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1.1 These instructions (hereinafter Instructions) have been drawn up in accordance with the laws
and regulations of the Republic of Estonia, including the Employment Contracts Act, the
Occupational Health and Safety Act, the Health Insurance Act, the ISPS Code (International
Ship and Port Facility Security Code), as well as the rules and occupational safety instructions
of HHLA TK Estonia AS (hereinafter HHLA TK).

1.2 The Instructions are intended for employees of companies operating on the territory of HHLA
TK (hereinafter Employees), who work under the management of their own company or in
cooperation with HHLA TK employees.

1.3 The purpose of the Instructions is to introduce Employees to the requirements and rules
applicable on the territory of HHLA TK.

1.4 HHLA TK has developed instructional and organisation documents, occupational safety
instructions, and manuals for the use and technical maintenance of machines, mechanisms, and
equipment. When working with this equipment, Employees are obliged to familiarize
themselves with the instructions and comply with the requirements therein.

1.5 Based on risk analysis data, the Instructions inform company Employees about risk factors and
risks in the workplace and on the HHLA TK territory, as well as about measures to prevent
and reduce risks.

1.6 The following documents are an integral part of the Instructions:
- fire safety instructions;
- information on occupational safety and the working environment: location of first aid kits,
list of first aid providers, and contact details of HHLA TK operational staff;
- occupational safety instructions for truck drivers servicing the HHLA TK container and
general cargo terminal.

2.1 The territory of HHLA TK is located in Muuga Harbour at Veose tn 16 and Koorma tn 15 and
is adjacent to berths no. 11, 12, 13, 14, 15, 16 and 17.

2.2 The main activities of HHLA TK are:
- loading and unloading of goods (containers, general cargo, refrigerated cargo, bulk or
palletized goods, project cargo, oversized and heavy-lift special cargo);
- storage of goods in the Muuga free zone, both in open areas and in closed warehouses;
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- servicing container vessels as well as ro-ro and lo-lo vessels;
- inspection, maintenance, and repair of containers.

2.3 HHLA TK operates 24/7. The terminal area is illuminated, fenced, and under video
surveillance. Traffic signs are installed, and roads, loading, and storage sites are marked
according to the current traffic scheme.

2.4 Loading operations are carried out using cranes, container handlers, trailers, heavy-duty trucks,
and forklifts, as well as remotely controlled autonomous port trucks (with or without a driver
in the cab). These moving machines are the main hazards for Employees present or moving
around on HHLA TK territory and require great caution and attention.

3.1 The main risk factors for Employees working on or visiting HHLA TK territory are:

- vehicles and moving machinery;

- weather conditions (continuous or long-term work outdoors at low/high temperatures or
precipitation);

- uneven or slippery surfaces due to weather (including obstacles on roads and walkways);

- goods and work areas located at heights (working at heights over 1.5 m without protective
barriers and less than 2 m from the edge);

- immediate proximity to water (risk of falling into the water);

- moving machine parts;

- insufficient lighting (working in darkness or dim light).

3.2 The management of HHLA TK implements measures to minimize and eliminate risks in its
territory and in its workplaces.

3.3 To protect against dangerous and harmful factors, the Employees must:

- comply with these Instructions, instructions of the foreman and safety signs;

- use personal protective equipment if the nature of work or safety signs so require. Personal
protective equipment must be functional and comply with the requirements specified in the
manufacturer’s instructions, including the usage period;

- comply with the requirements set out in occupational safety instructions, the ISPS Code,
and other relevant regulations for each type of work;

- wear a high-visibility safety vest with reflective elements when moving on the territory
and wear a safety helmet when in the work zone.
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3.4 Measures against biological hazards (e.g., viruses) are regulated separately by instructions and
regulations issued by HHLA TK management.

4. Organisation Of Work On The
Territory of HHLA TK

4.1 Before starting work on the territory of HHLA TK, the Employee must:

- obtain a work permit and proper instructions from a person responsible for organising work
at HHLA TK;

- together with the aforementioned person inspect the workplace and traffic routes to be used
for accessing the work zone and other HHLA TK facilities, including auxiliary and staff
premises;

- resolve issues related to work technology, the use of personal protective equipment, use of
machinery and equipment, and safety measures.

4.2 Depending on the terms and conditions of the cooperation agreement, the company’s foreman
or the HHLA TK-appointed person in charge of the work must organize Employee instruction
and introduce HHLA TK territory and necessary facilities located within it.

4.3 The preparation of the workplace must comply with the occupational safety requirements of
HHLA TK, and the terms of the contract concluded between the company and HHLA TK.

4.4 The person in charge of occupational safety is responsible for the following:
- Employee’s qualifications and skills, and their compliance with the work performed;
- conformity of instructions to the work to be performed (in terms of occupational safety and
technology to be used);
- availability of required special permits for specific work (e.g., fire and welding works,
technical supervision and inspections, electrical works and electrical safety instruction,
etc.);
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suitability of the Employee’s health condition for the work (based on medical examination
results);

preparation of the workplace and work equipment (lighting, ventilation, tools, devices,
collective and personal protective equipment, special clothing and footwear, etc);
compliance of Employees with work technology and occupational safety requirements
during the work process;

availability of necessary emergency equipment to handle emergencies (e.g., leaks of
aggressive liquids such as acids, alkalis, oils, solvents; fire, etc.);

availability of first aid equipment at the workplace;

ensuring communication in extreme situations (availability of communication devices or
defining a communication procedure with Employees).

4.5 The Employee is obligated to:

comply with the prescribed hygiene and occupational safety requirements and instructions;
follow work organization rules;

comply with the orders of their employer or their representative as well as the orders of
HHLA TK or their representative;

comply with the orders of persons carrying out supervision of occupational safety;

follow warning and prohibition signs, schemes, notices and announcements, as well as
traffic signs and markings;

when working or supervising work on HHLA TK territory, wear high-visibility clothing or
a safety vest with reflective elements;

when driving a vehicle on the same territory, hazard lights or a yellow beacon must be
switched on;

take rest and meal breaks in specially designated and equipped rooms and comply with
health requirements. It is forbidden to drink, eat and store food in places not adapted for
this purpose;

use only approved electrical devices for preparing food and hot beverages. All other
heating devices are prohibited.

4.6 The Employee has the right to:

request additional training in safe working methods if they have doubts about the
correctness of their actions during or before starting work;

refuse to perform work for which they are not trained and which they consider dangerous

for themselves, third parties, or company/client property, while informing their employer

or representative.

5.1 Presence on quays and storage yards is permitted only for Employees directly involved in
specific loading operations and machine maintenance.

5.2 Pedestrians on HHLA TK territory must use sidewalks, or, if these are absent, walk on the left
side of the roadway facing oncoming traffic.
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5.3 It is prohibited to remove, relocate, or alter barriers, signs, or other safety devices without the
knowledge of the persons responsible for their placement.

5.4 It is prohibited to:

be present in the path of moving machinery or cargo handling operations (including when
reversing). Approach a machine only when it has been stopped and the Employee is certain
that the driver/operator can see them,;

ride in a vehicle not intended for passenger transport;

operate vehicles or loading machinery without a valid qualification certificate and
authorization for the specific model.

5.5 In the area of railways and shunting operations

5.5.1

5.5.2

553
554

5.55

When present in railway or shunting areas, one should follow the instructions of shunting
staff and locomotive drivers and observe locomotive signals.

A stationary locomotive or train may be passed at a distance of no less than five meters.
Crossing the railway is prohibited:

at coupling points between wagons;

under wagons;

between closely adjacent wagons (less than five meters);

in front of a moving train or locomotive.

Railway tracks must be crossed at a right angle to the track axis, and feet must not be placed
on the rails. When crossing the railway at a turnout, ensure feet do not get caught between
the stock rail and the switch point.

Before crossing railway tracks, stop and make sure no train or locomotive is approaching,
and pay attention to audible signals.

Walking on railway tracks is prohibited. It is permitted to walk in the space between tracks
or along crane or railway tracks, keeping at least 1.5—2 meters from the outer rail head.
Presence inside wagons, on wagon steps, or on braking area during shunting operations is
prohibited (except for shunting crew staff).

5.6 In the operating area of quay and yard cranes

5.6.1

5.6.2

5.6.3

In the working area of cranes on berths, it is forbidden to be in the danger zone of cranes,
i.e. in the area around an operating mechanism — the maximum reach of the crane boom
plus 10 m.

Employees who, due to operational needs, are in the crane work zone (signalmen, slingers)
are prohibited from:

standing underneath the cargo;

walking on crane tracks;

sitting or moving on the crane trolley.

When crossing crane tracks, Employees must take precautions: ensure the crane is not
moving and observe sound signals — crane operators give signals before and during
movement.
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5.6.4 When driving, stopping and parking a car or another vehicle or loader near crane tracks or
in movement zones of cranes and loaders, care must be taken that it is not closer than one
meter to the protruding parts of the crane or in the area between the berth edge and the
seaside rail of the crane track.

5.7 While on storage sites, care must be taken to stay out of the turning radius of the vehicle
(wheeled vehicle).

5.8 Passing stacks of goods is permitted only if the distance between the stacks (or between the
stack and wall or some structure, object, etc.) is at least one meter wide and the position of the
goods is permanently secure.

5.9 Maximum permitted driving speed at Muuga Harbour:
- on port roads 30 km/h;
- on the territory of HHLA TK 25 km/h or as indicated by traffic signs.

5.10 To ensure safety on the territory of HHLA TK, it is forbidden to:
- be in areas with limited visibility or darkness;
- be in areas restricted by an equipment safety barrier or by boundary bars, as well as other
specially designated restricted areas;
- Engage in unrelated activities during work and/or distract other workers;
- be present and work under the influence of alcohol, toxic or narcotic substances;
- smoke outside designated smoking areas;
- rest near moving mechanisms, equipment, vehicles, and mobile machinery.

6.1 Work accident

6.1.1 If an Employee witnesses an accident, work must be stopped immediately, and measures
must be taken to provide first aid to the injured person;

- try to determine the condition of the injured person;

- in the event of a serious accident at work, immediately call the emergency number 112,
where operational guidance will be given if needed before the arrival of an ambulance;

- provide assistance to the injured person using available means and resources;

- if necessary, turn off dangerous equipment, switch off electricity, etc.

6.1.2 It is important to act calmly and thoughtfully. If the Employee lacks the knowledge and
skills to provide first aid, they must wait until a trained person or ambulance arrives. NB!
Incorrect first aid measures may further aggravate the condition of the injured person.

6.1.3 The accident site and everything related to the accident must be preserved unchanged,
unless this poses a danger to life or health, could cause a chain accident, or prevent
provision of first aid to the injured person.
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6.1.4 The terminal shift manager must be informed of the incident as soon as possible, and a list
of all participants and witnesses of the accident must be prepared.

6.1.5 Employees are obligated to notify their foreman of their accident as soon as their state of
health and circumstances allow, even if the consequences of the accident are insignificant
or seem so to the Employee or no immediate incapacity for work has occurred.

6.2 In case of fire
6.2.1 An Employee who discovers a fire must:
6.2.1.1 immediately call the emergency number 112, providing:
- The location of the fire;
- What is burning;
- Their name and phone number;
- Answers to operator’s questions.
6.2.1.2 notify the terminal shift manager and management of the company of the fire as soon as
possible;
6.2.1.3 warn people at risk;
6.2.1.4 close windows and doors and switch off ventilation to prevent fire spread;
6.2.1.5 if possible and without endangering themselves, start extinguishing the fire using all
available firefighting and rescue equipment;
6.2.1.6 upon the arrival of the fire fighting and rescue team, inform the team leader about:
- thelocation and extent of the fire;
- potential danger to people;
- other risks that may be accompanied by fire (risk of explosion, hazardous chemicals, etc.).

6.2.2 The responsible persons appointed by HHLA TK are obligated to organise the rapid
evacuation of people from the a danger zone.

6.3 Serious and imminent risk of accident

6.3.1 The shift manager of HHLA TK must immediately inform all Employees present or
potentially exposed to danger about the hazard and the measures taken.

6.3.2 In the case of a serious emergency threat, Employees must, according to their knowledge
and available technical means, take measures to prevent possible consequences, even if
they cannot immediately contact their direct supervisor.

6.3.3 In case of serious and unavoidable danger, Employees must promptly and safely leave
the workplace.

6.3.4 Employees who independently leave the workplace or danger zone due to serious and
unavoidable danger will not be disadvantaged for doing so.

6.3.5 In any hazardous situation, actions must be taken in accordance with the instructions of
the HHLA TK shift manager.
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7.1 The following requirements must be complied with on the territory of HHLA TK to create and
maintain a safe working environment:

7.1.1 Inspection of all equipment and components to detect oil leaks in a timely manner.

7.1.2  Regular cleaning of the territory from spilled petroleum products.

7.1.3  Collection of oily cleaning cloths in special containers and their subsequent disposal in
accordance with applicable sanitary regulations.

7.1.4 Disposal of garbage, household, or industrial waste into the sea or otherwise polluting
seawater is prohibited. Waste shall be placed in designated collection containers in accordance
with the HHLA TK Terminal Waste Management Plan.

8.1 Failure to comply with the provisions of these Instructions entails liability for one’s actions in
accordance with the legislation of the Republic of Estonia.

HHLA TK terminal shift manager (+372) 504 2279

Emergency phone number (ambulance, rescue, police) 112
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Appendix No. 1
DRIVER GUIDELINES

1. Upon arrival at HHLA TK Estonia territory, the truck driver is obliged to:

- wear high-visibility safety clothing — a reflective vest or jacket;

- clean the vehicle’s registration plate and container number to ensure easy identification;

- enter HHLA TK territory strictly according to the traffic scheme designated for vehicles,
following all traffic signs (including temporary ones) and posted instructions. Information
on the traffic scheme, driving route, and location of facilities can be obtained from HHLA
TK Customer Service (tel. (+372) 600 6161);

- be aware that autonomous and remotely controlled trucks (with or without a driver in the
cabin) operate on the territory. Maintain a safe lateral distance (5 meters) and longitudinal
distance (20 meters) and follow all safety instructions provided for familiarization.

2. Rules for being on the territory of HHLA TK Estonia AS

2.1 Particular care must be taken in the truck handling area when maneuvering to the loading
area.

2.2 Driving on crane tracks or railways is prohibited, the vehicle cab or another vehicle part
must not be on a railway or within the reach of protruding parts of cranes during loading.
In case of problems, request the assistance of a signalman and notify crane operators on
the crane.

2.3 The driver must observe the loading operation but may not physically participate in
loading. In case of issues, the driver must contact HHLA TK staff using the phone numbers
listed at the end of these guidelines.

2.4 Following the receipt of the container or cargo and preparing the documents, the truck must
immediately leave the loading site and head to the terminal exit.

3. Container terminal:

3.1 The container trailer must be ready for handling upon arrival at the loading site. In the
winter, the trailer and trailer locks must be free of ice and snow before the container or
cargo is loaded onto the container trailer.

3.2 The truck’s container trailer must be configured for the type of container to be loaded (20°,
30°, 40° or 45°).

3.3 When loading a container onto a container trailer with coverings, the driver’s side
coverings must be open before loading begins. During loading or unloading of a container
or cargo, the truck engine must be switched off.

3.4 During container loading or unloading in the terminal, the driver must stand, wearing a
reflective safety vest, near the front right wheel of the truck so that the operator can see
him and, if necessary, transmit signals to the operator.

In the work zone of RTG cranes:

- when the truck is being loaded, the driver stands next to the truck at a distance of at
least 1 m from the truck and the loading site;

- the driver must be in the crane operator’s field of vision and outside the crane’s lifting
zone.

10
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3.5 The driver must verify that the container type, number, and seal number correspond with
the documents and that the container or cargo seals show no visible damage.

3.6 In case of any discrepancies, the driver must notify HHLA TK Customer Service (tel.
(+372) 600 6161) and assist in arranging an inspection of the non-compliance. Inspection
reports must be forwarded to the driver’s employer for possible claims.

4. General cargo terminal:

4.1 When positioning the vehicle at the loading/unloading point, the location shall be indicated
by the foreman or a person authorized by him (signalman). Drivers of vehicles longer than
12 meters must exercise particular caution.

4.2 During unloading, the driver must first remove the cargo securing devices, after which
unloading will begin. During loading, the driver may secure the cargo only after loading
operations are completed. The driver may not be present in the working zone during
loading or unloading operations.

5. While on the territory of HHLA TK, the truck driver is prohibited from:

- leaving the truck and moving on foot along quays, terminal warehouses, or container yards
without the permission of the foreman;

- relocating the truck while waiting for loading or unloading without the permission of the
foreman;

- using a mobile phone during container or cargo loading/unloading;

- carrying out truck repairs, including the use of open flames, gas burners, or similar tools;

- taking photographs or making video recordings.

6. Acting in an emergency situation

6.1 If the truck driver witnesses or is involved in an accident, fire or other emergency, he
must:

- immediately notify the shift manager using the phone number listed below and report to
the nearest HHLA TK employee. The accident site must be preserved unchanged;

- call the emergency number 112 and report what happened and where the incident took
place;

- act according to the instructions of the Rescue staff upon their arrival.

7. Emergency Contact Numbers

HHLA TK Customer Service (+372) 600 6161
HHLA TK shift manager (+372) 504 2279
HHLA TK General Cargo Terminal foreman (+372) 507 8583
Emergency phone number (ambulance, rescue, police) 112
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