








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

»

4
4

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.
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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.



Navigating the Course

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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Close Window box

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.

The HOME Tab

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

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!
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Coles Group Institute

STAY ZUnNNECTED

Our Policy

The Coles Group Health, Safety & Injury Management Policy emphasises our commitment
towards safety.

Our commitment and encouragement of personal accountabilities is expressed in our Health,
Safety & Injury Managernent Palicy, We are fully committed to:

Ensuring the safety of our team members, custormers, contractors, wisitors & neighbours

+ Promoting the health and well-being of our team members

* Ensuring provision of early and appropriate injury managerment assistance to team m =
members with work-related injury, illness or disability

+ Continually improving perfarmance.

A complete copy of the Health, Safety & Injury Managerment Policy can be found on the
Contractor website,

Remember:

All accidents are preventable and effective safety is a shared responsibility.

Click Next to continue | 4 Back | |Hext b
S Local inkramet

“Next/Back Page”
Button

Clicking on these buttons
will allow you to move
back and forward through
the course, one page at a
time.



Navigating the Course (cont)

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.
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Title of the Page

Indicates the topic to
be covered on this

page
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Contractor General Safety Induction

Legislative Requirements

Coles Group Institute

STAY CONNEC".ED
&) API found

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!

iJstart . € = @&

Duty Of Care
‘Duty of Care' means providing and maintaining, as far 3
employers and employees,

#Dracticable, a safe working environment, and is the responsibility of both

7o better understand the duly of care ta
please click on the images below.

for employers, contractors (includes sub-contractors) and employees,

Diversity and Equal Opportunity
It is company policy to provide an environment where team members, customers, external parties and contractors (including sub
-contractars):

+ Are treated and treat others with dignity, courtesy and respect, and

+ Can work without distress or interference caused by harassment, sexual harassment, discrimination or bullying.

Legislative Requirements | Home | Exit |

Further Information
Employer (Coles Group)

The Employer includes the contractor's company as well as Coles Group,

It is Coles Group's responsibility, for example, to!

+ Maintain records of safety for all employees and contractors (includes sub-contractars)
+ Provide and maintain, as far as practicable, a safe warking environment.

Both organisations have a 'Duty of Care' to their employees, contractors and sub-contractors.

ol o Gl Information ... | 8 Documentt-.. | @ PtireinDo. 3

&)

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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Instructions (in Bold
Italics)

Advises how to interact
with content on this

page
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&

»

“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



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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Question 1 of 20

You have answered 0 questions
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Contractor General Safety Induction
Summary & Assessment | Homs | Exit
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Assessment Complete

You have answered 20 questions

You have now submitted an answer for each of the questions in the Assessment, If you are satisfied with your answers,
click the Finish Assessment button to record and view your results. Tf you want to check your answers first, click the
Review button to Iook over your answers and make correstions.



Logging off

Successful Completion of the Assessment

4

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.

4

Fle Edt View Favorkes Tools Help i

Qe - ) [¥] @] (0 Dot Spraones @reds &) - 1L )38 i

ction

Summary & Assessment | Home | Exit |
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Contractor Safety Assessment

1 2

Thank you for completing this assessment. The results below ars for each of the five learning
objectives. You must be competent in each learning objective in arder to
achieve competency in the course

Congratulations. You have achieved competzncy in all of the course objectives. To print your
Coles Group General Safoty Induction Card, click the Exit button.

Results by Learning (
Irnportance of Safety at
Competent

Are you sure you want to exit?
1 you are ready to print your
induction card or to restart the
induction process later click ves,
Ta returncto the course click no.

Identification of OHS Re
Competent

Hazard Management Pri
Competent

Safety and Security on
Competent

fes Mo I

Coles Group Site Orient
T

Coles Group Institute

STAY CONNECTED

N Local intranet

&) 14np

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

2 Contractor Confirmation - Microsoft Internet Explorer provided by Coles Myer Ltd, Workstation
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Online Contractor Induction

Add to Favourites

Contractor Safety Home | ContactUs | Search | [T TrTSOTITETT

Online Contractor Induction

FAQ Induction [ Congratulations test, test - You completed the course successfully

Head Contractor Information

GOIES GRoUp SAfECEpul(Ey Bt yolir Gafaty Induction card

Coles Group Inductions - =

General Safety Induction Completion

Congratulations - you have successfully completed the Coles Group General Safety Induction Course, It is
important that you complete the following steps to obtain you Safety Induction Card, as you will need this
card ta enter any Coles Group site

Signing in on arrival at
Store/Site

Work Method Statement (WMS)
Health and Safety Management

Step 1. Hote dawn your Induction Number (If your card is misplaced or damaged you will need this number
Work permits to re-print your card)
Contract, tcheck:
A e Step 2. To view and then print vour Induction Card CLICK HERE, You are heve.
Corrective Action report
Chemical Management and Step 3. Sign the acknowlsdgement section on sach of the two cards
S5

Plant and Equipment

3377F4F4C4
April/2009

Scheduling of works Your Induction Number is :

Asbestos Register )
The Expiry Date is :

Incident management

Coles Group DH&S Dbligations

Prequalification process

Special Requirements

Working from Heights

Electrical Safety P

2] Done

S Local intranet
(A )

<] start

» 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.



A Coles Group Limited - Proof of Induction Certificate - Microsoft Internet Explorer provided by Coles Myer Ltd. Workstatio
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Puint Induction Card

Printwour induction card

Ta print your Induction Card click on IS 1740y gost intend to print your induction card now please wiite down Fous mducrion
hutton "Print your Induction Card", If the ey and retain it for fature reference.

print dialog box does not appear please
follow the instructions on the right!

To print your induction card select FILE from the toothar end then PRINT

Once the card has been printed sati ity, Click Here to return to the contractor website,

Coles Group Limited - Induction Card

Coles Group Limited Pomts to Remember
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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.

Coles Group Contractor General Safety Induction Information Pack April 2007

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.



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.
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Re-registering or New Registrations

A Contractor Induction Registration - Microsoft Internet Explarer, provided by Coles Myer Ltd. Workstation

File  Edt View Favorites Tools Help “
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Contractor Safety Home | Contact Us | Search | [TETIEeTar R OTITAaIT]

Add to Favourites
Online Contractor Induction .

Contractor Induction

FAQ Induction

Head Contractor Information

You are already registered as ‘test test’. If you wish to create a new registration click 'Create New
Registration’ button below or to proceed to the course click *Proceed to course’ button below.

Coles Group Safety
Coles Group Inductions
in on arrival at

Signing in o
Store/Site

Waork Method Statement (WMS)
Health and Safety Management
Plans

Eontractar Safety Induction
Four staps to complating the Induction:

f———————————— step 1. Enter all your details. You are here!
Work permits Step 2, Complete the Safety Induction Course
Contractar spotchecks Step 3. Successfully complete the assessment.
Step 4. Print out your Safety Induction Card.
Corrective Action report
Chemical Management and
55 Canfirm your registration details

Blantmn s Belipmenl Contractor Given Name* test

Scheduling of works Contractor Family Name*; test
Ashestos Register State™: vIc
Incident management edrGbmpany; s
———————=—— ___ Head Contracting Company
nles HrounslHE N gRnonS Contract Typs™: Building Services
Prequalification process
[Eseecslienuiienic TSI " M 2ndatory Feld

Working from Heights
T Please make sure all details are correct,
Electrical Safety

Ceiling Space Access

T [ Create New Registration | [ Proceedto course
Phanes CALTION: IF you click this button you can't g0 on  To proceed to your course click
= with your currently registered details this button
Transport and Delivery Drivers
SORHR RS or re-print vour proof of induction “

& % Local intranst
ryour,.. | Information ... | N Documentt - | @i ckreinDo.. R o @)E Luaspn

istat € o @ E |

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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Contractor Safety Home | ContactUs | Search | [ITENETNISTEr ST ITTT)

Online Contractor Induction

FAQ Induction

Head Contractor Information
Pac|

Coles Group Safety policy
Coles Group Inductions

Signing in on arrival at
Store/Site

Health and Safety Management
Plans

Work permits
Contractor spotchecks
Corrective Action report

Chemical Management and
S5

Plant and Equipment
Scheduling of works
Asbestos Register

Incident management

Prequalification process
Special Requirements
Working from Heights
Electrical Safety

Ceiling Space Access

Traffic Management and Maobile
Phones

Contractor Audits

&

Work Method Statement (WMS)

Coles Group DH&S Obligations

Transport and Delivery Drivers

Add to Favourites

Contractor Induction

You are already registered as "test test’. If you wish to create a new registration click 'Create New
Registration’ button below or to proceed to the course click "Proceed to course’ button below.

Eontractor Safety Tnduction

Faur steps to completing the Induction:

step 1. EfVH
cten2.Co Microsoft Internet Explorer
Step 3. 50

Step 4. Pri WARNING: IF you click ‘K’ the currently registered details will e discarded!

5 To continue and create new registration details click 'OK',
To Proceed to your course click 'CANCEL',

Canfirm
Contractol

Caritractol TEPRTT 5T =T
State®; vIC
Your Company*: test

Head Contracting Company:
Contract Type*: Building Services
* Mandatory Field

Fiease make sure 2l cetails are correct.

Create New Registration | [ Proceed ta course |
CALTIO: TF you click this button you oan't go on  To proceed to your course click
with your currently registered details, this buttan,

or re-print your proof of induction )

S Local intranet.

| 2l oocumertt ... | G Pictre inDo,. B contractor L., 2 tiapm

o yourr,, | G0 Infarmation ...

» 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.

4 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.

Coles Group Contractor General Safety Induction Information Pack April 2007

Contractor Safety Induction Helpline

You may need help navigating through or completing the course

If so you can:

4 Ask your employer or work colleague for advice
4 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

4 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!
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