






Coles Group Contractor General Safety Induction Information Pack April 2007 4 

 

 

Here, you will need to complete the following fields to register for the 
Induction: 

��  your given (first) name 

��  your family name (surname) 

��  the state of Australia you work in – if you work in many states where 
do you primarily spend most of your work time 

��  your company (the company that employees you -may be your own 
company)  

��  the head contractor company ( the company that is contracted directly 
to Coles Group) 

��  Contractor type – select from the types listed under drop down menu. 
If you are not sure what type of contractor type you are, click on the 
red ‘click here’ link located immediately under the ‘Select and contract 
type’ drop down menu. 

step 3 

 

 

 

 

 

 

 

 

 

 

 

 

Once you click on the ‘register’ button you will then be asked to: 

��  Change details (if any of the details do not appear to be correct) 

OR 

��  Confirm details (if all details are correct and you wish to start the 
course) 

The ‘Change Details’ button will take you back to the registration page 
where you can alter any of your registration details. Click ‘register’ button 
again to return to the above page. 

step 4 

Confirm Details will take you to the ‘Thank you for your registration’ page 
where you will be asked to ‘click here’ to commence the course. 

NOTE: If you do not have macromedia flash you will not be able to view 
the course when you click on the link. Please refer to the previous 
instructions regarding PC requirements for possible solutions. 
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Navigating the Course 
 

 

Close Window  box
 
Clicking on this button with your 
mouse will immediately close all 
browser windows without any 
warning or opportunity to undo. 
 
This will mean having to start the 
Induction from the beginning. So 
don’t click it if you don’t mean it! 

The HOME Tab 
Clicking on this button with 
your mouse will return you 
directly to the first page of 
the Induction Course. 

The EXIT Tab 
Clicking on this button with your mouse will 
close the browser window.  Only click this 
tab after you have completed the 
assessment and are ready to print your 
induction card or you will need to re-
register again to complete the course.   

“Next/Back Page” 
Button 
Clicking on these buttons 
will allow you to move 
back and forward through 
the course, one page at a 
time.   
 

Course Progress Indicator 
Between the Back & Next buttons there are a 
number of circles. These represent the number 
of pages in this module. As you read each page 
the circles will turn from solid to empty. 
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Navigating the Course (cont)

Title of the Page  
Indicates the topic to 
be covered on this 
page 

Instructions (in Bold 
Italics)  

Advises how to interact  
with content on this 
page 

Index to Induction 
Course 

Each of the Section Headings 
of the Induction is listed here.  
 
The heading with a light blue 
highlighted background is the 
section you are currently 
within.  
 
Once you have completed a 
section its text stands out & a 
tick appears next to it to the 
left.  
 
Once you have completed a 
section or several of them, 
you can return to the start of 
any section by clicking on the 
section heading in this Index. 

“Further Information” 
Box 
 
Where a Further 
Information box is 
displayed on the page, the 
text displayed in the box 
relates to the most recent 
Links you have clicked on, 
on that page 
 

Illustrative Content 
A diagram or picture, which carries 
some of the information on this 
topic.  
 
It can contain Links , which reveal 
extra information when clicked on. 
When pointing at the Link using 
the mouse. When you are over a 
Link the Arrow on-screen changes 
to a Pointing finger.  
Then just click! 

A “Visited” Link 
Any of the Links to additional Induction content that have 
been clicked on, change colour to Red to show which links 
you have already been to. 
Where a Further Information box is displayed on the page, 
the text displayed in the box relates to the most recently 
“visited” link.  
 
You can click on any of the Links as many times as you 
wish before leaving the page. Once visited, they remain 
Red for the remainder of your Induction session. 
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Assessment 

Assessment is a simple and brief review of the course content: 

��  You will be asked to answer a selection of 20 multiple choice 
questions 

��  At the end of the each assessment question you will be asked to 
click a button on the screen to submit your answer 

��  Once you have completed all 20 questions you will need to click the 
button on the screen finish the quiz. 

��  You will then be given the option to review your answers or submit 
the assessment. 

��  If you change any of your answers you will need to click submit 
your answers  again to save your new response. 

��  Once you have submitted your answers you will receive feedback 
on how well you have done and have the opportunity to review your 
answers. 

��  You have 2 opportunities to complete the Induction Assessment. 
Once you enter the assessment this will count as your first attempt. 
You will need to pass each learning objective to pass the entire 
course.  

��  If you are unsuccessful after your second attempt at the assessment 
you will be required to exit the course and re-register. 

��  It is essential that if you have failed the assessment twice when you 
return to re-commence the course that you ‘create a new 
registration’ and re-register even though your details will be correct. 

��  You will then be able to complete the course again before 
reattempting the assessment. 
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Logging off 

Successful Completion of the Assessment 

��  Once you have successfully completed the General Safety Induction – 
you will be able to print your Induction Card by clicking on exit  in the 
top right hand corner of the page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

��  Once you have successfully completed the course click on EXIT. This 
will then display a warning/instructions as indicated in the blue box on 
the above screen. 

��  This blue box is confirming that you want to exit the course. If you 
want to exit the course because you have completed the course and 
want to print your card click ‘Yes’. This will then take you to the 
congratulations page, which will display your induction number and 
instructions on how to print your card. 

(if you have not completed/passed the course and do not want to exit, click 
‘No’). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

��  From the Congratulations page you will be required to click on Step 2 
“To view and then print your Induction Card “CLICK HERE”. Your 
induction card will then be displayed. 
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��  Click on the print the induction card button to print your 
induction cards. If this button is not present for any reason 
they should go to the tool bar select file and then print to print 
your card. If you are having any difficulties printing the card 
take down the induction number and attempt to reprint the 
card later. 

��  Once you have printed the induction card you will be able to 
exit the course by closing the windows of the browser or 
return to the website by clicking on the link on the induction 
card page ‘Click Here to return to the contractor website’. 

��  If when attempting to print the induction card you receive a 
message that indicates they are unable to print the proof of 
induction card you should record their induction number from 
the congratulations page, return to the beginning of the 
induction and select the reprint option.   

 

Unsuccessful Completion of the Assessment (after 2 attempts) 

��  They will be informed that they cannot attempt the assessment 
again and that they will need to leave the course completely. 

��  They will then need to click ‘exit’ and leave the course  

��  Click on the online contractor induction box 

��  They will need to click on create a new registration (even if your 
details are correct) re-enter the registration details and attempt the 
course again at anytime  

��  Each time they re-enter the course they will be required to re-
register the details again. 
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Printing and Re-printing the Induction 

Card 

On successful completion of the assessment you will be able to print your 
own General Safety Induction Card.  

��  You will be able to print two cards on the one page from your printer. 
It will also highlight your own personalised induction number. 

��  When printing the card consider the durability of the card and if 
possible use thicker more paper/card in your printer. 

��  You may also want to consider laminating the card or placing it in a 
plastic sleeve to increase the longevity of your card. 

��  The card once folded is credit card size so it will be able to fit in your 
purse or wallet 

��  It is recommended that you use one card and keep the other in a 
secure place.  

��  You should also record your induction number in a safe place. If for 
any reason you misplace your card or it is damaged or illegible you 
can reprint your personalised card. 

��  To reprint your card you will need to click on the General Safety 
Induction link and instead of registering for the course you must 
click reprint option. 

��  To reprint the card you will require your personalised induction 
number and your full name.  

��  This facility is available as many times as required. 

��  Be careful with your card and carry it on you at all times. You must 
have the Coles Group General Safety Induction Card to work on any 
Coles Group site.  

 

Re-registering or New Registrations 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

��  If you need to recommence the course – after unsuccessfully 
completing the assessment for the second time or if a new person 
wants to undertake the course and they have not shut down the 
website the following page will appear when they click ‘register’ on 
the home page.  

��  This will indicate who is currently registered and ask if they want to 
change the registration details. If the details displayed are not yours 
or if you are attempting the induction for the second time click on 
‘Create New Registration’. 
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��  If you click on ‘create new registration’ a further warning and 
instructions will be displayed. The warning informs you that if you 
click ‘ok’ the current registration details will be lost and you will be 
required to re-register all details in the registration screen. 

��   
Clicking ‘ok’ indicates that you would like to change registration 
details. This will take you to the registration screen and you will 
need to input your details. 

��  If you click ‘cancel’ you will be taken to the thank you for your 
registration screen and instructed to commence the course as the 
currently registered person. 

Contractor Safety Induction Helpline 

You may need help navigating through or completing the course 

If so you can: 

��  Ask your employer or work colleague for advice 

��  Contact the Contractor Safety Induction helpline on 1300 663 896  

��  this number will operate between 8am and 10 pm Eastern Standard 
Time, 7 days a week 

You may need help with course content or assessment 

��  As your employer or work colleague for advice. 

 

All the information they need to answer the assessment is contained within 
the content of the course. 

 

Contractor Safety Induction Helpline 

1300 663 896 
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Are you ready to start your Online 

Induction? 

You will need to allocate approximately 1 hour to complete the course. If 
you go out of the course you will have to recommence it from the 
beginning. SO do not start the course until you are able to allocate this 
time. 

If you can you also answer ‘YES’ to these questions, you are ready to get 
started with your Induction: 

 

��  have you read and printed this Information pack? 

��  does your PC meet the minimum recommendations? 

��  do you have all the registration details available? 

��  do you have a printer and appropriate paper to print your Induction 
Card when you successfully complete the Induction? 

��  have you recorded the Contractor Safety Induction Helpline Number? 
 

Congratulations, you are ready to begin! 

 


