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1. INTRODUCTION 
 
 
The DG INLO Brussels Buildings Management and Maintenance Unit 
(UGIMB) welcomes you to the European Parliament site in Brussels. 
 
Working on our site involves strict compliance with a number of rules: you 
must have all the information you need on these rules. 
 
This is why we have designed our staff handbook in a pocket format, which 
enables you to keep it with you at all times. 
 
Please read it carefully. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The site map is on page 24 
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2. SAFETY RULES 
 

General remarks 

You are in an environment that you do not know well.  
 
Take time to familiarise yourself with the space (building, floor, zone, 
emergency exits), to see the resources available to you in the event of a fire 
(internal telephones, alarm buttons, first-response resources such as 
extinguishers and hoses, evacuation plans) and to know how you might 
react.  
 
Ensure that European legislation is complied with, as well as the laws in 
force in Belgium such as the well-being law, the well-being code, the 
general regulations on protection at work (RGPT) and the general 
regulations on electrical installations (RGIE). Ensure that the European 
Parliament’s internal procedures are complied with.  

To avoid accidents at work, take time to think before acting, to analyse the 
risks before and during work. 
 
Inform your line manager of any dangerous situation. 
 
Comply with the safety signs.  
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If you discover a fire 

IMMEDIATELY CALL the emergency number: 

� from an internal telephone: ����   85112 

� from a mobile telephone: ���� 02 284 61 12 

explaining the seriousness and location of the fire
 
AND/OR PUSH a red alarm button. 
 
If you see a fire starting and you know the basic principles of using the 
extinguishers, try to extinguish it without taking any risks. 
 

In the event of a fire  

When the fire alarm sounds, immediately EVACUATE the building. 
Take only your personal belongings with you. 
Close the windows before leaving your premises and close the door behind 
you (but do not lock it). 
Follow the evacuation signs (green), which will lead you out of the building 
via the staircases and evacuation routes (do not run). 
If there is smoke, crouch down: fresher air will be closer to the floor. 
DO NOT USE THE LIFTS or other lifting devices. 
NEVER RETRACE YOUR STEPS, even if you have forgotten 
something. 
Follow the instructions given by security staff.  
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Evacuation signs 
 
 

      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Warning: the building’s fire 
alarm will be activated during 
a fire or if security staff deem it necessary 
to evacuate staff. This is the formal order to evacuate 
the building, not matter who its occupants may be. 
The fire alarm emits a continuous audible signal of 85 dB(A). 
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In the event of an incident or accident  

ALWAYS CALL the emergency number: 

� from an internal telephone: ���� 85112 

� from a mobile telephone: ���� 02 284 61 12 

explaining the seriousness and location of the accident.

 

o In the event of a serious work accident, a first-aid officer will be 
responsible for administering first aid.  Meanwhile, the 
emergency services will be alerted. The necessary measures 
will be taken to guide them to the accident site. 

o In the event of a minor work accident, 
the first-aid officer will take care of the 
victim and may send him/her either to 
a doctor or to hospital. 

o En Should you have any doubts about 
the victim’s condition (e.g. after a fall 
from a height and/or if there is a risk of 
spinal damage), do not move the 
victim but wait for the first-aid officer and the emergency 
services.  

 

Provide your safety coordinator with a detailed report of the accident 
investigation.

First aid 

The European Parliament has an internal first-aid 
department. Contractors may use this department if 
necessary. 
However, all contractors must at all times have a standard, 
full first-aid kit (RGPT) available to them in their work zone, 
which they will use as a priority. 
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For major risks   
 
  

� To the environment: refer to the EMAS prevention and 
emergency plan for the environment. 

 
� To people: 

 
 

      ALWAYS CALL the emergency number: 

� from an internal telephone: ���� 85112 

� from a mobile telephone: ���� 02 284 61 12 
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Wearing your badge 

Your badge enables us to identify you – it must be worn 
at all times in a visible position. Do not forget to return it 
when you leave the European Parliament. 
 

Work permits and authorisations 

 
A hot-work permit must be requested from the fire-safety department for all 
work on the entire European Parliament site using naked flames (soldering) 
or creating smoke or dust (cutting or grinding of metals, bricks or other 
materials) or paint fumes (see procedure on applications for hot-work 
permits by contractors working in Parliament buildings in Brussels).   
 
The hot-work permit form is also the ‘work authorisation’ in connection 
with fire safety for the work listed below:  
 

• work at height (obstruction of corridors, accessibility of 
evacuation routes, isolation of building areas, etc.), 

• work with dangerous products, 
• work involving solvent use (painting, flooring and wall 

cladding), 
• work in confined spaces. 

 
 Hot-work permits 
 
Each hot-work permit has a unique number and is made 
up of three different colour sheets; 
 

• the first sheet (white) is kept by Parliament; 

• the second sheet (yellow) is given to the applicant (person ordering 
the work); 

• the third sheet (green) is given to the company carrying out the 
work. On the reverse of this sheet are the safety instructions which 
must be followed. This sheet must be displayed in the immediate 
vicinity of your work zone. 
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Identification of work 
 

• the safety instructions on the reverse of the hot-work permit must 
be complied with. 

• the site must be put in order (emergency passages and resources 
etc. cleared). 

• dangerous or flammable products must be withdrawn. 
 
Instructions: to be followed in chronological order 
 
1. The contractor must go to the contractors’ entrance of the ASP 

building between 07:00 and 09:00 on working days to provide the 
required information to draw up a hot-work permit (as far as possible, 
24 hours in advance). Outside these hours (permits are available 24 
hours a day), the application must be made by telephone via the 
Security Control Centre on internal numbers 46240 or 46241.  A 
firefighter will then be sent to the site to finalise the application. 

 
2. During the work, the contractor must ensure that the precautions 

mentioned in the hot-work permits are complied with. 
3. After the work is completed, the contractor must carry out the 

measures mentioned in the hot-work permits.  
4. He must also inform the fire-safety department of the end of the 

work. 
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The hot-work permit is only valid 
for one day’s work! 

 
 
When you carry out works with a fire risk, ensure there is at least one 
extinguisher near your workplace. The number and type of extinguishers 
must be appropriate for the risks. 
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Tobacco, drugs and alcohol 

It is forbidden to smoke inside the buildings on the 
Brussels site.  
Smoking seriously damages your health. 
The consumption of alcohol and drugs is prohibited. 

Signage of work zone 

Before any work takes place, you must take the 
necessary measures to erect signs which indicate and set 
the boundaries of your work zone. Using signs, indicate 
the dangers and risks that may be encountered in your 
work zone. 
 
You will also need to specify a marked-out temporary 
storage area to store the equipment required for your 
activities during the assembly and dismantling phases.  Do not drag 
anything along the route from your unloading area to your temporary 
storage area. 
 
Do not block emergency exits, leave the corridors and evacuation routes 
free and never block the doors or fire curtains with equipment. 
 
During your activities on the European Parliament site, think of your safety 
and that of all staff members working there.   
When you leave the European Parliament, ensure you leave the work zone 
as clean as you found it. 

Asbestos 

All European Parliament buildings have an asbestos-free or asbestos-safe 
certificate.   
 
The asbestos-free certificate guarantees the absence of asbestos in the 
building. 
The European Parliament buildings with an asbestos-free certificate are: 
the Altiero Spinelli building (ASP), the old station building (BQL), the Willy 
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Brandt building (WIB), the Wayenberg building (WAY) and the Atrium 
(ATR).  
 
The asbestos-safe certificate states that a building has no ‘asbestos risk’ 
during its normal use, i.e. during its normal activities and routine 
maintenance. 
Some preventive measures are, however, necessary as part of specific 
works. An asbestos inventory is available for every asbestos-safe building 
in DG INLO UGIMB. 

Temporary work at height 

The use of scaffolding or mobile 
elevating work platforms for temporary 
work at height inside or outside European 
Parliament buildings requires the prior 
authorisation of DG INLO ICU (see 
procedure on temporary work at height on 
the Parliament site in Brussels).  
 
All scaffolding must be erected in 
compliance with European and Belgian 
legislation and must be inspected by a 
competent person before use. 

Mobile elevating work platforms 

For a mobile elevating platform to be used at the European Parliament it 
must be supplied with a commissioning certificate and a periodic inspection 
document. Users must be able to demonstrate their ability to drive this type 
of machine (certificate provided by their employer or a training body to 
prove they have taken a training course).  

Use of ladders 

The use of ladders ‘as a work centre at height’ must in principle be 
restricted for any work where the fall height is greater than 2 metres. Other, 
safer work equipment should be preferred, such as scaffolding (mobile of 
fixed) or mobile elevating work platforms. Ladders should only be used on 
stable, resistant bases of adequate dimensions. It is forbidden to use 
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ladders on a scaffolding platform or a mobile elevating work platform, 
a table, etc. 
 

Access to roofs and terraces 

Access to the roofs and terraces of the Brussels site involves some risk of 
a fall from a height. Therefore, access is prohibited to unauthorised 
persons.  Temporary work at height may only be carried out by contractors 
under contract to DG INLO UGIMB. 
Under bad weather conditions (ice, snow, wind, storm, sub-zero 
temperatures), access to the roof is restricted to staff who need to access 
technical zones that are inaccessible from the interior of the buildings. DG 
INLO UGIMB and the fire-safety department reserve the right to stop the 
works at any time because of the weather conditions. 
 

Use of anchoring systems (lifelines, anchor points) 

The European Parliament has installed anchoring systems on all its roofs 
and terraces. Incorrect use of these anchoring systems will produce a risk 
of accidents and is only authorised for contractors under contract to 
DG INLO UGIMB that have undergone internal training. 
 

Rope access and positioning techniques 

Rope access and positioning techniques may only be used under 
circumstances where, according to the risk assessment, the work in 
question may be carried out safely or where the use of other, safer work 
equipment is not justified. 
 

Use of devices for maintaining and cleaning façades and 
windows (cradles)  

It is prohibited to use roof cradles for any use other than maintaining and 
cleaning windows and façades. The maintenance and cleaning of windows 
and façades may only be carried out by contractors under contract to 
DG INLO UGIMB. 
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Works on the Esplanade de la Solidarité 

The Esplanade de la Solidarité is a large area above the railway tracks of 
the new Gare du Luxembourg.  It is located between the ASP, JAN, WIB, 
BQL, TRI and ATR buildings and has special features with regard to its 
access points and its use. If you are to work there, always check with your 
manager on the access and use arrangements for it (see procedure for 
access to and use of the Esplanade de la Solidarité in Brussels). 
 

Access to unloading bay P1 

Access to the unloading area in the P1 zone involves multiple risks owing to 
the simultaneous presence of several European Parliament contractors. 
This is why it is important to: 

• adhere to the internal traffic system and speed restrictions,  

• manoeuvre carefully and with awareness of the pedestrian 
walkways, 

• avoid leaving your motor idling,  

• use the pedestrian walkways, 

• be vigilant of other users’ manoeuvres (collisions and crashes),  

• be aware of the difference in height between the bays and the 
ground (fall from a height),  

• be tidy and clean up, since untidiness often leads to accidents,  

• not park under fire curtains. 
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To help you, ask your manager for the internal traffic plan.  
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Extinguishers, fire hoses and hose nozzles 

First-response equipment is available throughout the site. Extinguishers, 
hoses and hose nozzles may only be used by experienced staff for fire-
fighting purposes. 
 

  
 

Tidiness and cleanliness 

 
Ensure you tidy and clean up your work zone.  
 
Ensure you leave corridors and evacuation routes 

unobstructed. 
 

Good condition of equipment 

Check before starting work that your work tools and 
equipment are in good condition. 
Always use safety-compliant tools. 
 

Dangerous products 

 
It is prohibited to introduce and store dangerous 
products on the European Parliament site without 
the prior authorisation of DG INLO UGIMB and the 
fire-safety department. 
Ensure that no dangerous product or oil escapes into 
the soil, the drains or the atmosphere. 
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In the event of an accidental leak,  
IMMEDIATELY CALL the emergency number: 

� from an internal telephone: ���� 85112 

� from a mobile telephone: ���� 02 284 61 12 

Work on electrical installations 

No modification of electrical installations may be carried 
out without the prior approval of DG INLO UGIMB (see 
procedure for applications for shutdowns of technical 
installations and equipment which contribute to the safety of 
assets and people in the European Parliament buildings in 
Brussels). 
 
Before and after any work on an electrical installation in the European 
Parliament, please inform the DG INLO UGIMB Control Centre via the 
internal number 85600 in order to disconnect and isolate the installation on 
which you are working and to re-commission it after the work is done. 
 
Only one person, who is qualified and trained in the field, may install, repair 
and maintain the electrical installations. 
 
Any DIY work or improvisation may cause a serious accident. Always use 
electrical equipment and cables that are in good condition. 
 
 
Always comply with the 5 golden rules for safe work on an electrical 
installation: 
 

� Shut off the electricity supply 
� Lock the installation (padlock, warning panel) 
� Check that the current is off 
� Earth the installation 
� Place signs around your work zone. 
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Isolation 

Before and after any work on an electrical installation in the European 
Parliament, please inform the DG INLO UGIMB Control Centre via the 
internal number 85600 in order to disconnect and isolate the installation on 
which you are working and to re-commission it after the work is done (see 
procedure for applications for shutdowns of technical installations and 
equipment which contribute to the safety of assets and people in the 
European Parliament buildings in Brussels).  
 

 

 

Moving equipment and goods inside the European 
Parliament 

The movement of equipment and goods presents risks for you and for 
other users of the European Parliament.  
It is prohibited to use lifts or escalators intended for the transport of 
people to transport equipment or goods. Only use the service lifts. 
Comply with the specified loads permitted in these lifts.  
 
Before beginning to move equipment or goods, find the easiest route, 
taking into account the fact that as far as possible you should avoid very 
busy areas such as level 3 of the buildings.  
To handle the loads, assess the weight of the load you are going to 
transport, obtain assistance and use the appropriate handling equipment 
(mechanical aid). Adopt a good work posture. 
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Sorting of waste 

The European Parliament, which is EMAS certified, has 
introduced an internal waste-management policy that 
includes sorting. 
In order to ensure that this internal waste-management 
policy operates effectively, DG INLO UGIMB requests 
that all contractors dispose of their own waste. Under no 
circumstances should you use European Parliament 
containers for this purpose. 

Security measures – alert levels 

At the European Parliament there are several alert levels: white, yellow, 
orange and red. Each alert level involves the implementation of specific 
measures. Some of these measures are taken in public and will have direct 
impacts both on the European Parliament’s operations and on users of the 
buildings. 
The alert level is permanently indicated on a notice at the entrance to all 
buildings on the Brussels site.  

 
If there is an orange or red alert, all users of the buildings 
must be especially attentive to any communication or 
instruction sent out without warning and must comply with it 
immediately. Staff should be especially vigilant and any 
fault should be reported to the security department 
immediately.  

 
Listen carefully to any information communicated over loudspeakers. 

Evacuation exercises 

Evacuation exercises are organised regularly by the fire-safety department 
in all the buildings on the Brussels site. 
If you are in the area, take the evacuation exercise seriously, stay calm, 
benefit from the exercise by finding the best evacuation route from the 
premises and participate in the evacuation. Comply with the fire-safety 
department’s instructions. 
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What happens in the exercises?  
 

• The fire alarm sounds. 

• On hearing the alarm, fire-safety staff immediately go to the zone 
concerned. 

• Only the zones directly concerned will be evacuated. 

• Warning: do not be alarmed if: the emergency exit doors open and 
the protective doors close. 

• The smoke evacuation system starts.  
 
The evacuation exercise is conducted in the 
same way as a genuine evacuation. 

Health and safety plan 

For all works carried out on the Parliament site, DG INLO 
UGIMB requires a health and safety plan that clearly states 
the work plans and a description of the works to be carried 
out, an analysis of the risks to which workers will be exposed, 
the risks to which European Parliament staff will be exposed 
and the preventive means implemented to avoid them. 
Never start a job without consulting the plan: it sets out the 
risks of your activity throughout the works you are going to 
carry out in Parliament. It also sets out the preventive 
measures implemented by your company to eliminate these risks. 
 

Individual protective equipment 

Use individual protective equipment as preventive measures depending on 
the risks of your activity, such as wearing safety shoes while handling 
loads. 
Wear the mandatory individual protective equipment and always comply 
with the instructions and safety signs.   
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Rules on work carried out on buildings 

 
Some work on buildings, deteriorations or changes of any kind 
involve risks both for you and for users of the entire European 
Parliament site. 
 
It is important to know that some works are prohibited and reserved 
solely for DG INLO UGIMB contractors (see procedure for work on 
European Parliament buildings).  
 
 If you have to carry out work on: 

• false ceilings, 

• false floors, 

• walls and partitions, 

• façades, 
• roofs and terraces. 

 
Always check with your manager that the works you are to carry out 
yourself do not require prior work by a DG INLO UGIMB contractor. 

 

Storage of equipment and materials 

The equipment and materials used for the various building sites may never 
be stored in a zone not specified for that purpose. Waste materials must be 
removed regularly.  
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USEFUL NUMBERS:  
 

Emergency control room ���� 85112 

Security Control Centre ���� 44321  

 
 
 
DG INLO CONTACT: 
 

Buildings Help Desk ���� 85 600 
E-mail: bhd@europarl.europa.eu  
 
Telephone number when calling from an external or mobile 
phone: +32 (0) 228 44000 
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Site map 

 
 

‘Paul-Henri Spaak’ building (PHS-ABC) rue Wiertz  B-1000 BXL 
‘Altiero Spinelli’ building (ASP-DEFGH) rue Wiertz  60  B-1050 BXL 
‘Atrium I & II’ building (ATR-LK) rue d'Ardenne 2  B-1000 BXL 
‘Remard’ building (RMD-J)                         rue Belliard 89  B-1000 BXL 
‘Montoyer  63’ building (MON-S)                 rue Montoyer 63 B-1000 BXL 
‘Montoyer 70’ building (MTY-R)                rue Montoyer 70  B-1000 BXL 
‘Montoyer 75’ building (MOY-T)                   rue Montoyer 75  B-1050 BXL 
‘Eastman’ building (EAS-I)                           rue Belliard 135  B-1000 BXL 
‘Wiertz’ building (WIE-U)                            rue Wiertz 30-50  B-1050 BXL 
‘Wayenberg’ building (WAY-W)                 rue Wayenberg 9  B-1050 BXL 

‘Willy Brandt’ building (WIB-M)                  rue deTrèves 5 B-1050 BXL 
‘Jozsef Antall’ building (JAN-Q)                 rue de Trèves 1A B-1050 BXL 
‘BQL’ building (BQL-N) rue de Trèves 3  B-1050 BXL 
‘Trèves 1’ building (TRI-V) rue Belliard 73  B-1040 BXL 


