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1. Determining the follow-up action as a result of an incident 
 
Potential incidents of failure to comply with the regulations have been divided into categories. 
Chapter 5 shows a non-exhaustive table with examples + associated indication of the follow-up 
action. 
The definitive follow-up action is determined with the aid of a FLOW CHART. 
The assessment of the SEVERITYof the incident and the SITUATION with regard to the 
incident plays a critical role here. This assessment results in the follow-up action determined. 
There is therefore no fixed sequence, for example first I, then II and finally III. 
The follow-up action is determined at management team level (MT level). 
The key components are given in the overviews/flow charts below. 

 

 

Integrity of 

employee

Specific

risks

Instructions

Safety 

measures

Traffic

III Specific sanction

II Warning letter

I Conscious 

improvement

P Positive approach

report incident

Category of incident Follow-up action

Assessment of

severity +

situation

Classification of incidents and follow-up actions 

Flow chart



 

3 

 

Malicious

action ?
Rule(s) in place ? Could it also

happen to

“others” ?

History of

violating 

rules ?

Indadequate 

training, selection,

experience ?

Reprehensible

behavior

Rule(s) known ?

Carelessness

No blame

Regarding the 

mistake 

Disciplinary measure according to the 

CLA Denail of Access to site (company)

FLOW CHART

Warning letter

Awareness improvement

III

II

I

Assessing the severity + situation

Rule(s) clear ?

Conscious 

violation ?

Action by management to

fix the underlying causes

yes

yes

yes

yes

yes

yes

yesno no

no

no

no

no

no

no

Social norm 

violation ?

no

yes

yes

Assessing the severity + situation

Severity:

• Minor or major consequence

• Possible adverse effects for the person concerned and for others

• Limited or extensive risk

• Minor or major damage

• ………..

Situation:

• Unclear/clear instruction

• Positive/negative SHE attitude

• Special circumstances, including those of a personal nature

• Type of position (managerial or non-managerial)

• Repetition (one or more previous violations) *

• ……………….

Definitive determination follow-up action             ,         or

* The follow-up action is increased (where possible to the category above) 

in the case of repetition within 6 months of a traffic breach and in the case of 

repeated violation with regard to alcohol and drugs.

I II III
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2. Dealing with the incident 
 

Classificatio
n 

Follow-up action Dealing with the site user 
employee 

Dealing with the company 
employee 

I Awareness 
improvement 

Employee spoken to by 
his/her hierarchical 
manager (MT member) 

Employee spoken to by MT 
member site user 

II Warning letter Hierarchical manager 
(MT member) to draft, 
discuss and record the 
written warning 

MT member site user to draft, 
discuss and record the 
written warning 

III Specific 
sanction 

To be dealt with by the 
person responsible within 
the site user in 
accordance with 
disciplinary measures as 
set out in the CLA of the 
site user in question 

Initiated by the Area 
Manager, a denial of access 
to the site or driving ban is 
imposed by way of a letter to 
Security - Park Services, 
signed by: 
OBL:  Area Manager 
IBL:  Area Manager + 
 Owner or sponsor 
 Security Oper. Brd 

 
 

The owner / sponsor Security Operational Board monitors the fairness and consistency of 
sanctions imposed (III) with regard to company employees and site user employees (unless 
responsibility for the monitoring of fairness and consistency is regulated differently for the site 
user). 

 
In the event of an IBL/OBL incident involving an employee from another site user or service 
organization, the IBL/OBL Area Manager shall report the incident to this employee’s relevant 
hierarchical manager. 
In the event of an OBL incident involving a company employee, this will be handled by the OBL 
Area Manager irrespective of whether another client is involved. 

 
Where an employee of a site user is given a warning letter (II) or a sanction (III) is imposed, the 
HRM manager concerned will also be involved in connection with personnel-related 
consequences (including conformity with the CLA). 
In the event of a company employee being denied access to the site, the management of the 
company shall decide on the internal measures to be taken. The site user has no further part to 
play here. 
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3. Appeal 
 
With regard to employees of site users, this will be handled in accordance with the regulations 
in the CLA and any internal regulations of the site user in question. 
The management of companies can send a written appeal against a sanction imposed to the 
Security Operational Board of the owner. In such a case, the Security Operational Board of the 
owner + sponsor shall evaluate the complaint jointly. They will listen to the Area Manager and 
company employee involved. They will decide firstly on the basis of the arguments presented 
and secondly on the basis of the facts + circumstances whether the sanction imposed by the 
Area Manager involved should be revised. 
 
 
4. Evaluations 
 
Given the nature of the subject matter, it will not be possible to have a made-to-measure 
instruction for all conceivable incidents and situations in advance. 
It is therefore important to evaluate the regulations in the compliance policy on an annual basis 
and to revise these where necessary. 
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5. Indicative follow-up actions 
 
 
N.B: This relates to indications which can be deviated from in specific situations on the basis of 

the assessment of SEVERITY and SITUATION!! 
 
 
 
P : Positive approach to reporting incident 
I : Awareness improvement 
II : Warning letter (recorded)  
  Site User employee Company employee 

III : Specific sanction 
  (examples) 

- > Driving ban ≥ 1 month 
- > Suspension in accordance with 
CLA 
- > Dismissal from position in 

accordance with CLA 
(temporary/permanent) 

Driving ban ≥ 1 month 
Site ban ≥ 1 month 
Permanent site ban 

 
 
 

Examples Indication  
 

P I or II III 

Integrity of employee (character, attitude, conduct)    

 Burglary   x 

 Theft   x 

 Vandalism/sabotage   x 

 Impolite behavior  x  

 Sexual harassment   x 

 Violence abuse   x 

 Improper use of company pass   x 

 Improper use of parking pass   x 

 Knowingly failing to stop after a collision   x 

 Misuse of IT equipment   x 

 Evading the sanction   x 

Specific risks    

 Smoking in areas where this is prohibited   x 

 Open fire where this is prohibited   x 

 Use and possession of alcohol and drugs   x 

 Driving while under the influence of alcohol and drugs   x 

 Incident at height with (potentially) major consequential damage 
(height restrictors, pipe bridges, etc.) 

  
 

x 
 

 Emergency stop of locomotive   x 

 Ignoring safety screens in the event of an alarm   x 

 Endangering oneself  x  

 Endangering others  x  

 Failure to comply with important ADR requirements 
(document fraud, exceeding inspection deadlines, uninspected 
tanks, state of maintenance with acute danger, including when 
transporting hazardous substances) 

  x 

 
 
 



 

7 

 

 

Examples Indication  
 

P I or II III 

Instructions    

 Not act in accordance with critical work instructions   x 

 Working without the necessary work permit   x 

 Failure to comply with the work permit   x 

 Bypassing security without complying with procedures   x 

 Cell phones within the plant  x  

 Failure to report an incident  x  

 Failure to sign in/out  x  

 Loss of product during loading/unloading  x  

 Unsafe actions  x  

 Removal of goods without a removal permit  
(carelessness, non-intentional theft) 

 x  
 

Safety work equipment    

 Failure to comply with obligation to wear standard PPE  x  

 Failure to use specific PPE  x  

 Use of unsafe tools/work equipment  x  

 Exceeding inspection deadlines  x  

 Insufficient order/tidiness  x  

Traffic    

 Driving under the influence   x 

 Exceeding the speed limit *    

o By up to and including 5 km/h  I  

o By between 6 and 25 km/h inclusive  II  

o By more than 25 km/h   x 

 Damaging property by crashing into it x   

 Pollution of infrastructure through grit, oil, sand etc. x   

 Damage to height restrictors by vertical railings of silo/tankers, etc. 
(potentially no consequential damage; low-threshold still to be 
reported) 

x   

 Failing to use hands-free kit when making a phone call  x  

 Failing to wear a seatbelt  x  

 Failing to maintain the vehicle correctly  x  

 Incorrect loading or overloading of vehicles  x  

 Incorrect parking  x  

 Blocking entrances, hydrants  x  

 Driving in the wrong direction  x  

 Tailgating (barriers)  x  

 Failing to comply with ADR requirements 
(with the exception of important aspects; see Specific risks) 

 x 
 

 

 Irresponsible traffic behavior  x  

* If Park Services verifies that the maximum permitted speed limit has been exceeded by > 5 
km/h (in a 40 km/h limit) and by > 9 km/h (in a 20 km/h limit), parking passes in the name of the 
employee will be withdrawn immediately by Park Services and will then be sent to the line 
manager of the offender with an accompanying letter which states the observed breach of the 
maximum speed and the associated follow-up action in accordance with the compliance policy 
regulations. 
The line manager shall determine the follow-up action to be taken and then send this back to 
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Park Services. 


