APPROVED

By Order No CV-1-97 of 26 May 2021 of
the Director of the Lithuanian Research
Centre for Agriculture and Forestry

SAFETY AND HEALTH INSTRUCTIONS FOR PERSONS WORKING IN A
CAR OWNED BY THE INSTITUTION OR IN THEIR OWN CAR NO. 8

1. GENERAL PART

1.1. A person aged at least 18 years who has undergone a health check in accordance
with the prescribed procedure, who holds a driving licence and who has received an induction
and an initial on-the-job training may drive an official or private car for work purposes. A
staff member (hereinafter referred to as 'the staff member') who drives a company car or his
own car for work purposes shall be given periodic training at least once every 12 months. In
the event of changes in the working environment, the emergence of new risk factors or the
use of new work equipment, the worker shall receive additional training.

1.2 Employees shall undergo a health check before commencing work and
periodically during work. A worker who refuses to undergo a health check at the prescribed
time shall be suspended from work and shall not be paid wages for the period of time during
which the health check is required

1.3 A worker, in the exercise of his duty to take care of his own health and the health
of other workers, shall, if he is able to do so, immediately report to the head of the unit, to the
persons responsible for occupational safety and health in the units, to the occupational safety
and health service, an accident at work, on the way to or from work, an incident, an
occupational acute disease or any other work-related health problems. He/she must also
immediately inform the head of the unit or the persons responsible for occupational safety
and health if he/she notices any occupational safety and health irregularities or risk factors in
the workplace.

1.4 A worker shall have the right to refuse to work or to stop work if hazardous factors
are not eliminated, an emergency situation arises, or health and life are endangered, and shall
immediately report the reasons for his/her refusal in writing to the head of the unit or other
person in charge.

1.5 Employees shall observe personal hygiene requirements, ensure that their clothing
and footwear are clean, wash their hands only with the facilities provided for that purpose,
and smoke and eat only in designated areas.

1.6 It is forbidden:

1.6.1 work while drunk or under the influence of narcotic or toxic substances, while
ill, or while using strong sedatives. If a drunken employee is observed, he/she must
immediately report to the head of the unit and take all measures to prevent an accident;

1.6.2 operate a vehicle that is not in good working order;

1.6.3 smoke with the bonnet open, in petrol stations when refuelling or inspecting the
fuel system, or in the interior of the car;

1.6.4 heating the engine and fuel system with open flames;

1.6.5 use fire for lighting, fault finding and troubleshooting;

1.6.6. sleeping in the car while the engine is running;



1.6.7. keeping the engine running in enclosed spaces (garage, etc.);

1.6.8. keeping petroleum products and used oily rags on the engine and in the interior
of the car.

1.7 The driver must:

1.7.1 know how to work safely, be aware of and comply with the requirements of
safety and health legislation, not work with work equipment that is not in good working order
and report this to his/her line manager;

1.7.2 take measures to the best of his/her ability and knowledge to eliminate the causes
of injuries, acute poisonings and accidents and inform his/her line manager immediately;

1.7.3 comply with the lawful instructions of the employer's representative, other
persons authorised by the employer, and officials responsible for monitoring health and
safety;

1.7.4 immediately inform the line manager, the persons responsible for occupational
safety and health in the departments, and the occupational safety and health officers of injuries
sustained at work and other work-related acute health problems;

1.7.5 comply with the rules of work;

1.7.6 work in clean and tidy work clothes;

1.7.7 wash hands with warm water and soap.

1.8 The driver has the right to:

1.8.1 have access to the results of the periodic medical examination and, if he/she
disagrees with the results of the examination, to have his/her health checked again at his/her
Oown expense;

1.8.2 to claim compensation for damage to health caused by unsafe working
conditions, in accordance with the procedure laid down by law;

1.8.3 refuse to work and notify the head of the unit and the Centre's services
responsible for occupational safety and health if the head of the work does not take the
necessary measures to eliminate violations of occupational safety and health requirements
and to protect the worker from potential hazards. In the event of danger, the driver shall have
the right to stop work, to leave the work area, to leave the workplace;

1.8.4 not to carry out any instructions contrary to the "Road Traffic Regulations";

1.8.5 not to drive a car if it is not roadworthy.

1.9 The driver must be familiar with and comply with the requirements of the fire
safety instructions. Know where fire extinguishing equipment is stored, be trained in its use,
avoid actions and avoid creating conditions likely to cause fire.

1.10. Carry a fire extinguisher, first aid kit and emergency stop sign.

1.11. The driver is responsible for compliance with the "Rules of the Road", the
requirements for the operation of the vehicle, the safety and delivery of the goods to be
transported, the timely and quality repair of the vehicle, and the performance of any other
work assigned to it.

1.12. Any employee who violates the requirements of safety and health normative
legal acts, documents to which he/she has been familiarised, and these instructions, shall be
liable in accordance with the procedure established by the laws of the Republic of Lithuania.



2. OCCUPATIONAL RISK FACTORS. SAFETY MEASURES AGAINST THEIR

EFFECTS

2.1. A Potentially hazardous and harmful factors:

Hazardous factor Possible Actions to avoid the hazard
consequences
The technical condition of the vehicle
must be checked periodically and its
equipment must be in good working
é order, in accordance with the operating
Failure to comply with the | Possible injuries, requirements of the factory that

requirements for use of the vehicle
and tools.
Improperly maintained vehicle

serious injuries.

manufactured the vehicle.

Do not work with tools and equipment
that are not in good working order and
use them for their intended purpose and
in accordance with their operational
requirements.

The condition of the vehicle's electrical
equipment must be such that the

1;?;;1:16 l?elgg;s; electrical. controls work and the wires
4 j A . T and terminals do not spark; the battery
Risk of fire Injuries.
must be securely attached and free from
cracks and other damage.
Wet, potholed roads, dangerous Possible  accidents
curves and narrows, steep slopes and | . .. . | Drive responsibly and obey the rules of
hills, dangerous shoulders, heavy njuries, SCHOUS 1 the road.
traffic, etc. 1njuries.
(lzjl?rﬁzet?f;?)?lldei tigg;u_ra‘ilag;egg?;ng; qusi.ble accidqntS, It is essential to chooge a safe speeq qnd
ice in winter. leaf fall in autL,lmn mud | injuries, serious | to use tyres that are in good condition
in spring ’ ’ injuries. for the season.
Keep the workplace (car) tidy and free
of clutter. Obstructions must be
Possible injuries of removed to avoi.d tri_pping. Floor
A & ' varvin severity: surfaces must be shp—resm.tant, dry and
Obstruc‘ugn of wprk b ri & b Y- | smooth. In the event of slippery floors
areas, passageways, objects, slips, | °'° enl .., oones (cabs, aisles, etc.), clean them
falls muscuiar njuries. immediately using an appropriate
cleaning method. Wear footwear

appropriate to the work environment.

& Chemical

(petroleum  products,
exhaust fumes, etc.)

substances
lubricants,

Possible poisoning.

Try not to inhale chemical vapours, if
possible stand so that the wind blows
chemical vapours away from the
worker and not towards him. Gloves
must be worn to protect hands when in
direct contact with the chemicals.

Fatigue and drowsiness of the driver,
health problems

Possible  accidents,
injuries, serious
injuries.

Safe speeds must be chosen. Stop to rest
if necessary. If you feel unwell while
driving or during breaks in driving, if
you experience acute signs of illness or
if your body temperature rises, stop
immediately to report to your line
manager and call for help.
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Place objects, tools and equipment in
the workplace (car) in such a way that

Potential  accidents, | they cannot fall (in the event of a
_ _ injuries, serious | sudden stop, objects will fly forward
Falling objects injuries from inertia to the front of the car at the

same speed as the car was travelling
before the stop).

Do not lift objects or loads in excess of
the permissible lifting limit alone.
Permissible  non-hazardous  single
lifting and carrying weight while doing
other work: for men, up to30 kg ; for
women, up tol0 kg . If the weight is
greater, lift in twos.

Possible injuries,

Physical overload .
muscle strains

2.2. 0 The vehicle must be equipped with a first aid kit, a fire extinguisher, an
emergency stop sign and a reflective vest (Figure 1).

Figure 1: Safety kit in the car

2.3.  Appropriate technical and precautionary measures are needed to avoid or reduce
the influence of the above dangerous and harmful factors:

2.3.1 It is forbidden to operate a car unless it is registered and has passed a national
roadworthiness test;

2.3.2 the windscreen and side windows of the car must be clearly transparent and free
of cracks, and the windscreen wipers must slide freely when switched on without obstructing the
windscreen, cleaning the glass well;

2.3.3 the car seats and their backs must be free from dents, tears, protruding springs
or sharp corners. The positions of the seats and their backs shall be adjustable to enable the driver
and passengers to sit comfortably;

2.3.4 the car door locks must be in good working order and must not allow the doors
to open spontaneously; the heating system in the car interior must not malfunction;

2.3.5 the steering of the car must be such that the wheels can turn at any speed;

2.3.6 the technical condition of the brakes must be such that all wheels of the car are
braked simultaneously;

2.3.7 the technical condition of the tyres must ensure that the car rolls safely;

2.3.8 the tyre size and load rating of the tyres must meet the requirements of the car
manufacturer. Diagonal and radial tyres and tyres with different tread patterns must not be fitted
on the same axle. Radial tyres must not be fitted on the front axle and diagonal tyres must not be
fitted on the rear axle;

2.3.9 the wheel discs must be securely anchored on the hubs;

2.3.10 the condition of the vehicle's electrical equipment must ensure that the engine
does not start with the starter, that lighting, signalling and electrical control devices do not
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malfunction, and that the electrical wires and terminals do not spark; the battery must be securely
attached and free from cracks and other damage;

2.3.11 the car must be equipped with rear-view mirrors enabling the driver to see the
road behind him;

2.3.12 the lighting system of the car must be in good working order, with working
dipped-beam, main-beam, marker, parking and bending lights;

2.3.13 the reversing lights must be switched on when reverse gear is engaged.

2.4. The employer (after assessing the harmful and dangerous physical, chemical,
biological and other factors) must provide the worker with personal protective equipment free of
charge.

2.5.  The worker must:

2.5.1 not start work without wearing personal protective equipment as required by

occupational safety regulations, and wear it throughout the work;

2.5.2 maintain and use the personal protective equipment carefully and in accordance
with its intended purpose, and notify the employer or his/her authorised representative in good
time of its wear, contamination, unsuitability for use and of the expiry of the period of its use;

2.5.3 compensation in accordance with the Labour Law if the personal protective
equipment is lost or damaged as a result of the worker's fault.

3. THE WORKER'S ACTIONS BEFORE STARTING WORK

3.1. Before starting work, the driver shall dress neatly in his/her working clothes and put
on personal protective equipment, if issued. He/she must carry with him/her a driving licence
authorising him/her to drive a vehicle of the category concerned, a vehicle registration certificate
and an insurance policy.

3.2. Check that the car is equipped with a first aid kit, fire extinguisher, towing rope and
seat belts. Check the technical condition of the car: inspect the exterior of the car to make sure
that the bodywork is not damaged and that there are no leaks in the oil, fuel, coolant, brake fluid.

3.3.  Any faults found must be rectified; clean the number plate, windows, lights and
alarms, make sure the door locks are in order;

3.4. Check the presence of (if necessary, refill to normal level): oil in the engine sump
(note the quality of the oil), coolant in the radiator, brake fluid level;

3.5. Check the following before starting the car engine:

3.5.1 the clutch and brake pedal play is as specified in the vehicle's manual; the parking
brake is working; the steering wheel play; the tyre pressure; the tool kit is not missing anything
and the tools are in good order;

3.5.2 how the cabin heating works, check gauges in winter.

3.6. Ifany deficiencies are noted, rectify them to the best of your ability and competence,
or report them to the unit manager.

3.7. Receive a work assignment.

4. ACTIONS TO BE TAKEN BY THE EMPLOYEE DURING WORK

4.1 The driver's workplace is the Centre's premises, the off-site facilities to which the driver
is sent for work and the garage.

4.2 The workplace shall be clean and tidy, well lit, free from foreign objects, explosive,
flammable and chemical substances, with non-slippery floors. It must be free of grease. Garages
shall be kept free of unnecessary materials and objects. Tools shall be stored in their designated
areas.

4.3 The driver must carry out the work assigned to him in a good and timely manner and
comply with the requirements of the 'Road Traffic Regulations' and the vehicle operating rules.



4.4 1t is forbidden to leave a defective vehicle and load unattended during a journey.
4.5. not to exceed a speed of 20 km/h within the Centre;
4.6. In garages and parking lots it is prohibited to:

4.6.1. work on blacksmithing, heat treatment, welding, painting, which must be carried out
in designated areas, open areas;

4.6.2. loading or parking of gates and entrances/exits;

4.6.3 start minor repairs to the car while the engine is running (it must be switched off and
cooled at 30°C temperature);

4.6.4 keep the car with a faulty fuel and electrical system;
4.6.5. keep the vehicle without the fuel filler cap;
4.6.6 charge the batteries;

4.6.7 refuelling the car's fuel tank only when the engine is switched off. It is forbidden to
heat the engine with an open flame, or to light open flames during repairs and other work;

4.6.8  Washing the vehicle, parts or components with petrol, diesel or other flammable
or combustible liquids, or using cleaning or washing materials of unknown composition or
purpose.

4.7. Only have the car repaired by a garage.

4.8. Keep the interior of the car clean and tidy.

4.9. Ttis forbidden to:

4.9.1 transfer the driving to another person;

4.9.2 Discharge petroleum products or petroleum-contaminated water down drains or on
the ground;

4.9.3 smoke in the vicinity of petrol or diesel tanks and fuel-flow equipment;

4.9.4 Keeping containers of petrol, diesel or other flammable liquids, fuels or lubricants in
the interior of the car, or soiled rags;

4.9.5 use a mobile phone while driving, unless there is a special device in the cabin;

4.9.6 resting or sleeping in the car with the engine running;

4.9.7 carrying passengers.

4.10. When driving a car, a person must:

4.10.1 keep a constant watch on the readings of the controls and the operation of all
mechanisms;

4.10.2 keep a safe distance from the vehicle in front, taking into account the speed at which
he/she is driving, the natural conditions and the state of the road, in order to avoid collisions if
he/she has to brake;

4.10.3 stop immediately in the event of a vehicle breakdown.

4.11. Apply the handbrake when the car stops.

4.12. To change a wheel of a car, stop on level ground, switch off the engine, apply the
handbrake, put the car in gear and disembark the passengers. Before lifting the car with a hoist, it
is necessary to secure at least one wheel of the car to prevent it from moving by placing pads
(supports) in front of and behind the wheel. When lifting a car by means of a hoist, the hoist shall
only be placed on solid ground. In other conditions, special shields shall be placed under the jack
to ensure a stable position of the jack.

4.13. The use of bricks, pieces of wood or other random objects in place of supports is
prohibited. Special supports must be carried.

4.14. 1t is forbidden to work under the car after it has been lifted with a hoist and without
the use of supports.

4.15. When driving over railway tracks, it is necessary to:

4.15.1 only drive over marked level crossings;

4.15.2 reduce speed when approaching a level crossing;



4.15.3 drive at as steep an angle as possible;

4.15.4 only drive over a level crossing when you are satisfied that it is safe to do so.

4.16. Work in such a way as to avoid damage to equipment and machine parts.

4.17. immediately pour sand or sawdust on spillages of fuel or lubricants. Collect soaked
sand, sawdust, oily fuel-soaked cleaning agents, oily rags in sealed metal bins. Used petroleum
products, lubricants, filters shall be collected in separate containers in the service station. Used
tyres are collected at the used tyre site and used parts at the scrap metal site.

4.18. The engine radiator cap must only be unscrewed when the engine is hot, wearing
gloves and standing upwind so that the coolant vapours do not burn your hands and face.

4.19. When driving after dark, try not to look at the headlights of the car in front of you,
and keep a close eye on the roadside, as it is more dangerous than oncoming traffic, and will not
be blinded by the headlights of an oncoming car.

4.20. If a breakdown requires you to leave your car, make sure that it does not run off the
road, cause an obstruction to other road users or be used by other persons.

4.21. Portable luminaires must not be used with a voltage higher than 12 V.

5. ACTION TO BE TAKEN BY THE WORKER IN EMERGENCY
(SPECIAL) SITUATIONS

5.1 In the event of an accident, the driver of the vehicle must notify the immediate
supervisor or the relevant Centre office and proceed as required by the "Road Traffic
Regulations".

5.2 In the event of an accident, the driver must immediately provide first aid to the
injured person, call for medical assistance by calling 112, or, if a doctor is not available, take
the injured person to a hospital, give his/her name, surname and registration number and return
to the scene. Keep the accident scene unchanged until the accident is investigated. Necessary
changes may be made if failure to do so would endanger the life and health of workers in the
vicinity, but everything that existed prior to the change must be documented in writing and
graphically or photographed.

5.3 The towing of a vehicle shall be by a flexible tow (4 to 6 m) and a rigid tow (not
exceeding 4 m).

5.4 1t is prohibited to tow: vehicles with defective steering, more than one vehicle,
motorcycles without a trailer, a vehicle with flexible towing in the presence of ice or a vehicle
with defective main brakes, and, in the case of a rigid tow, a vehicle with defective main brakes,
when its actual mass is half the mass of the vehicle towing.

5.5 Only the driver may be in the towed vehicle.

5.6 An employee who witnesses an accident at work or its consequences must
immediately report the accident at work to the head of the unit or his/her deputy, to the persons
responsible for occupational safety and health in the units, to the Centre's specialists in safety
and health, to provide the uninjured person with first aid and, if necessary, to call a doctor at
telephone number 112.

5.7 In the event of a fire, stop immediately, cut off the fuel supply and disconnect the
battery. Extinguish the fire with a fire extinguisher, sand, earth or by covering it with non-
flammable material. Report the fire to the fire brigade on 112. The head of the unit, the director,
the persons responsible for occupational safety and health in the units and the Centre's safety
and health officers must be informed immediately.

5.8 The workplace and equipment where the accident occurred shall be preserved as it
was at the time of the accident. Necessary modifications may be made if failure to do so would
endanger the health and life of others, but all such modifications shall be documented in writing
and graphically, and, if possible, photographed or filmed.



5.9 The Director or the Centre's occupational safety and health specialists must
immediately notify the training institution whose representative has the right to participate in
the investigation of the occupational accident, of an occupational accident which has occurred
to a pupil of a vocational training institution or to a student of a higher or post-secondary school
during their apprenticeship in the Centre.

5.10. An accident on the way to and from work shall be deemed to be an accident only
if it occurs within 1,5 hours after work or before the start of work on the direct route between
the employee's home and the Centre. The worker must inform his/her line manager, the persons
responsible for occupational safety and health in the units and the Occupational Safety and
Health Service of such an accident within 2 hours of the accident. Accidents which occur later
or are not reported shall be considered as domestic injuries.

6. ACTION TO BE TAKEN BY THE WORKER AFTER LEAVING
WORK

6.1. Park the car in its designated garage space, disengage the gear, activate the parking
mechanism and switch off the engine. Inspect the car for damage, fuel, oil, coolant, brake and
shock absorber fluids. Remove dirt (dust, snow) from the car, wash or wipe the windows,
headlights, number plates.

6.2. Clean up the garage, pour sand or sawdust over spilled grease and dispose of it in a
designated area, and do not leave flammable objects.

6.3. Do not leave rags or other flammable materials on the space heating system.

6.4. Put personal protective equipment in the cupboard, take off your work clothes and
take a shower.

6.5. Inspect the garage area and, when satisfied that the conditions for a fire are not
created, switch off the lights and lock the room.

6.6. Report to the unit manager the completion of the work assignment, work in progress
or repairs, deficiencies and defects observed during the work.

Instruction by:
Head of Occupational Safety and Health Audrius Sasnauskas



