briefing.
9.2. The responsible person of the Contractor (Work Manager, Work Superintendent or other responsible person) shall ensure that all Contractor and Subcontractor employees leave their workplaces. 
9.3. At the assembly point, the responsible person of the Contractor shall report to the responsible person of the Company the exact number of evacuated employees or, if not all employees have evacuated, report the number of missing employees and wait for further instructions. 
9.4. Employees may return to their workplaces only upon verbal instruction from the Shift Manager or another responsible person of the Company. 

10. ENVIRONMENTAL PROTECTION REQUIREMENTS
10.1. The Contractor performing works within the Company’s territory shall comply with all applicable requirements of the Company and the Republic of Lithuania related to waste management, accounting and reporting of waste generation and management, as well as other legal acts regulating waste management and environmental protection. 
10.2. The Contractor shall be prohibited from using the Company’s waste collection areas (containers, sites, etc.) and from discharging contaminated wastewater into wastewater collection networks belonging to the Company. 
10.3. In the event of contamination of the Company’s territory (soil, asphalted or concreted areas, etc.) or unlawful discharge of contaminated wastewater or chemical substances/mixtures into wastewater collection systems or the natural environment, the Contractor shall immediately inform the Company of the incident, eliminate the consequences, notify the relevant authorities in accordance with the procedure established by law, and compensate for damage caused to the environment and the Company.
10.4. Waste generated during performance of works shall be removed from the workplace by the Contractor and, where necessary, accumulated in the Contractor’s own containers. The Contractor shall comply with the requirements established by legal acts and the Agreement regarding waste management, including but not limited to informing the Company about the quantity of waste removed, providing original documents confirming waste disposal, and fulfilling other requirements established in the Agreement.

11. FINAL PROVISIONS
11.1. The Head of the Maintenance and Service Department shall be responsible for implementation and control of the Contractor Work Organisation Standard.

12. ANNEXES
Annex 1. Work Application_COMPANY NAME;
Annex 2. Form of Handover of Company Mechanisms, Equipment and Tools to the Contractor; 
Annex 3. Form of the Mutual Employee Safety and Health Responsibility Boundary Report;
Annex 4. Rules of Liability for Violations of Safety Requirements; 
Annex 5. Permit Report for Construction Works;
Annex 6. Permit to Work; 
Annex 7. List of Items and Materials Prohibited from Being Imported/Brought into the Territory;
Annex 8. Permit for Import / Export of Material Assets;
Annex 9. Contractor Briefing Log.
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