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SAFETY POLICY 
 

By fully complying with this policy, we recognize that all occupational injuries and 

illnesses are preventable. We aim to maintain a healthy and safe work environment in every 

one of our activities and facilities. 

 

Objectives: 

• Establish a comprehensive strategy regarding occupational health and safety. 

• Define strategies for the prevention, control, and protection of our coworkers, 

external personnel, and visitors entering our facilities. 

• Provide the technical, economic, and human resources necessary to implement 

strategies focused on safety and hygiene. 

 

Scope: 

This policy applies to all production and administrative personnel, as well as contractors, 

clients, suppliers, visitors, and any individuals entering our facilities. Its purpose is to 

ensure that activities are carried out without endangering their own physical integrity or 

that of others; compliance is mandatory. 

 

This policy outlines both general and specific safety measures, which must be respected at 

all times. You must be informed of them and strictly comply. If, for any reason, there is a 

specific obstacle to adhering to these guidelines, it must be reported in writing. With the 

intervention of the safety department, an alternative methodology will be proposed to 

ensure risk control. 

 

Responsibilities 

➢ The responsibility for complying with this policy lies with the worker. 

➢ The immediate supervisor and/or area manager must ensure that the worker 

complies with this policy and is equally accountable for the actions taken by the 

worker. Therefore, sanctions will apply to both parties in the event of any omission 

by the person in charge. 

➢ The directors and/or managers responsible for the area must provide the necessary 

resources to ensure the implementation and compliance of this policy, in accordance 

with the established programs, including training and instruction plans required for 

the proper execution of the assigned tasks, adhering to the provisions set forth in 

this regulation. 

General Rules 

1.1 General safety rules 

1.2 Personal protective equipment (PPE) 
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1.3 Safe lifting of heavy objects 

1.4 Handling of chemical substances 

1.5 Refusal to work 

Specific Rules 

2.1 Lockout, tagout, and test procedures (LOTO) 

2.2 Work at heights 

2.3 Lifting equipment 

2.4 Work on electrical installations 

2.5 Fuel loading and unloading 

2.6 Disposal and handling of hazardous and non-hazardous waste 

2.7 Safe use of forklifts 

2.8 Use of electrical outlets and extension cords 

2.9 Stacking, unstacking, and transportation of materials 

2.10 Cleaning with water in work areas 

2.11 Use of hand tools 

2.12 Job training 

2.13 Welding and cutting work 

2.14 Safe driving 

2.15 Safe vehicle operation 

2.16 Fire prevention 

Annexes 

3.1 Annex 1 = Letter of Commitment 

3.2 Annex 2 = Catalogue of Administrative Sanctions 

1. General Standards 

1.1 General Safety Rules: 

➢ Report any unsafe acts or conditions to the safety team leader in the area or to your 

line supervisor. 

➢ Immediately report any work-related accident to the safety team leader in the area, 

your line supervisor, or any supervisor nearby. 

➢ Use, care for, and maintain personal protective equipment (PPE) in good condition. 

➢ Do not consume food in any production area (including candy, meals, etc.). 

➢ Do not use cell phones or electronic devices to listen to music during working 

hours.  

➢ Keep the work area clean and organized. 

➢ Apply the safe lifting procedure when lifting or moving materials. 



 

 
Carr. Los Ramírez Km. 11.6, El Resplandor CP 37686.  
León Guanajuato 
Tel. y Fax. 01.47.77.72.62.59 
WEB www.4gingeniería.com 

➢ Disconnect power sources from electrical, pressurized, or moving equipment before 

performing cleaning or maintenance tasks. 

➢ Do not use compressed air for personal cleaning, only for cleaning machinery. 

➢ Playing games, making jokes, running in the facilities, or engaging in any activity 

that may affect safety, order, and coworkers’ well-being is not allowed. 

➢ Do not wear jewelry, loose hair, or clothing that can be caught in machinery in 

production or warehouse areas. 

➢ Keep firefighting equipment and emergency exits clear at all times. 

➢ Respect and walk through pedestrian walkways. 

➢ Properly maintain and use tools and equipment. 

➢ Attend all safety courses, training, and talks as required by current programs. 

➢ Always use the handrail when going up or down stairs. 

➢ If you feel unwell or have any accident or incident, no matter how minor, report it to 

your line supervisor and go to the medical service immediately. 

➢ Any employee who drives a company vehicle must have a valid driver's license and 

follow all internal and external traffic safety regulations. 

➢ The first person to use a vehicle each day must complete the Basic Attention Guide 

(GAB) form for that vehicle. 

➢ Do not operate vehicles, forklifts, or equipment unless properly trained and 

authorized by the relevant departments. 

➢ Every accident must be investigated to determine its causes and implement 

corrective and preventive measures. 

➢ Administrative personnel must register their entry and exit using their magnetic 

access card. 

1.2 Personal Protective Equipment (PPE): 

➢ Use the appropriate PPE according to the task to be performed and the applicable 

safety and operational procedures. 

➢ Wear the required equipment in the designated area, even if you are not performing 

any activity. 

➢ Wear the equipment correctly. If you have doubts, ask your supervisor. 

➢ Keep the equipment in good condition. Replace it when damaged by returning the 

used equipment. 

➢ It is prohibited to damage, modify, paint, or attach accessories to the equipment 

provided. 

➢ Immediately report any irregularities observed in the equipment you receive or use. 

➢ It is not allowed to use PPE that is not provided and approved by the company. 

➢ Always comply with the procedures established in the personal protective 

equipment safety control policy. 
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➢ Always wear a seatbelt while driving, both inside and outside the 4G Ingeniería 

facilities. 

1.3 Safe Lifting of Heavy Objects: 

➢ When lifting objects, exert the effort using your legs, keeping your spine straight. 

➢ If necessary, request assistance or use cranes, hoists, or other equipment designed 

for material handling. 

➢ Before lifting or carrying anything, inspect and check the path where you will walk. 

➢ Ensure there are no obstacles blocking your route. 

➢ Only carry as much product as you can lift safely and that allows you to maintain 

clear visibility in front of you. 
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1.4 Handling of Chemical Substances: 

➢ Chemical substances include elements such as gases (liquid or solid), compounds, 

residues, or mixtures thereof, which—due to their corrosive, reactive, explosive, 

toxic, flammable, or bio-infectious properties—can cause harm to people, facilities, 

and the environment. 

➢ Make sure you know the identity of the chemical substances you are going to use. 

Read the "product safety data sheet" as well as the instructions and hazard-related 

signage (identification diamonds). Never work without knowing this information. 

➢ The use of specific PPE, as indicated in the chemical's "safety data sheet", is 

mandatory when handling/manipulating it. 

➢ Chemical substances must be stored in containers specially designed to prevent 

leaks, emissions, fires, or explosions. Never improvise containers. 

➢ In plant areas where chemical substances are handled, the “safety data sheets” must 

be available for emergencies, and it is the responsibility of those areas to keep them 

updated. 

 

Identification and Signage: 

To identify the hazards and risks of dangerous chemical substances, the hazard 

identification diamond is used: 

• Health hazards (blue): Refers to potential harm caused by exposure, from a few 

seconds up to an hour. 

• Flammability hazard (red): Indicates how easily the substance may catch fire, 

which also determines how to respond to a fire emergency. 

• Reactivity hazard (yellow): Reactivity ratings are based on a substance’s ability to 

release energy by itself or when combined with other materials. 

Factors include fire exposure, as well as sensitivity to shock or pressure. 

• Special hazards (white): 

This section includes other specific indicators to clearly state the substance’s nature: 

o A “W” with a line through it indicates that the material may react 

dangerously when in contact with water. 

o A radiation symbol indicates radioactive materials. 

o The letters “OXY” indicate the presence of an oxidizer. 

o “ACID” means the substance is an acid. 

o The letters “CORR” warn of a corrosive substance. 

 

Inside the hazard identification diamonds, numbers ranging from 0 to 4 are 

used: 
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1.5 Refusal to Work 

➢ This refers to situations where a worker perceives that the job violates established 

safety rules and/or standards, and may therefore cause serious harm or endanger 

their own safety or that of their coworkers. The steps to follow are: 

 

▪ The worker immediately contacts their Safety Star Point and line supervisor. 

▪ The three of them analyze the situation and any safety control violations. If none 

exist, appropriate controls must be developed. 

▪ If necessary, industrial safety and hygiene personnel and the production 

manager are called to intervene. 

▪ Corrective measures are proposed jointly. 

▪ If the hazardous acts and/or conditions cannot be controlled, the activity must be 

stopped and the area manager must be notified immediately. 

▪ The same task must not be assigned to another worker until the identified 

conditions are corrected. 

▪ The supervisor must follow up on the proposed control measures. 

 

▪ Return to work: 

The activity may only resume once the risk has been controlled and the job is 

declared safe by: 
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• The worker 

• The line supervisor 

• The industrial safety coordinator 

 

2. Specific Standards 

 

2.1 Lockout, Tagout and Test (LOTO): 

 

➢ Only trained and authorized personnel may perform lockout and tagout procedures, 

and only maintenance staff may do so. 

➢ Any superficial or in-depth intervention on machinery, equipment, or installations 

in motion, energized, or containing fluids is strictly prohibited. 

➢ Ensure the energy flow has been interrupted and any stored residual energy has 

been eliminated and/or purged. Confirm a zero-energy state. 

➢ Without exception, place the required lockout devices, as well as padlocks and 

warning tags. 

➢ Locks, warning tags, and keys are for personal use only. Lending or exchanging 

them with others is strictly prohibited. 

➢ Lockout devices and padlocks must only be removed by their owner. 

➢ In the event of absence, follow the LOTO procedure as established. 

➢ It is prohibited to work under another person’s lock or tag protection. 

➢ Upon completion of the work, it is mandatory to reinstall guards and safety devices, 

and to collect all tools and materials used.  

➢ Before restarting the equipment, machinery, or installation, ensure that no people, 

tools, or materials are nearby or inside. 

➢ Application of the LOTO safety standard is mandatory. 

 

2.2 Work at Heights 

 

➢ No work at heights may begin without the corresponding safety planning, carried 

out by the supervisor responsible for the work. 

➢ The safety planning must be known to all personnel participating in the work. 

➢ It is mandatory to have the approval for work at heights from the industrial safety 

coordinator or whoever holds this responsibility. 

➢ No work may be carried out near live (energized) electrical lines. 

➢ In all work at heights, the use of a safety harness with a lifeline (tether rope) is 

mandatory, and its good working condition must be ensured. 

➢ It is not permitted to use ladders, platforms, scaffolding, or baskets in poor 

condition. They must be secured to prevent displacement. 

➢ Signpost and cordon off the work area at ground level with barricade tape. 

➢ The application of the safety procedure for work at heights is mandatory. 
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➢ It is forbidden to climb on racks, shelves, pallets, grates, etc., if ladders that meet 

both the appropriate height and physical and safety conditions are not available. 

 

2.3 Lifting Equipment (Winches, Hoists, etc.) 

 

➢ All users must be provided with the necessary instructions for the proper use of 

the equipment and its limitations. 

➢ Before lifting, know the weight of the materials to be loaded and the load 

capacity of the equipment. 

➢ Before lifting, check the safety conditions of the equipment. If in doubt, stop the 

operation. 

➢ Signpost and cordon off the maneuvering area to prohibit the passage of people 

and vehicles. Ensure no one remains near or under the load. 

➢ Verify that the load is stable before proceeding to lift it. 

➢ Secure the load properly. Use auxiliary equipment (slings, strops, chains, hooks, 

etc.) with the correct capacity and resistance. 

➢ The use of improvised auxiliary equipment (nylon rope, twine, chains or cables 

not designed for this purpose), or with evident damage (broken strands, rusted, 

twisted, signs of crushing, etc.) is prohibited. 

 

2.4 Work on Electrical Installations 

 

➢ Only trained and authorized maintenance personnel may perform work on 

electrical installations. 

➢ No equipment or machinery operator or supervisor is authorized to intervene in 

the electrical installations of the equipment or machinery they operate. 

➢ Before starting any work on or near circuits, equipment, or electrical systems, or 

any live electrical part, these must be de-energized and effectively locked out 

(LOTO). 

➢ Before starting work, the absence of energy must be tested using appropriate 

measuring equipment. 

➢ Use the necessary PPE as appropriate. 

➢ Tools used for work on electrical installations must be insulated and in good 

condition. 

➢ All provisional or temporary electrical installations must meet the necessary safety 

conditions and must be removed as soon as the work is finished. 

➢ Upon completion of the work, it is mandatory to reinstall the corresponding 

covers, lids, doors, guards, and safety devices; and to collect the tools and 

materials used in the work. 

➢ It is mandatory to keep electrical panels and load centers permanently closed. 
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2.5 Fuel Loading and Unloading 

 

➢ Self-dispensing is prohibited; only authorized personnel should do so. 

➢ It is forbidden to supply, transport, or transfer fuels in containers that are not spill-

proof and flame-proof safety containers. 

➢ Clean up any spills immediately with absorbent material. 

➢ Smoking is not permitted in fuel dispensing and LP gas filling facilities. 

➢ It is forbidden to keep the forklift engine running during fuel loading or 

unloading maneuvers or while waiting to do so. 

➢ Turn off your cell phone before entering the service station to load LP gas. 

➢ Comply at all times with the established safety procedure for fuel loading and 

unloading. 

➢ Fuel transfer between vehicles is prohibited. 

 

2.6 Disposal and Handling of Hazardous and Non-Hazardous Waste 

➢ All areas must have a properly marked space with appropriate and identified 

containers for depositing hazardous waste (material contaminated with greases and 

oils, paint, automotive waste, etc.). 

➢ The use of bags, super sacks, or cardboard boxes for depositing hazardous waste, 

and particularly enamels or oil-contaminated soil, is prohibited. 

➢ Once full, containers will be identified with the corresponding label and sent to the 

temporary hazardous waste storage. These should not be stored for more than 30 

days. 

➢ It is forbidden to mix hazardous waste (aerosols, material contaminated with 

greases and oils, paints, automotive waste, etc.) with common trash. 

➢ If you do not know how to identify, label, or store, ask the warehouse manager. 

➢ It is forbidden to deposit hazardous waste outside the confinement area. It must 

be reported and delivered to the person responsible for that area at all times. 

➢ Always comply with the established safety procedure for handling hazardous and 

ordinary waste. 

 

2.7 Safe Use of Forklifts 

 

➢ Only previously authorized workers who are trained, certified, and possess the 

respective internal license may operate forklifts and/or pallet jacks. 

➢ Always use your seatbelt and drive with lights on at all times. 

➢ It is not permitted to transport loads that exceed the height of the mast, the 

length of the forks, a width greater than 3 meters, or that are unstable. 

Otherwise, authorization from the plant's industrial safety department will be 

required. 

➢ The installation of fork extensions is prohibited. 
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➢ The use of forklifts without lights, a rotating beacon, turn signals, horn, reverse 

alarm, or with braking system failures is prohibited. 

➢ Pedestrians have the right of way; yield to them. This also applies to tractor-

trailers. 

➢ Do not allow pedestrians to approach within one meter of the unit. 

➢ Drive at a moderate speed. Always drive on the right. 

➢ Every forklift must have a fire extinguisher in good condition and with a valid 

charge, a rearview mirror, and convex mirrors. 

➢ If you leave the forklift, turn it off, remove the key, and engage the parking 

brake. 

➢ It is forbidden to lift people unless they are wearing a harness and using a 

safety basket. 

➢ It is forbidden to transport people on any part of a forklift and/or 

electric/pneumatic/manual pallet jack. 

➢ Always comply with the established safety procedures for "safe use of forklifts 

and planned forklift inspection." 

➢ The use of forklifts for activities other than those for which they were designed 

is not permitted. 

➢ It is forbidden to constantly use the horn, as its function is to signal the forklift's 

passage, not to disrupt order. 

 

2.8 Use of Electrical Outlets and Extension Cords 

 

➢ The use of improvised electrical outlets and extension cords is not permitted. 

➢ The use of extension cords with splices or connections is not allowed. 

➢ Use only extension cords of the appropriate capacity, in good condition, and of 

the heavy-duty type. 

➢ Only maintenance personnel can make repairs to extension cords, and they must do 

so according to official standards. If a repair is not feasible, the cord must be 

destroyed and replaced with a new one. 

➢ The use of multiple extension cords connected in a chain (including in offices) is 

prohibited. 

➢ The use of electrical outlets without covers, with loose contacts, or with evidence 

of shorts or damage, etc., is not permitted. 

➢ The area manager, in coordination with maintenance, must identify and mark the 

voltage of all electrical outlets. 

 

2.9 Stacking, Unstacking, and Transportation of Materials 

 

➢ Before removing any material, verify its condition to determine safe and 

appropriate handling. 
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➢ The use of damaged pallets for stacking materials is not permitted; these must be 

removed and confined to the rejection area. 

➢ Materials may only be stacked in the designated areas, respecting demarcation 

lines, determined heights, and distances between walls and aisles. 

➢ The stacking of combustible or flammable materials below or near luminaires 

or electrical load centers is not permitted. 

➢ The maximum capacity and height marked for the product to be stacked must be 

respected at all times. 

➢ When stacking materials, you must not obstruct emergency equipment in the area 

(extinguishers, emergency exits, etc.), aisles, access points, or lighting or ventilation 

systems. 

➢ It is forbidden to transport flammable liquids, hazardous chemicals, or hazardous 

waste in open containers. 

➢ The transportation of compressed gas cylinders is only permitted in metal cages, in 

a vertical position, with a safety cap, and properly secured with chains. 

➢ It is not permitted to transport or stack loose or open boxes. When stacking on 

racks, heavy materials must be placed at the bottom. 

➢ Always comply with the established safety procedures for stacking and 

unstacking materials, chocking vehicles, safe forklift operation, and material 

handling, as applicable. 

 

2.10 Cleaning with Water in Work Areas 

 

➢ In your work area, avoid leaks or spills of oil and/or any liquid material. 

➢ Immediately report any leaks observed in pipes, hoses, etc. 

➢ In case of a leak or spill, use the necessary support tools (broom, shovel, etc.) to 

reduce the volume before using water. Avoid waste. 

➢ Avoid breaking up sediments formed in drainage channels with a direct jet of 

water. Use the necessary tools. 

➢ Do not use water to clean oil spills or flammable liquids. Use authorized 

absorbent material. 

➢ When cleaning work or transit areas, do so in small sections, wetting and cleaning 

only one section at a time. Avoid extending to another section until the previous 

one is finished. 

➢ In all floor cleaning work, it is mandatory to place "danger, wet floor" signs. 

➢ Only maintenance personnel should adjust the working pressure of water guns for 

cleaning. Do not exceed the established working pressure. 

 

2.11 Use of Hand Tools 

 

➢ The use of homemade, improvised, or damaged tools is prohibited. 
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➢ Keep your tools clean and in good condition. Replace them immediately in case of 

damage. 

➢ Select the correct tool according to the work to be performed. 

➢ Use the tool correctly for its designed purpose. Do not abuse it by subjecting it to 

forces greater than its design. 

➢ "Mushroomed heads" on punches, chisels, mallets, hammers, etc., are not 

permitted. Repair immediately. 

➢ It is forbidden to carry tools in your pant or shirt pockets. Use holsters or a tool 

belt. 

➢ It is not permitted to carry sharp or pointed tools out of their sheaths or loose 

inside the toolbox. 

➢ Keep your tools and work area clean, orderly, and in good condition. 

 

2.12 Job Training 

 

➢ No person may perform any work unless they have first received the necessary 

training and corresponding safety induction. 

➢ It is forbidden to perform activities unrelated to your position if you have not 

been trained and authorized to do so. 

➢ If you have doubts, stop the work. Ask your line supervisor. 

➢ At all times, you must respect the established or applicable safety and operating 

procedures for your position. 

➢ It is mandatory to attend scheduled training events. 

➢ New personnel will not be allowed access to the work area to perform their duties 

if they have not previously received the established training. 

 

2.13 Welding and Cutting Work 

 

➢ Only trained and authorized personnel may perform welding or cutting work. 

➢ The performance of welding and cutting work in installations, premises, or 

containers that have contained or contain flammable or explosive materials is 

strictly prohibited without the respective safety planning authorized by the 

plant's industrial safety department and without having carried out evacuation and 

cleaning work. 

➢ The connection of electric welding machines can only be made to safety electrical 

outlets, half-turn, and with plugs. The power cable must be heavy-duty and no 

longer than 25 meters, without splices. The ground cable must be no longer than 3.5 

meters and have an alligator-type bronze clamp. 

➢ The use of oxy-cutting equipment without safety valves to prevent flashback, as 

well as with damaged pressure gauges, connections, hoses, or handles, is not 

permitted. Hoses must be in one piece and secured with clamps. 
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➢ It is forbidden to transport or store cylinders (oxygen or acetylene) horizontally 

(lying down). 

➢ The use of PPE is mandatory according to the needs of the operation, which must 

always be in good working condition and clean. 

➢ Respect what is indicated in the safety procedures for welding work and the use of 

oxy-cutting equipment. Request the corresponding work permit. 

 

2.14 Safe Driving 

 

According to the safe driving policy 

 

Every motor vehicle driver must: 

 

➢ Receive a defensive driving training course. 

➢ Always wear your seatbelt while driving and request that your passengers do the 

same. 

➢ Not answer your cell phone or radio while driving. 

➢ Observe signage and respect the speed limits indicated on roads and thoroughfares. 

➢ Respect indicated signs, pedestrian crossings, and traffic lights. 

➢ Take rest breaks of 15 minutes for every 200 km or 2 hours of travel. 

➢ Give priority to bicycles, motorcycles, pedestrians, and lighter vehicles. 

➢ Not drive the vehicle under the influence of alcohol, drugs, or medications that 

affect your abilities. 

➢ Undergo routine medical examinations as determined by the organization. 

➢ Inspect your unit daily to detect faults, using the basic attention guide (GAB). 

➢ If there are one or more "non-debatable" faults in the vehicle, it may not be used 

on any route until the existing fault has been corrected or the involved part 

replaced, as applicable. 

➢ Any colleague involved in an accident of any nature, whether serious or not, must 

report it immediately to the insurance company and their immediate 

supervisor. 

➢ Any irregularity found in the vehicle's operation must be reported to the vehicle 

maintenance area as soon as possible for immediate attention. 

➢ Verify that the vehicle has its own legal documents. 

➢ You must have an updated license appropriate for the type of vehicle being driven. 

➢ Verify that the vehicle has seatbelts and that they are in good working order. 

➢ All vehicles must receive necessary maintenance (including preventive and 

corrective) in a timely manner according to an established program and any faults 

they present. 

➢ All personnel assigned a vehicle are obligated to use it solely and exclusively for 

tasks inherent to their position within the company. 
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➢ No modifications to the units should be made; only vehicle maintenance is the 

authorized area for this purpose. 

➢ The following is forbidden for all personnel operating a company-owned 

vehicle:  

a. Giving rides to people outside the company, such as family, friends, clients, 

etc. 

b. Allowing people outside the company or unauthorized individuals to drive 

company-owned units. 

c. Using units for personal service, unless authorized by the corresponding area 

management. 

d. Abandoning your unit during working hours. 

e. Installing sound systems inside the units. 

f. Leaving or throwing trash, bottles, glass, cans, or other material on public 

roads that could damage the company's image and the physical integrity of 

people or vehicles using this road. 

g. Driving units within company facilities at a speed greater than 10 km/hr. 

h. Placing unauthorized advertising or propaganda on the units. 

i. Carrying bundles or objects that obstruct visibility or operability. 

j. Displaying discourtesy or making insults through words, gestures, or signs. 

Pedestrian crossings must not be invaded, nor access for people with 

disabilities obstructed. 

k. Parking in prohibited places or obstructing vehicular access to homes or 

buildings. 

l. Using the horn unnecessarily, especially near hospitals and sanatoriums, and 

only using it to avoid accidents. 

Before starting the unit's engine, you must check the following safety points, 

at a minimum: 

▪ Walk around the unit to ensure no one is behind, to the sides, or 

underneath it. 

 

When driving the vehicle on the road: 

• Drive with headlights on. 

• Use turn signals when turning. 

• Turn on hazard lights when parking on roads to warn other 

vehicles. 

• Respect all traffic signs. 

• Respect pedestrians, yielding the right of way whenever possible. 

• Maintain total control of the vehicle, not exceeding speed limits or 

making sudden maneuvers. 

• In the case of motorcycles, the use of a protective helmet is 

mandatory. 
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• Operate and maneuver safely. 

• Avoid reversing maneuvers over distances exceeding those 

permitted by local traffic regulations and/or performing 

unnecessary reversing maneuvers. 

o In case of repetition, corresponding sanctions, as outlined in 

this catalog, will be applied. 

 

2.15 Fire Prevention 

 

➢ It is mandatory to respect fire prevention signs (e.g., no smoking, no open 

flames, etc.). 

➢ All workers are obligated to know the location of fire-fighting equipment placed 

in their work area, as well as its use and good condition. If they detect any fault in 

the equipment, they must report it to their immediate supervisor. 

➢ Under no circumstances will fire-fighting equipment installed in the areas be 

blocked: extinguishers, hoses, alarms, hydrants (water outlets), evacuation routes, 

emergency exits, etc. 

➢ Educate yourself on the types of extinguishers available and their correct use. 

➢ In case of fire, sound the alarm. If personnel are trained to fight it, they must act to 

control it and request support from the plant's fire brigade. 

➢ Before any work involving fire, prior cleaning of the area must be ensured and 

combustibles or ignition sources eliminated. 

 

2.16 What to Do in Case of Emergency 

 

• Call the company's medical unit, indicating the exact location of the affected 

person. 

• In case of an accident, you must immediately notify your immediate supervisor. 

• In case of emergencies caused by natural phenomena, the specific protocols for the 

type of phenomenon must be applied. 

• In case of fire:  

o Upon observing fire, activate the fire alarm (in locations with an 

emergency alarm system) / if there is no alarm system, personally give the 

alert. 

o Upon hearing or seeing the fire alarm activated, go to the nearest 

emergency exit, without objects in your hands or mouth, and remain in this 

area until the brigadier gives instructions. 

o When descending stairs, always go on the handrail side, always keeping 

one hand on it, without running, joking, or pushing. 

o Go to the established security area, moving in an orderly and calm manner. 

o In the security area, you must wait for instructions. 
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3. Annexes 

 

 

 

3.1 Commitment Letter 

 

Date: ___________________  

 

I, _______________________ Have received the basic safety standards manual, as well as 

an explanation of its use and application.  

 

I accept and commit to comply with and enforce each and every one of the 

recommendations contained in this manual, and I understand the implications that arise 

from not respecting it. 

 

 

 

 

 

 

 
Worker's Signature 

 

 

 

 

3.2 Catalog of Administrative Sanctions Contained in the Internal Labor Regulations 

 


