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1 - Definitions – Abbreviations 

TEMP – TotalEnergies Marketing Polska sp. z o.o.  
NDM – Oil filling plant and warehouse in Nowy Dwór Mazowiecki  

2 - General information 

Transport company drivers are required to comply with traffic and safety regulations in force on the premises of the Oil 
Filling Plant and Warehouse of TotalEnergies Marketing Polska sp. z o. o. in Nowy Dwór Mazowiecki.  
Drivers entering the oil filling plant and warehouse located in NDM are required to provide their name and surname 
and the name of the transport company. In addition, drivers are required to undergo a Safe to Load check conducted by 
a security officer. As part of the Safe to Load check, the driver is obliged to provide factual information.  
 
Each person entering the oil filling plant and warehouse in NDM will receive a Linde Safety Guard System personal 
badge from the security officer. Everyone is required to wear the personal badge at all times while on the premises in a 
way that allows the sensor vibrations to be felt, i.e. close to the body. If the device emits a warning signal, stop working, 
pay particular attention to the area you are in and make sure you are not in the path of the truck. Before leaving the 
premises of the Oil Filling Plant and Warehouse of TotalEnergies Marketing Polska in NDM, please return your personal 
badge to the security officer. As you approach the security building, you will be reminded of this by a sound and red 
lamp.  
 

 
LSG personal badge  
 
Drivers staying on the premises are prohibited from entering the production facility and warehouse without the prior 
consent of the facility manager and without an escorting person designated by TotalEnergies Marketing Polska sp. z o. 
o.  
Smoking and drinking alcohol are strictly prohibited on the premises. An NDM employee may call the police to test the 
driver for alcohol content in the breath. Talking on the phone while moving around the facility is prohibited.  
Traffic on the premises is the right-hand traffic, clockwise. U-turns are strictly prohibited. The maximum permitted 
speed is 10 km/h. The driver is obliged to comply with all the information signs, prohibitory signs and instructions 
placed on the filling plant premises. Furthermore, the driver is obliged to follow the instructions given by TotalEnergies 
Marketing Polska employees and the security staff. After reading this document, the driver is obliged to sign the 
declaration constituting Annex 1 to the Instructions.  
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The above rules will be enforced each time by the facility security and the managers of the Oil Filling Plant and the 
Warehouse of TotalEnergies Marketing Polska in NDM. If the above rules are not followed, the driver will be asked to 
leave the premises and the information will be passed to the appropriate transport company. 
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2.1 - Personal Protective Equipment 
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2.2 - Vehicle requirements 

Vehicles that will be loaded and unloaded in NDM using the loading/unloading bay must be accessible by a forklift.  

3 - Process description 

Upon arrival at NDM, please stop in front of the gate without blocking the access roads or the entrance to the 
passenger car park.  
When the security guard raise the barriers, enter the inner square and stop before the line marked STOP. A security 
guard will conduct a Safe to Load security check.  
Before performing any further activities, put on the appropriate personal protective equipment indicated above.  

3.1 - Unloading tankers 

Go to the office building and hand over the shipping documents to the TEMP employee. 
1. When ordered by a TEMP employee, drive onto the weighbridge, turn off the engine, apply the handbrake and get 

out of the cab.  
2. A vehicle may only depart from the weighbridge when instructed to do so by the TEMP employee.  
3. The driver is obliged to obey the traffic lights in front of and behind the unloading shelter. The operator gives 

permission for the vehicle to enter the unloading station by turning on the green light on the shelter.  The driver 
should enter one of the bays (indicated by a green light), turn off the engine, apply the handbrake and step out of 
the cab. If the surface is not level, chock two of the vehicle's wheels (diagonally).  

4. Before entering the tanker platform, the driver must put on the fall protection harness, check the fall indicator and 
ensure that the fall arrest system works properly. The driver is then obliged to attach the fall protection harness.  
The driver should step down the tanker at a uniform, calm pace. It is forbidden to jump down even if the driver is 
on the lowest rung of the ladder - this may cause the work at height safety system to activate and, consequently, 
damage the system.  

ATTENTION: Drivers of ISO-TANK vehicles  
can only use a system dedicated   
for a given ISO-TANK vehicle.  

 

The driver should supervise operations at height performed on the tanker platform. 
 

5. After opening the hatch (venting the tank), leave the hatch slightly ajar to prevent it from closing accidentally. Then, 
the drive should hand the tanker keys over to the operator for keeping in a dedicated key box. Note: If the vehicle 
needs to be started, e.g. to increase the pressure of compressed air, the operator is obliged to hand over the keys 
to the driver while the oil is being unloaded. Once the activity is done, the keys should be placed back in the 
dedicated box.  

6. After the operator connects the discharge hose, the tanker unloading check-list must be read and the completion 
of each point must be confirmed with a signature. After receiving information from the operator that unloading 
can begin, the driver can open the discharge valve.  
It is strictly forbidden to open the tanker's hatch in advance, e.g. while on the car park or on the scale.  

7. During unloading, the driver is obliged to stay in the immediate vicinity of the tanker or in the drivers' waiting 
room, but only after obtaining the operator's consent.  

8. It is prohibited to enter the facility and move around the manoeuvring area. 
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9. Once the unloading is complete and confirmed by the operator, close the discharge valve and the tank hatch. 
Before entering the tanker platform, the driver must put on the fall protection harness, check the fall indicator and 
ensure that the fall arrest system works properly. The driver is then obliged to attach the fall protection harness. 
After stepping down the tanker, the driver should detach the safety system and fold down the platform and ladder. 
The operator, together with the driver, should confirm the completion of the above points by signing the check-list 
for unloading the tank. The Operator then can give the keys to the driver and, by turning on the green light, give 
the permission to leave the unloading station.  

10. The engine may be started and the vehicle may depart from the unloading station only after the unloading has been 
completed, the tanker unloading check list has been signed and the signal green light is on.  

11. In accordance with the traffic rules in force at the facility, the driver should re-enter the weighbridge, turn off the 
engine, apply the handbrake and step  out of the cab.  

12. A vehicle may only depart from the weighbridge and leave the facility when instructed by the TEMP employee.  
13. Before leaving the facility, please make sure you have all your documents.  

 
Failure to comply with the above-mentioned guidelines will result in appropriate information being sent to the 
shipping company or failure to accept the delivery.  

3.2 - Loading/unloading the trailer at the yard 

Go to the office building and hand over the shipping documents to the TEMP employee.  

 
1. When instructed by a TEMP employee, drive to the indicated place of unloading, turn off the engine, apply the 

handbrake and step out of the cab. If the surface is not level, chock two of the vehicle's wheels (diagonally).  
2. The vehicle must be prepared for unloading. All activities requiring work above the ground level should be 

performed using a Faraone work platform. The driver should supervise operations at height performed on the 
Faraone work platform.  

3. During loading/unloading, the driver is obliged to supervise the process and stay in the immediate vicinity of the 
vehicle. The driver may only enter the drivers' waiting room after obtaining permission from the warehouse 
employee.  

4. It is prohibited to enter the facility and move around the manoeuvring area.  
5. Once loading/unloading is completed and confirmed by the warehouse employee, the transported load must be 

secured.  
6. Starting the engine and leaving the loading/unloading place may take place only when instructed to do so by the 

warehouse employee.  
7. The driver should leave the filling plant premises in accordance with the traffic regulations in force.  
8. Before leaving the facility, please make sure you have all your documents.  

 
Failure to comply with the above-mentioned guidelines will result in appropriate information being sent to the 
shipping company or failure to accept the delivery.  

3.3 - Loading/unloading the trailer in Gate 2. 

1. Bottle deliveries (5, 4 and 1 L) are unloaded in Gate 2.  
2. After ensuring that the unloading area is prepared, the driver assistance lights are green and there are no other 

vehicles or pedestrians in the vehicle's movement area, the warehouse employer can instruct the driver to enter 
Gate 2.  
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3. The warehouse employee will supervise the reversing manoeuvre until the vehicle is parked and the engine is 
turned off.  

4. The driver may only enter the vehicle's trailer only if instructed to do so by the warehouse employee.  
5. Once loading/unloading is completed and confirmed by the warehouse employee, the vehicle must be secured.  
6. The driver can start the engine and leave the loading/unloading place only when instructed to do so by the 

warehouse employee.  
7. The driver should leave the filling plant premises in accordance with the traffic regulations in force.  
8. Before leaving the facility, please make sure you have all your documents.  

 
Failure to comply with the above-mentioned guidelines will result in appropriate information being sent to the 
shipping company or failure to accept the delivery.  

3.4 - Using the loading/unloading bay 

1. The warehouse employee or the TEMP warehouse manager has the right to decide which vehicle will be 
loaded/unloaded using the loading/unloading bay (ramp).  
 

2. After ensuring that the loading/unloading bay is prepared, the driver assistance lights are green and there are no 
other vehicles or pedestrians in the vehicle's movement area, the warehouse employer can instruct the driver to 
enter the bay.  

3. The warehouse employee will supervise the reversing manoeuvre until the vehicle is parked and the engine is 
turned off.  

4. The driver should reverse the vehicle to the loading/unloading dock at the warehouse employee's request. The 
driver is obliged to follow the instructions of the warehouse employee and the bay traffic lights. Entry into the bay 
is only possible when the driver assistance lights are green.  

5. Once the trailer is docked, the driver should go to the office at the ramp, gets the chock and blocks the front wheel 
of the vehicle with the chock. Then the driver should hang the vehicle keys in a dedicated key box - the keys should 
remain there until loading/unloading is complete.  

6. After loading/unloading is completed, the warehouse employee gives the keys back to the driver and allows him to 
leave the bay.  

7. The driver should leave the choke to the office at the ramp.  
8. The driver should exit the bay (driver assistance lights turn green).  

 
It is forbidden to start the loading operation if the assistance light on the warehouse side is not green.  
The driver must not depart from the ramp if the external assistance light is red.  
The must not  reverse into the bay if the external assistance light is red. 

4 - Use of welfare facilities 

The drivers' break room must be kept tidy. Throw all garbage into specially designated containers. It is prohibited to 
enter rooms located in the office building.  
Failure to comply with the above rules and other rules specified in separate regulations will result in a temporary ban 
on entry to the premises.  
If the above rules are not followed, the driver will be asked to leave the premises and the information will be passed to 
the appropriate transport company.  
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5 - Emergency procedures 

When audible alarm sounds, leave the premises immediately and go to the evacuation assembly point. The evacuation 
assembly point is located on the pedestrian walkway, near the exit gate.  
In any emergency situation, follow the instructions given by employees and TEMP security staff.  
There is a first aid kit in the drivers' room. When a dressing material is used, call the phone number provided on the 
first aid kit to report it. 
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Emergency phone numbers 

 

 
 
 
Facility plan 
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Nowy Dwór Mazowiecki, d. …………………………… 
 
 
 

DRIVER’S STATEMENT 
 
 
 

 
………………………………………………………………………….. 

               Driver's name and surname 

 
 
………………………………………………………………………….. 
                                Name of the transport company 

 

 
 
 
I declare that I have understood and will comply with the safety policies and practices imposed by 
TotalEnergies Marketing Polska and the traffic rules within the premises of the oil filling plant and 
warehouse in Nowy Dwór Mazowiecki (NDM) as given in the NDM document, Instructions for Drivers.  
 
I declare that I have read the Instructions for Use of Belay Systems and the Instructions for Use of the 
Faraone Ladder.  
 
I declare that I will independently supervise the work at height performed by me on the tank platform and 
the Faraone ladder.  
 
I’m aware that in the event of failure to comply with the rules contained in the NDM document, Instructions 
for Drivers, this information will be passed to the transport company. 
 
 
 
 
 ………………………………………… 

                    Signature 
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Basic requestments for drivers – picture 
 

 


