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Objective

This guideline is generated to provide minimum Safety, Environmental, security & Health standards
which must be in place during contractor working period, ensuring safe working environment and
environment friendly activities.

2.

3.

Responsibility

It is the responsibility of procurement manager to ensure this module is communicated to all
contractors working with ACT departments and it is signed by contractor.

It is the responsibility of HSE Supervisor to revise, recommend and amend the procedures
according to high safety Standards and when major changes took place in the terminal layout and
work procedures jointly with related department/personnel.

It is the responsibility of the department managers to ensure full compliance with this guideline and
later amendments by their Staff and in control contractors, vendors and visitors. Also, it is the
responsibility of department managers to amend and update to the guideline when asked and
when necessary.

Definition

Contractor: a person or company in contract with ACT to perform Job in ACT premises or under ACT
control and he should comply with all relevant procedures.

4.

Procedure Details

4.1 HSSE Department

4.1.1 Head of HSSE

To approve the guideline and any further amendments.

e Ensure efficient communication and distribution and Forwarding of the policy to related parties.
e |Instruct HSSE personnel to enforce the policy.
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4.1.2 HSE & Environment Supervisor

e Supervise implementation of the policy.

e Assign proper resources to implement and circulate the guideline.

e Recommend amendments and changes to the guideline.

e Liaise with department representatives regarding any updates, recommendations and suggestions
for HSSE improvements.

4.2 Involved Department / Contract Owner Department:

e Receive the guideline; accordingly communicate it among their staff and liaison contractors and
parties.
e Ensure efficient follow up and implementation for the guideline.

e Include the guideline text in contracts and receive approval from related party/contractor by
signature of approved representative on guideline copy in xx day/date and time.
e Make sure the records are kept in appropriately.

4.3 Contractor

(Requirements vary based on contract nature, size and duration. Those listed below are basic requirements)

4.3.1 PPE (Personal Protective Equipments)

e All required PPE must be provided by the contractor to his staff and he is responsible for its usage;
PPE should be in good condition and should be replaced once damaged or expired.

e Wearing full PPE (Personal Protective Equipment) is mandatory at all times; helmets, safety shoes,
vests, gloves. or any recommended equipment’s for special works as follow: full body harness when
working at heights, safety goggles and gloves during grinding and abrasion operations, welding PPE
during welding operations like face shield, gloves, electrical gloves besides helmets and safety shoes
during working with live electricity. The equipment’s shall be manufactured according to known
standards (ANSI, EN, BS...) and in good demand.

e The broken PPE shall be replaced immediately and defected PPE should be properly disposed.

e Fall arrest gear (Full Body Harness is must be worn when working above 2 m heights, and it must be
attached to fixed anchor point).

4.3.2 Risk assessment

e The contractor must provide method statement (if applicable) & risks assessment to ACT contract
owner department before starting of the contract, then, it should be reviewed by owner in
coordination with HSSE Department, and approve it along with HSSE department to proceed with
intended works. The complexity of method statement and risk assessment depends on the nature of
the work which will be conducted if it contains high risk activities such as (working at heights,
working alongside the sea or welding and cutting, confined space). After approval, contractor must
implement all suggested controls in risk assessment and / or method statement.
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e The contractor must nominate a safety personnel from his staff to be responsible for safety &
environment conditions / acts at his site and to be the focal contact point. At certain projects with
long durations and/or many risks may be faced a specialist safety officer would be requested.

4.3.3 Barricading work area and security

e Depending on project size, duration and accompanied risks; the contractor working area should be
isolated properly by cones, warning tapes, jersey barriers (plastic or concrete) and flashing lights,
signage and proper warning signs fixed or portable.

e Working area Entrance / Egress points must be controlled by contractor staff and should not allow
3" parties who are having no prior approvals of entry.

e Physical security barriers must be provided by the contractor based on need and prior request by
ACT.

4.3.4 Signage
e Warning signs around the blockades and on hazard sources (electrical, machinery, excavations...if

any) signs shall clearly identify the working area, blocking tapes, portable & fixed signs at the gates.

4.3.5 Communications

e The contact list for both sides must be exchanged.
e The contractor must nominate a safety personnel from his staff to be responsible for safety &
environment conditions / acts at his site and to be the focal contact point.

4.3.6 Effective Supervision

e Provide direct supervisor for the site all the time, who's responsible for staff production, work
guality and safety.

e The ACT contract owner should provide continuous supervision by one of his staff all the time. This
supervision should be covering HSSE aspects at all times.

4.3.7 Tidiness, Cleanness and Housekeeping

e |t is the responsibility of contractor's staff to ensure that all working area is in clean and tidy
conditions. This should be regularly checked by ACT contract owner, existing supervisor in
coordination with HSSE. Contractor is expected to provide containers for garbage, waste to be used
by staff.

o Workplace expected to be left clean of contractor's operations residues and wastes , wastes must
not accumulated in the workplace as it is source of pathogens, insect, rats, fly's , and fire hazard
source.
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e Littering is prohibited in APMT/ACT premises, litter must be discarded in available waste bins,
according to waste disposal law, to be comply with ministry of environmental & ASEZA regulations.
e Walk ways must be kept free of obstructions and dirt, oils and fluids.

4.3.8 Controlled Substances

¢ All Contractor's employees are prohibited from engaging in the unlawful manufacture, distribution,
dispensation, possession or use of controlled substances (weapons, knifes, harmful materials,
Alcohol and drugs) on ACT premises. Drugs taken for medical used should be repowered to HSSE and
verified by HSSE clinic.

4.3.9 Traffic Safety

e No walking policy is applied inside ACT premises.

e Only authorized and licensed personnel allowed driving in the terminal.

e Contractor is responsible for ensuring that the equipment is in good working condition, HSSE has
the right to ban vehicles with unsafe driving conditions.

e Speed Limit is 30 km/hr on road and 10 km/hr on quayside, turns, traffic junctions, limited visibility
and slippery surfaces if any.

e Hazard light or obstruction lights must be ON at all the operations time.

e Passengers in front seats must fasten their seat belts whenever the equipment provided.

e Contractor's staff must practice safe driving attitude and adhere to relevant traffic rules.

o All personnel must be inside pick-ups and cars, no body allowed to travel in the rear boxes.

e Loading stuff must be placed safely in the pick-up trucks that no hazard possessed on pedestrians,
equipment or facility.

e Mobile phones use, eating and drinking, smoking while driving is not allowed while driving in the
terminal premises.

e Random parking is not allowed and it should be done in the designated areas/lanes correctly, ask
HSSE patrols on appropriate parking areas if you don’t know where is the assigned parking areas.

e Fire extinguishers should be available in each vehicle with proper size and type, valid inspection
date, accessible, ready to use & labelled.

4.3.10 Personnel

e All contractors’ staff must have a valid permit to enter the terminal, for non-Jordanian employees
they must have valid work permit, health certificates, and certain certificates —if any- through
competent local authorities, contractor must be able to subject them for security clearance when
asked to do so by HSSE Department.

e The work force must be physically able to conduct the work demands.

e Non-Jordanian workers should be having valid working permits under contractor company
responsibility and not other companies.
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e All provided contractor personnel should undergo a security check in coordination with related
security parties.

4.3.11 Safety Work Permits (PTW-Permit To work)

e Contractor through ACT contract owner should inform about required work permits to ACT Safety
department for the following job nature prior the work; hot work (welding / cutting), excavations,
confined space entry, working on heights, electrical installations, diving and working under
qguayside any other non- routine activity.

e HSSE must provide initial approval (through proper high Risk tasks work permits) for performing the
work and receive a copy of related work permit.

e The needed measuring devices must be in place via possible means.

o All safety measures mentioned in the permits must be followed.

4.3.12 Hazardous and Dangerous materials handling

e Contractor Must submit separate list for the hazardous chemicals specifying the material, quantity,
purpose of use, MSDS, storage area, authorized personnel to handle it, such materials is included
and not limited to (paint, thinners and solvents, aerosols, pressurized and compressed gases such
as flammable welding gases and non flammables CFC and Freon gases, Acid for batteries, adhesives,
etc...) training on safe handling, accidents and storage of such materials is a must.

4.3.13 Fuelling operations

If the contractor dealing with flammable materials for refuelling any power machines, he need to
follow safe handling procedures of fuel handling and storage according to following:

e Provide list of fuel needs and should have approval from HSSE department.

e Provide fire extinguishers of suitable type (dry powder ABC, foam extinguisher...)

e Provide training for part of your staff how to use extinguishers.

e Separated, safe and secured storage area which is apart of fire sources.

e Keep as less as applicable quantities of fuel in the area.

e Maintain liquid tight containment area of the fuel which can hold up to 110% of max fuel volume.

4.3.14 working procedures and equipments

e assess working equipments and procedures to ensure it is safe and not possessing any further
hazards, unsafe acts/conditions or risks for the personnel or the facility around work area, this
include safety guards on grinders, drills and cutters, HSSE has the right to conduct safety inspection
on workplace including hand tools inspection and remove from site if found unsafe.

e All tools (hand tools, electrical tools such as (drill, cutters)) which will use shall in good condition
without cuts in wires and have plugs/socket at the end.

e All tools shall adequate to work and the staff trained and familiar enough with them.
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4.3.15 Emergency Preparedness and Action plans

Depending on contract size, nature and duration; contractor Must Provide an Emergency plan for
the project/contract, it should be harmonized with Container Terminal ERP , Emergency response
procedures must be coordinated with HSSE department in case of accident, fire, injury...etc.
Emergency contacts must be exchanged.

Basic Emergency equipments must be provided by contractor prior to project start up, such as fire
extinguishers, First Aid boxes for cuts, splinters and burns, any special gear recommended by HSSE
or ACT involved Department.

HSSE will provide the help in first aid cases and emergency cases transportation.

Emergency contacts are available below for any emergency cases may arise.

Emergency contact Number 03-2091804 should be posted in the site with proper size to be seen by
all staff.

Safety talk should be conducted for contractor’s staff to remind them with Safety rules regularly.

All Accidents must be reported to ACT/HSSE and the report jointly filled with safety officer in duty,
besides Copy of the contractor accident report must be acquired.

4.3.16 Environment

Contractor must inform HSSE department for any types of environmental releases.

Contractor must control any release of Dusts, chemical, oil, fluid which can affect the environment
because this waste is source for rats, fly's and insects also the pathogenic.

Contractor is responsible for decontamination of any spillage due to his operations.

Contractor Must dispose all bins inside contract area on regular bases , according to ministry of
environmental regulations and law article # 27 for the years of 2005 as per ministry of
environmental regulations,

Contractor Must provide the company with all solid & wastewater receipts disposal form on regular
bases , according to law # 27 for the years of 2005 & article # 18 for the years of 1988 and as per
ASEZA regulations No(21) As below article & ministry of environmental regulations

Contractor must submit Environment impact assessment if the works demanding such request and
/or requested by ACT environmental supervisor and should be approved by HSSE Department.

4.3.17 Hazards in the Terminal

Contractor must be aware and make his staff aware of hazards in the terminal which is including and

not limited to the following:

Transportation: we have lots of heavy equipment and vehicles moving around our operations
continuously.

Suspended loads and lifting: loading, unloading, moving containers and goods are daily activities.

Working at heights: by default a lot of work takes place at height.

Stored energy: hazards with potential to release energy are in a number of tasks we do including
electrical hazards.
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e Fire hazard is one of most common hazards at any work place.

e No pedestrians allowed to walk in the yards and they have to use contractor's transportation or
shuttle bus services.

e Electrical hazard sources which can be recognized by the shape and or signs and fences.

e Equipment’s such as Empty handler and reach stackers are extremely dangerous and you must
avoid their working areas.

¢ You must have eye contact with equipment operators.
e Do not take risks and if you feel any danger, leave the area quickly.
e Do not enter lanes between containers where RTG’s runs.

e Contractor must restrict his employee's movements inside workplace unless for leaving /
attending the work at the end of the work and only on assigned areas of bus stop and walkways.

e Contractor's staff must be aware of electrical hazard may arise from electrical substations, lighting
posts and connections, electrical cables and manholes in ground, electrical outlets, generators,
transformers and distributions panels, and only authorized staff with valid permission must reach
and work on them.

e Chemicals and hazardous materials may find stacked in different yards, so contractor's staff must
be aware of any spillage and leaking containers in the yards, they must report this hazard to safety
department immediately, and no body must not touch, smell, contact, expose him self, clean,
remove or put himself at risk.

e Working at height is prohibited without PTW.

4.3.18 General

e Contractor must allow audits & inspections by HSSE personnel on the workforce compliance,
equipments safety features & cleaning procedures etc (at any time).

e Control of sub-contractors according to our general regulations and guidelines.

e Provide the proper service of rats and insects control in the work area if the contractor's activities
lead to this problem.

e Taking extra precautions when working near water, PFD must be provided.

e Alone working personnel need to be provided with instant communication means, they need to be
checked on short term regularly.

e For Covid — 19; Contractor must provide a proof that all his employees are tested for Covid-19 and
have not infectious or active cases before coming to the terminal for the first time. Also, contractor
requested to report any new case that get infected while working in ACT on spot to take
precautionary actions by ACT and contractor.

e Contractor should not allow any employee with flu symptoms to attend work and should direct
them to conduct Covid-19 test.

e For catering services; contractor staff should show and handle ACT the health certificates that proof
they are free from any communicable and infectious diseases and should at all times wear gloves,
masks, head caps and any other related PPE related to food hygiene safety.
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e In case of any violations for HSSE rules and instructions which include but not limited to this
guideline contents (being abused or neglected which may impose risks and accidents/near-misses/
fatalities to workers). HSSE staff hold the right to issue a violation, disciplinary action and may reach
to holding entry permit and dismissal of violator outside terminal. Then, contract owner should
manage these violations and ensure financial deduction is implemented as per contract.

Communication List of ACT HSSE Department

| Contact Mobile Tel
@ ddh o) s il
1 Head of HSSE department 0775441801 032091801
Safety and security supervisor
2 i i ) - 032091111 (1809)
Aaladl Aadlud) g pa¥) A pdia
Security manager
3 0775441802 032091111 (1802)
Gl e
Shift Safety Officer 24/7
4 0775411297 032091111 (1166)
G gbial) dalad) Aadlud) Jajlia
Environment supervisor
5 0775441805 032091111 (1805)
i) G e — S
Clinic
7 - 032091111 (1234)
Sl
8 Control Room 24/7 0775451067 032091804
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