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Definitions and Abbreviations 
 

 
A1 Social Security Document = Document certifying that a person working temporarily in the 

Netherlands remains covered by their home country’s social 
security system 

DCC = Document Control Center 
DVI = Digital Visual Interface 
HDMI = High Definition Multimedia Interface 
LAN = Local Area Network 
ISPS = International Ship and Port Facility Security Code 
ID = Identity Card  
Inspections = Is referring to both QC and SHE related inspection activities 
ITP = Inspection and Test Plan 
QA = Quality Assurance 
QC = Quality Control 
PPE =  Personal Protective Equipment 
SCC = Safety, Health, Environment Checklist Contractors 
SHE = Safety, Health, Environment 
USB = Universal Serial Bus 
VCA = Veiligheid, Gezondheid en Milieu Checklist Aannemers 
WFO = Witness First Of 
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1. Purpose and Scope 
 

 
1.1 Purpose 
The purpose of this Code of Conduct is to define clearly Sif’s requirements for appropriate workplace conduct for 
Client Representatives and third parties employed by Clients (hereafter: Client Representatives) visiting projects 
and/or performing tasks at any of its locations. Compliance and understanding of Sif’s procedures and work 
routines is essential to ensure safety and proper coordination.  Agreement is required to help guarantee the highest 
levels of safety, professional cooperation and communication without incidents, disturbance or interference in 
planning of activities or ongoing works at Sif’s facilities.   
 
 

1.2 Scope 
This document outlines the code of conduct for long-term project related activities at Sif’s sites performed by 
Client Representatives. Suppliers are required to agree to a separate code of conduct. 
 
The requirements for agreement listed in this document are to be read and understood together with the 
information listed below, included as hyperlinks. In case more information is required, the Project Manager can be 
contacted.  

• Visitor Information;  
• Media & Publishing Policy. 

 
 
 
  

https://sif-group.com/contact/visitor-information
https://sif-group.com/contact/media-publishing-policy
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2. Sif Facilities 
 

 
The main Sif premises are listed below (maps included in Appendix 2). The Code of Conduct is applicable at these 
main Sif premises, and any other locations Sif hires to facilitate its project activities. 
 
 
2.1 Sif Roermond Facility (Main Office) 
Mijnheerkensweg 33/36, Roermond, The Netherlands, Tel: +31 475 385777 

• Main reception in office building 4; 
• Offices with designated parking spaces; 
• Production halls with harbors; 
• Warehouse and storage area. 

 
 
2.2 Sif Maasvlakte II Facility: ISPS location – Harbour no. 8322 
Pieter van Vollenhovenweg 101, Maasvlakte Rotterdam, The Netherlands, Tel: +31 10 3022700 

• Security terminal for access to site (registration is mandatory and must be completed at least 24 hours in 
advance, using the Access Form in the Visitor Information); 

• Offices with designated parking spaces; 
• Production and coating halls with harbours; 
• Warehouse and storage area; 
• Quayside for vessels and barges; 

 
  

https://sif-group.com/contact/visitor-information
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3. Access to Sif Facilities 
 

 
Access to Sif facilities, not including Client offices, is only allowed under supervision of an assigned Sif 
representative. The assigned Project Manager / Assistant Project Manager will always act as the primary Sif 
representative but may appoint a delegate specific to the Works being performed.  Contact details of the delegate 
will be shared via the Project Manager/Assistant Project Manager with Client Representatives.   
 
 

3.1 Access Hours (Monday to Friday) 

• Offices (not including Client offices): 09:00 – 16:00; 
• Site access (unless agreed otherwise): 07:30 – 16:30; 
• Quayside and harbours: Access to the quayside and harbours is only granted when project specific Works 

are being performed. 
 
 
3.2 Client Office Facilities 
Multiple Client Representatives for different projects can be present at the same time. The assigned offices for 
Client Representatives are made available for specific projects. Facilities for private use are restricted to the 
assigned project office and include: 

• A minimum of 8 square meters of working space per person in offices with windows and blinds. All offices 
can be locked; 

• 1 desk per person with dimensions of 160x80 cm, which is adjustable in height; 
• 1 desk chair per person with arm rest, which is adjustable in height; 
• 2 guest chairs; 
• 1 whiteboard with dimensions of 1,5 square meters, including whiteboard markers and whiteboard eraser; 
• 1 cupboard which can be locked; 
• 1 laptop docking station per person; 
• 2 23-inch monitors or 1 widescreen monitor per person, which have a minimum resolution of 1920x1080. 

Adapters for DVI, HDMI and DisplayPort are included; 
• 3 computer accessories per person: 1 computer mouse with USB interface, 1 UK QWERTY keyboard with 

USB interface, 1 HD USB Camera with USB interface; 
• 1 multifunctional laser printer that supports color printing, copying and printing on A3 and A4 paper 

dimensions (in case of shared general spaces in office buildings, 1 printer is provided); 
• Wireless LAN; 
• A small pantry with 1 refrigerator and coffee and tea facilities. 
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General facilities related to Client offices: 

• Client offices are available to access 24 hours a day for Client representatives; 
• Client representatives have access to the facility canteens, medical services and first aid services; 
• Client offices are cleaned 1x per week; 
• Client offices can use general mail services, including the facilitation of Clients’ internal mail exchange; 
• Shared parking spaces are available to Client representatives; 
• Men’s and women’s restrooms are available within 100 meters of the Client offices; 
• Meeting rooms are available through reservation at the front desk. 

 
 

3.3 Requirements to be completed 3 months before the Works 
The following information must be submitted to Sif – via the assigned Project Manager / Assistant Project Manager, 
a minimum of 3 months prior to first visit. Failure to do so could result in access being denied: 

• Number of Client Representatives to be housed, and planned period of stay; 
• Overview of Client Representatives names and company; 
• Contact details (phone number, email, function, planned / assigned tasks and role within company); 
• Relevant qualifications/certificates, related to activities performed; 
• VCA/SCC certification, or equivalent (equivalent certifications are to be assessed and approved by Sif’s 

SHE department); 
 
 

3.4 Requirements to be completed before the first day of Works 
The following information must be submitted to Sif – via the assigned Project Manager / Assistant Project Manager a 
minimum of 3 business days prior to first visit. Failure to do so could result in access being denied: 

• A1 Social Security Certificate (required only for Client Representatives who do not reside in The 
Netherlands);  

• Confirmation of acknowledgement of the Sif rules and regulations listed in this document and 
attachments; 

• Registration of first visit to Maasvlakte II, using the Access Form in the Visitor Information; 
• Completion of the Safety Instruction Video; 

Note: as a result of this video, a safety certificate will be issued. Client Representatives must be able to 
show this safety certificate upon request. 

• Advise Sif Project Manager / Assistant Project Manager of expected arrival time. 
  

https://sif-group.com/contact/visitor-information
https://projects.ivorystudio.net/embed/projects/8bb93934de9553dba80cfa09
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3.5 Requirements to complete on the first day of Works 
The following activities must be performed on the first day of Works: 

• Report to the appropriate entrance point: 
Note: please have proper Identification with a valid ID or passport with you. 

o For Roermond location – Reception in Office Building 4; 
o For Maasvlakte II location – Security Terminal. 

• Attend and pass the Safety Induction Program, given by a SHE Officer. 
• Sif Project Management will arrange an entry badge, any necessary keys and these will be provided upon 

arrival. 
Note: Reproduction of keys is not allowed. Report loss of keys or badges immediately to Sif’s Project 
Management contact person. Entry badges must always be worn visibly, to show that access to the 
workshop is granted. 
 
Note for Roermond facilities: the entry badge obtained by Client Representatives gives 24 hours a day 
access to: production halls (turnstile gates) and office building 3 (canteen and restrooms). It also gives 
access to the offices in office building 2 on Monday to Friday, within time frames. Access to Sif facilities, 
not including Client offices, is only allowed under supervision of an assigned Sif representative. 
 
Note for Maasvlakte II facilities: the entry badge obtained by Client Representatives gives 24 hours a day 
access to: the admission gates, production halls and Client offices. Access to Sif facilities, not including 
Client offices, is only allowed under supervision of an assigned Sif representative; 
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4. Requirements on Production Sites 
 

 
4.1 Key Safety Rules 

• Follow all site regulations and always wear applicable PPE. Failure to follow safety rules will result in 
removal from site and may also have additional consequences; 

• Stop unsafe activities immediately and report them to your assigned Sif representative; 
• Report all incidents, accidents, and near misses to your assigned Sif contact person. 
• It is not permitted to possess, use, be under the influence of, trade, or encourage the use of alcohol, drugs, 

or uncontrolled medication on Sif’s premises or in our vehicles. Random alcohol and drugs tests are 
conducted, in which participation is mandatory. 

 
 
4.2 Rules for Inspection 

• Inspections, such as Hold Points, Witness Points and/or Witness First Of (WFO) Points, must be listed in 
and attended according to the accepted Inspection and Test Plan (ITP), and are announced by formal 
Inspection Notifications, according to contractual agreements; 

• Inspections and inspection times must be agreed with Sif’s applicable representatives and must be 
conducted by qualified Client Inspectors or Representatives; 
Note: Exact time agreements will be made between Sif representatives and Client Representatives to keep 
disturbance of production activities to a minimum during the planned inspection time frames. 

• Do not give instructions to employees or subcontractors unless there is a life-threatening situation; 
• Report any remarks immediately to the assigned Sif representative during the inspection; 
• Remarks and instructions to hold production or make changes must always be communicated through 

Project Management. 
 
 
4.3 Confidentiality Rules 

• Client Representatives may create functional footage (photographs and videos) of their own project only, 
under the following conditions: 
o Recordings must take place under supervision of the assigned Sif representative; 
o The footage can only be used after review and approval of the assigned Sif representative, in reports 

or documentation and may not be shared publicly; 
o It is strictly prohibited to photograph persons, equipment or other aspects 

• No information may be shared without written consent. This includes but is not limited to client 
representatives from other companies, suppliers or subcontractor representatives present at Sif facilities, 
via email, text messages, social media, other channels or through verbal communication. 

• For marketing-related photos, contact Sif’s Communications department. 
• When in doubt, ask the Project Manager / Assistant Project Manager. 
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4.4 Consequences of Breach 
Integrity, respect and fairness are fundamental values in Sif’s organization. In alignment with our commitment to 
integrity, respect, and fairness, any form of discriminating or harassing conduct — either physical or verbal — that 
is directed at an individual, is not tolerated. All business decisions must be based on legitimate, objective criteria 
and never on personal bias or prejudice. 
 
All parties involved shall exchange appropriate information professionally, clearly marking adjustments to issued 
information, ensuring changes are visible for the receiving party. 
Client representatives must comply with applicable laws and Sif’s site rules. 3 warnings are given for violations of 
the Code of Conduct: 

• First violation - A written warning will be given to the Client representatives by email, which will be shared 
with Project Management, Client Project Management and applicable Sif representatives and any other 
parties required by the relevant contract 

• Second violation – A formal written statement issued via registered letter will be sent to Client 
Representatives and Client Project Management. Client Project Management and Sif Project Management 
will discuss temporary access restrictions as appropriate to the violation. Additional communication and 
action may be carried out if required by the relevant contract. 

• Third violation – Immediate ban of Client Representative from site access.  Client Representative will be 
escorted off site and Client Project Management will be notified. Client Representative and Client Project 
Management will receive a formal written statement through a registered letter.  No readmittance to site 
will be allowed without agreement between Sif Project Management and Client Project Management, with 
possible additional escalation and agreement from board members depending on the severity of the 
violation. 

 
Safety violations as per the SHE rules and regulations may result in immediate removal and ban from site access. 
 
Harm to or theft of Sif property, rented materials or free issued materials will result in an immediate site access ban 
and legal prosecution. 
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Appendix 1: Declaration 
 

 
 
By signing below, I confirm that: 
 

• I have read, understood, and agreed to follow the Sif Code of Conduct for Client Representatives. 
 

• I understand that violating this policy may result in being removed from the premises and may lead to 
potential legal prosecution. 

 

• I will treat all information about Sif and its Clients as confidential, whether obtained directly or indirectly. 
 

• I will not share confidential information through email, social media, messaging apps, or verbally. 
 

• I understand that these confidentiality obligations remain in effect even after the termination or 
completion of my visit or contract. 

 

 

 

Client Representative Information 
 
Name: ................................................................................................................................................................. 
 
Client: ................................................................................................................................................................. 
 
Project: ................................................................................................................................................................ 
 
Sif Project No.: ..................................................................................................................................................... 
 
Start Date: ........................................................................................................................................................... 
 
End Date: ............................................................................................................................................................ 
 
 
Signatures 
 
Visitor Signature: .................................................................................................................................................. 
 
Sif Representative Signature: ................................................................................................................................ 
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Appendix 2: Overview of Sif Facilities 
 

 
Sif Roermond Facility (Main Office) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Illustration key 
Orange:  Production halls 1 to 12 
Blue:   Harbor 
Green: Office buildings 1, 2, 3, 4 and 5, each with parking spaces 

The reception is located in office building 4 (indicated with an arrow) 
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Sif Maasvlakte II Facility 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Illustration Key 

1. Security Terminal 
2. Sif General Offices 
3. Coating Offices 
4. Logistics & Client Offices 
5. Operations Offices 
6. Warehouse 
7. Harbor 
8. Assembly Hall 
9. Coating Hall 
10. Quay 
11. Gas Station 
12. RoRo Quay 
13. General Electric 


