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General Information 
 
The current version of this policy is available to the contractor at any time on the internet at 
https://www.swoboda.com/service-downloads and must be regarded as a binding part of the 
contract with Swoboda Schorndorf KG. 
 
By signing the separate visitor list, the contractor confirms compliance with these regulations 
as well as the proper instruction of the employees to be deployed. 
 
As an employee of the contractor, you are obligated to avoid personal injury, property damage, 
fire hazards, and other dangers on our company premises or construction site. 
You must comply with both the general guidelines and instructions in this information sheet, as 
well as the specific operational, inspection, organizational, and safety regulations, the relevant 
accident prevention regulations* (DGUV rules), and the instructions of the client. You are also 
expected to support all measures that serve occupational safety and the health protection of 
our employees. 
 
The DGUV regulations of our professional association (BG-ETEM) also apply to employees of 
foreign companies whose staff are not members of a German professional association! 
Violators may be immediately removed from the work or construction site by the client. 
 
Before starting work, contact the responsible project supervisor, who is in charge of 
coordinating the work and has authority over occupational safety matters. 
If no project supervisor has been assigned to you, please contact the department that issued 
the contract. 
 
 
1. Registration 
 
 Before starting their activity, external personnel must personally register at the reception 

desk, providing their company name, full name, assignment, or contact person.  
 Access authorization is personalized. The visitor badge must always be worn visibly and 

openly on clothing while on the premises. 
After completing the task, or at the latest upon expiration of the validity period,  

 The visitor badge must be returned to reception. 
 Loss of the visitor badge must be reported to reception immediately. 
 
 
2. Traffic Rules 
 
 Traffic and information signs on the company premises must be followed. Vehicles parked 

in a way that obstructs traffic especially in fire lanes and emergency access routes will be 
towed at the owner's expense. 
In all other respects, the provisions of the German Road Traffic Regulations (StVO) apply. 
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3. Working Hours 
 
 As a rule, work is to be carried out during the following times: 
 

Monday to Thursday: 08:00 a.m. to 05:00 p.m. 
Friday: 08:00 a.m. to 03:00 p.m. 

 
 Any work that needs to be performed outside of these regular hours requires separate 

approval or coordination with the commissioning department. 
 
 
4. Regulations and Prohibitions 
 
 For all work carried out on our premises, the applicable legal and other regulations must be 

observed, particularly those concerning: 
 

• Accident prevention regulations of the professional associations 
• Occupational safety 
• Fire protection 
• Water protection 

 
 as well as regulations regarding: 
 

• Hazardous materials law 
• Waste management law 
• VDE (Association for Electrical, Electronic & Information Technologies) regulations 

 
 Internal company rules must also be followed. 

The contractor is responsible for providing all employees working on the premises with the 
necessary personal protective equipment (PPE). 

 
 In the interest of order and safety, the following is prohibited on company premises: 
 

• Entering the premises under the influence of alcohol or drugs 
• Copying, reproducing, or photographing company documents or facilities without prior 

approval 
• Bringing unauthorized persons onto the premises 
• Removing or modifying safety devices 
  If a safety device must be removed for compelling reasons, prior approval from the 

company must be obtained, and the work area must be secured by other means. 
 

Tools, machines, and equipment may only be used if they are in proper working condition 
and comply with the relevant accident prevention regulations. Proper and intended use is 
assumed. 

 
 
5. Safety Sign and Safety Officer 
 
 Prohibition signs, warning signs, mandatory signs, emergency exit signs, etc., in the various 

operational areas must be strictly observed and must not be removed. 
The advice and instructions of the internal safety officer and department managers must be 
followed, as they are qualified to assess the risks within the facility. 
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6. Access to Operational Areas 
 
 Access to operational areas is only permitted to the extent necessary for carrying out the 

assigned tasks. While working in these areas, the applicable local regulations must be 
observed. 

 
 Care must be taken to ensure that no hazards arise in the work environment, and that any 

potential risks are minimized and secured. 
The contractor is responsible for ensuring that the entire work area is properly secured. 
They must continuously verify that all covers and barriers are in proper condition. 

 
 Work areas and material storage locations used by your employees must be set up and 

maintained in an orderly manner at the designated locations. They must not pose any 
danger to personnel or buildings. 
In particular, the storage of hazardous substances or water-polluting materials requires 
approval from the occupational safety officer or hazardous materials officer. Storage 
quantities must be limited to the necessary minimum. 

 
 Staying outside the assigned work or break areas is prohibited. 

Access to ESD (Electrostatic Discharge) areas is only permitted with appropriate ESD 
equipment! 

 
 
7. Escape Routes and Emergency Equipment 
 
 Escape and emergency routes, as well as walkways and stairways, must not be narrowed 

or blocked. Any use of first aid kits, fire extinguishers, or similar equipment must be reported 
to the head of the organizational unit afterward. 

 Before starting work, external personnel must familiarize themselves with the emergency 
plan, fire safety procedures, and escape and rescue routes. 

 
 
8. Working with Flammable Materials 
 
 All sources of ignition must be eliminated, and adequate ventilation must be ensured. 

The work area must be blocked off and clearly marked with “No Smoking” signs. 
 
 
9. Working at Heights 
 
 Such work may only be carried out if adequate safety measures are in place. This means 

that ladders and scaffolding must comply with the relevant accident prevention 
regulations and may only be used as intended. 

 The contractor must ensure that there is no risk of personnel falling. If fall protection is 
required, employees must be secured with safety harnesses. 

 The safety of our employees and facilities must be guaranteed, especially protection from 
falling objects. 
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10. Hazardous Substances and Flammable Liquids 
 
 When using cleaning and lubricating agents, the materials provided by Swoboda 

Schorndorf KG should be used whenever possible. 
Under no circumstances may silicone-based products be used! 

 Hazardous substances must be identified before the contract is awarded, and the 
corresponding safety data sheets must be submitted to the coordinator. 
The contractor is responsible for instructing their employees before starting work in 
accordance with the requirements of the Hazardous Substances Ordinance. 

 Before work begins, a special inspection must be carried out by the responsible employee 
of Swoboda Schorndorf KG. 
No substances may be used without explicit approval. 

 When handling flammable liquids, all sources of ignition must be avoided. 
Contaminated cleaning cloths, etc., must be collected in closed, non-combustible 
containers and disposed of as hazardous waste. 

 
 
11. Environmentally Hazardous Substances and Waste 
 
 The relevant regulations for the transport, storage, and handling of environmentally 

hazardous substances (e.g. water-polluting substances, all types of waste, air-polluting 
substances, etc.) must be strictly observed. 

 Any materials and auxiliary substances brought onto the premises that are not used must 
be taken back and properly disposed of by the contractor. Wastewater must generally not 
be discharged into the sewage system. In exceptional cases, company-owned disposal 
systems may be used, but only with explicit approval from the waste management officer 
and in strict compliance with the conditions specified in the approval. 

 Unless otherwise agreed, packaging materials must be taken back by the contractor. 
 Proof of disposal must be provided for hazardous substances in accordance with legal 

requirements. 
 
 
12. Energy Savings / Completion of Work 
 
 While performing contract-related tasks, attention should be paid, wherever possible, to 

the use of energy-efficient machines and energy-conscious behavior. 
  

Work areas must be left swept clean, with no waste or hazardous substances left behind 
(see sections 10 and 11). Check-out must be done at the reception desk. 
Any tools, equipment or materials provided must be returned. 

 
 In the event of any of the following incidents, the fire protection officer of Swoboda 

Schorndorf KG must be contacted without delay at 07181 / 7003-151. 
 Please observe the mandatory reporting requirement! 

Failure to comply may result in the contractor being charged for any damages or 
costs incurred. 
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13. Fire Alarm Systems 
 
 To prevent false alarms, any work involving ceilings or raised floors, as well as activities 

that generate significant smoke or dust, must be coordinated in advance. 
 Before starting any work, it must be checked on-site whether the fire alarm system in the 

affected area needs to be deactivated. Work may only begin after deactivation or explicit 
approval by the fire protection officer. If a false alarm is triggered due to non-
compliance, any resulting costs will be charged to the responsible party. 

 
 
14. Welding and Hot Work 
 
 Welding and hot work may only be carried out if all necessary safety measures have been 

defined in coordination with the fire protection officer. The fire protection officer must be 
notified before the work begins and must approve the work. 

 A hot work permit must be presented, and all safety measures must be specified within it. 
 
 
15. Noisy Work 
 
 Noisy work must be coordinated in advance with the relevant department before it is carried 

out. 
 
 
16. Also Subject to Mandatory Reporting 
 

Dust generation 
Smoke development 
Flying sparks 
Odor nuisance 
Heat generation 
Gas leaks 
Electrical hazards 
Solvent vapors 

 
 
17. Use of Company-Owned Equipment 
 
 Before any company-owned equipment with increased risk (e.g. forklifts, aerial work 

platforms, electric high-lift trucks) is handed over, the contractor must provide written proof 
of the required qualification (e.g. license or certification). 

 
 
18. Emergency Behavior 
 
 Any person who witnesses an emergency (such as a workplace accident or an incident 

involving environmental hazards) is obligated to report it immediately. 
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19. Data Protection Notice 
 
 As part of your visit to our company, your data has been electronically recorded in our 

visitor management system. 
This data is used exclusively to improve our visitor management and will not be shared 
with third parties. 

 
 
20. Additional Notes 
 
 Minors, apprentices, and other individuals requiring special protection must be supervised 

while working on our premises. They must not be assigned hazardous tasks or employed in 
dangerous areas. 

 
 In the event of an accident on our premises that requires medical treatment by an 

occupational accident insurance physician, the safety officer or the responsible project 
supervisor must be informed immediately. 

 If evacuation drills are conducted in company buildings to simulate emergency or disaster 
scenarios, you are required to participate to the same extent as our employees. 

 Regardless of contractual warranty claims or compensation obligations, Swoboda 
Schorndorf KG reserves the right to immediately stop ongoing work, expel individuals from 
the premises, and issue a site ban in the event of violations of this guideline, especially in 
cases of serious endangerment to our employees, facilities, or the environment, or in cases 
of inappropriate behavior. 

 
Our safety officer is available to provide advice and support to you and your employees 
whenever needed. 

 
 Safety Officer Mr. Stefan Holz: Telephone:  07181 / 7003-224 

Fire Protection Officer Mr. Stefan Maier: Telephone:  07181 / 7003-151 
 
 We look forward to a pleasant and trouble-free collaboration. 


