How to Guide” for Contractor to Complete VoC Form

BHP

1. Overview

For a contractor to use in order to successfully complete a VoC Form, add the mandatory evidence, complete the
required reading list, sign and submit.

Understanding how the VoC Form works ...

The VoC form acts as a “Cover Sheet”. Once completed the “Cover Sheet” will need to be signed and submitted with
evidence to the Trainer Assessors for validation.

Competence Verification & Authorisation

Section 1- Contractor Information

BHP

Name:

Pegasus Number:

Contracting Comp:

MAC Site Contact: §

Section 1 — Contractor Information

All fields are mandatory.

Seclion 2 - Contractor Equipment Selection

click here to
Select Equipment

Equipment types include:

Articulated Haul Truck

Articulated WaterTruck

Backhoe

Blast Hole Dirill

Excavator

Exploration Drill

Farm Tractor

Grader

Manitou (Less than 3 Tonne)
Manitou (Mere than 3 Tonne)
Medium Vehicle - Fuel Truck
Medium Vehicle - Hiab

Medium Vehicle - No attachments
Medium Vehicle - With attachments
Medium Vehicle - Stemming Truck
Medium Vehicle - Tipper

Medium Vehicle - Water Truck
Medium Vehicle - Mobile Mixing Unit
Bucket Truck

Rigid Body Haul Truck

Roller Compacter

Scraper

Skid Steer (With Attachments)
Skid Steer (Without Attachments)

Tracked Dozer
Tracked Mulcher
Water Truck
Wheeled Dozer
Wheeled Loader

Other - Equipment Type Not Listed Above

Elevated Work Platform
Non Slewing Crane
Slewing Crane
Chainsaw

Crushing Plant
Concrete Boom Pump
Driller

Driller Offsider

Pressure Jetting Class A
Pressure Jetting Class B
Tyre Handler

Section 2 — Contractor Equipment
Selection

When “Click here to Select
Equipment” button is activated:

A drop-down list will appear for
equipment selection.

Multiple items of equipment can be
selected, using the [Ctrl] key during
selection.

Section 3 - Mandatory Evidence

Mandatory Evidence

- All attachments must be in .pdf format (Files added as attachments must be accessible when Email to MAC is generated)
- Maximum size of email and attachments is not to exceed 25MB

Employer Letter of Support

Add / Remove / View Attachments

Current Statement of Attainment or Competency

Add / Remove / View Attachments

MAC Site Induction

Add / Remove / View Attachments

MAC Code of Conduct

Add / Remove / View Attachments.

Isolator.Qualified.Level1 - Basic Isolation

Add / Remove / View Attachments

‘Work Area Familiarisation

Add / Remove / View Attachments.

Machine specific Familiarisation OR Machine Specific Challenge Test

Add / Remave / View Attachments

Section 3 — Mandatory Evidence:

e Selection of equipment activates
“Mandatory Evidence” list,

o Allfields are mandatory (except
“Other”),

o Ability to have a prompt to load
evidence, keeping it structured
within document.

NOTE: Mandatory Evidence list driven
from Equipment Type.
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How to Guide” for Contractor to Complete VoC Form

BHP

Selection 4 — Mandatory Reading:

Section 4 - Mandatory Reading

Mandatory Reading - Click "Digplay Document’ to digplay each mandatory reading File.

e Mandatory Reading list is driven
from the Equipment Type,

MAC-STE-MTP-027 Traffic Management
MAC-STE-PRO-004 Emergency Procedure
MAC-ENC-PRO-029 Spill Response

MAC-STE-PRO-024 60 Seconds for safety and JHA procedures

MAC-PRD-PRO-079 In Pit Mobile Equipment Breakdown Procedure

e Ability to link to document (PDF).

Click Here For Link To Document

lick Here For Link To Document
Click Here For Link To Document
Click Here For Link To Document
Click Here For Link To Document

MAC-PRD-PRO-051 Recovery Procedure For Mobile Plant

Click Here For Link To Document

MAC-PRD-STD-003 Dump Standard
MAC-PRD-PRO-120 Procedure for Watering Haul Roads

MAC- STE-STD-149 Working Near Slopes and Crests

Click Here For Link To Document
Click Here For Link To Document
Click Here For Link To Document

MAC-PRD-PRO-065 working near excavators

Click Here For Link To Document

Section 5 — Contractor Sign-Off

Section 5 - Contractor Sign-off

CONTBACT EQUIPMENT OPERATOR

fa raffoct

7 confirm that the details provided are an

and that 7

v

T

o fo swork in

of myr
have provided ff reguired evidence and have read alf Arborss

Name, date and signature fields are

7 afse acknowledae that swhere 1 am requis
fo ensure adk fe b aining proviss

have been met in accordance with Site reguirements.

/ areas, 1 will consulf my Line Superviser
; mandatory.

Signature

Note: No digital signatures accepted.

t Print Cover Sheetand Sign

71 ] | Generate & pisplay email |

2. Steps to use the VoC Form (Contractor)

Step

Safety / Reference / Notes / Image

Accessing VOC Form

a. [Selectlink:
http://nswecinductions.com.au/t e [.._,, http:// nswecinductions.com.au/ ]
he-reqistration-process/ - to P ———
open BHP’ Contractor Management ’ tArthur Coal Contra... X |L]
webpage
b. Browse to

» The Registration Process
» Stage 2 Worker Registration
» Step7VOC

Click the 2 links to download the VoC
Form and the How to Guide.

Step 7 = VoG (Verification of Competency) Process and Form
The following form is completed by the contractor 1o verify their experience and knowledge by providing the following evidence:

selecting equipment to be operated from a drop-down list,

attaching evidence of use — as proof,

working through a mandatory MAC reading list for compliance, and

submitting a signed copy of the form to the MAC Trainer and Assessor team for validation

Click on the following links to access the form and How to Guide:

VoC Form (opens to new page where form can be downloaded)
How to Guide
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How to Guide” for Contractor to Complete VoC Form

ITo enable macros —when form
opens ...

Click on “Enable Content”.

I

File Home

B - Contract

Forr-1-

Enable Content

Insert  Page Layout

1 SECURITY WARNING Macros have been disabled.

View  Developer  Acrobat  PlDatalink  PlBuilder  PDF-XChange

BR10 i I
AOAR AQ | AR | AS | AT | AU [ AV | AW | AX | AY Az B BB BC BD | BE BF BG | BH  BI B BK | BL | BM | BN

1

Competence Verification & Authorisation BHP | Reset Form Data

MAC-STE-FRM-243 Version 2.2 J
2 Section 1- Contractor ion (Always use/download latest form from https:// N AdminOnly
3 Name:
4 Pegasus Number:
s Contracting Company:
6 MAC Site Contact:
7
s Section 2 - Contractor Equipment Selection

Giick here to
Select

2
10
0 Section 3 - Mandatory Evidence

Mandatory Evidence

- All attachments must be in .pdf format (Files added as attachments must be accessible when Email to MAC is generated)
1n - Maximun size of email and attachments is not to exceed 25MB
13
5
w Section 4 - Mandatory Reading
= Mandatory Readin * to display each mandatory reading fil
36 Document Read
72
. Section 5 - Contractor Sign-off
7 CONTRACT EQUIPMENT OPERATOR

I confirm that the details provided are an accurate reflection of my knowledge and experience and that 1 have provided afl required

evidence and have read all mandatory reading documents.

Ialso acknowledge that where | am required to werk in additional areas, | will consult my Line Supervisor to ensure adequate training
s \provisions have been met in accordance with Site requirements.
6 Signature
bl
78

prin: Cover sheetanasign | l Attach Signed Cover Sheet J | Generste s Dispiay emil

™
50
51

d. Complete Section 1 -
“Contractor Information”

Competence Verification & Authorisation
MAC-STE-FRM-243
Section 1 - Contractor Information

BHP

Name: )

Pegasus Number: 111205337

Contracting Company: Y& i I
MAC Site Contact: J

e. Click on “Click here Select
Equipment”.

Section 2 - Contractor Equipment Selection

Click here to

Select Equipment

A

f. From the drop-down list ...

i. Select equipment type(s)
you have used / worked
with, then

ii. Click on “OK".

Note: Once you select the
equipment the mandatory
evidence and reading will
appear on the “Contractor VoC
Form”.

ctor Equipment Selection = Tip To Se/ect Contractor Equipment Selection
i i Hold the Ctrl key down to
I;I:‘quﬂ::u%;:ey S?wne:; mu,tlp/e Items at select multiple equipment
o the Mot Dol the same time ... from the list below.

Select Equpment Itemy(s)

Select Equipment Item(s) = S
Hold down [Ctrl] Articulated Haul Truck
Articulated Haul Truck Q’;:{,‘:",,‘" WaterTruck
Articulated WaterTruck key : wh i Ie Blast Hole Oril
Blast Hoke Drl - = { exporation Dré
Excavator selecting items pkasec:
Expioration Dril = 2 Grader
> e () ——— of equipment———— | i verce . rue 1ock
Grader Vehick - Hiab
Medium Vehide - Fuel Truck mmv w:m-. - ;o attachments
Medium Vehide - Hab fum Vehice - Stemmn
. ‘Medum Vehicde - Tppe
Medum Vehicle - No attachments Medum Vehide - Water Truck
Medum Vehicle - Stemming Truck Medum Vehide - Moble Maxing Unt
Medum Vehide - Tipper R
Medum Vehicle - Water Truck Roler Compacter
Medum Vehide - Moble Mxing Unt Scraper
Rigid Body Haul Truck B Sk Steer (With Attachments)
Roler Compacter Skid Steer (Without Attachments)
pom Tracked Dozer
aper Water Truck
Skid Steer (With Attachments) Wheeled Dozer
Skid Steer (Without Attachments) Wheshd Ui
Tracked Dozer Other - Equipment Type Not Listed Above
Water Truck
Wheeled Dozer
Wheeled Loader
Other - Equipment Type Not Listed Above

oK Cancel
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BHP

g.

To complete “Mandatory
Evidence” section ...

Click on “Add / Remove /
View Attachments” for EACH
item of evidence.

Note: All fields / items of
evidence need to be
populated.

For example: To add the

‘Employer Letter of Support”

item of evidence ...

i. Read the “Business
Rules for Attachment”,
then

ii. Click on “Attach Letter of
Support”.

Section 3 - Mandatory Evidence

Mandatory Evidence

- All attachments must be in _pdf format [Files added as attachments must be accessible when Email to MAC is generated)

£ Added

— > Employer Letter of Support — || dd/Remove viewttachments | o

Current of or © ‘._ | Ao/ Remove / View Attachments | 0

|BHP Asset Induction | Add/ Remave ] View Attachments | 0

MAC Site Induction | Add / Remave / view Atiachments 0

MAC Code of Conduct | add/ Remove / View Attachments 0

Isolator. Qualified Levell - Basic Isolation || Add Remove  View atiachments 0

\Work Area Fomiliarisation | add Remove ] view attsehments | 0

B

Return To
Contractor Input

Remove Selected Display Selected
Document Document

Attach Letter of
Support

usiness Rules for Attachments: \

Attached Documents For Evidence

Ensure letter of support is on a company letterhead
Ensure letter of support is signed by company official

Ensure letter of support clearly states equipment and years experience
Ensure attached evidence is clear and legible

Failure to comply with the above business rules may result in submission being rejected

)

Smith Earthmoving

1 Ap 2018
Attention: To Whom It May Concem
Re:  Centificate of Competency
Smith Earthmoving hereby advise that the following empicyee has been deemed competent by both

intemal and extemal providers, has training and certiicales 10 SUppor hew level of competency
and has also undergone all required WHS training 1o fulfil their intended dubes

John Smith - Construction Worker/Operator DOB 19041850
h. Add the evidence .... RS e
i. Navigate to find selected = °
evidence, then
ii. Click on “Open’. : o=
Letter of Support Evidence
Return To Adtach Letter of Remive Selected Oispley Sebected |
" Contractor Ingrt 1 Document Document
i. Check to ensure evidence = 'I
has been attached )
iv. Click on “Display
Selected Document”.
R T e i T
evidence can be attached ... M o7 Sppost Sudence
Srrnts Atk Lamer of Bemove Setected ‘ Cnghoy Setecrod
Comtractor ngut gyt el [
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How to Guide” for Contractor to Complete VoC Form BH P

I. | To check if evidence has Section 3 - Mandatory Evidence
been successfu“y Mandatory Evidence
attached... - All attachments must be in .pdf format (Files added as attachments must be accessible when Email to MACis generated)
. 1 Added
i. Check that the mand ato,ry ——— [T T M) o
evidence cell is “green”, Current o Attaimment or € A || ada/Remove / iew Attachments g
then >EHP A;sel i - o | Add/Remove / View Attachments J 0
ii. Rep eat steps above for RIS o adin | Add/Remove / View Attachments | 0
ALL mandatory evidence |MAC Code of Conduct | Add/Remove / View Attachments | 0
fields. lIsolator. Qualified.Level1 - Basic Isolation | Add/ Remove / View Attachments | g
Botibead | Add/Remove / View Attachments | 0
g [ —
evidence is attached ... w—— [—] ——
i. Select attached evidence e N o) L
then T’
ii. Click on “Remove S ]
Selected Document’, e
then ... :, 1 Support is 0n & Company letterhead
iii. Click on “Return to bt .
Contractor Input” — to
add correct evidence.
n. Once ALL ev|dence has Section 3 - Mandatory Evidence
been added ... Mandatory Evidence
C heck '[0 see a” er|dS are - All attachments must be in .pdf format (Files added as attachments must be accessible when Email to MAC is generated)
« » __ (@Added
green-. b lgmpl . | Add / Remove / View Attachments || 1
T— - S . | Add/Remove / View Attachments || 1
B st | Add/Remove / View Attachments || 1
}M St | Add/ Remove / View Attachments || 1
hh—"n | Add/Remove / View Attachments || 1
Isolator.Qualified.Level - Basic Isolation e Bemave jiiew Attachmentss ] 1
Wilihrest | Add/Remove / View Attachments || 1
0. To Complete “Mandatory Section 4 - Mandatory Reading
Reading” section ...
el
Click on “Go To Document” MAC-STE-MTP-027 Traffic —> |l GodoRocument ]
. ’ - ey | Go To Document |
for relevant reading file. HACSTEPROAN Froced — =
MAC-ENC-PRO-029 Spill Response l 249 0Umen | No|
MAC-STE-PRO-024 60 Sceonds for safety and JSA procedures | Soflaocument |
MAC-PRD-PRO-079 In Pit Mobile Equi " | GoTo.Cocument o
MAC-PRD-PRO-051 Recovery Procedure For Mobile Plant | Sodo Document ] e
MAC-STE-STD-149 Working Near Slopes and Crests l Sofelecunent ] e
MAC-STE-PRO-031 Fatigue Risk Management Procedure ! SofoDoounent ) w
p. | Click button to open
Document on how to MAC-STE-MTP-027 Traffic Management
access TEMPO for
external contractors Please navigate to Tempo and read the latest version f this document. See below QRG for details on how to access and navigate Tempo
v
ii. Access the documen t, MAC-STE-GDE-007 QRG - Tempo for External Contractors NSWEC.pdf
read the document ‘
(document name and
number listed at tOp of | have read and understood this document Yes, Return to Contractor Input
page) then After reading the
docu ment . No, Return to Contractor Input
iii. Click on “Yes, Returnto
Contractor Input”.
OR
Click on “No, Return to
Contractor Input” button — if
you don’t understand, then
Contact your MAC site
contact to seek clarification
regarding the “document” prior
to completing this form.
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How to Guide” for Contractor to Complete VoC Form BH P

q . If you clicked on “YeS. .. ”’ Section 4 - Mandatory Reading
the reading field will appear Mandatory Reading - Click 'Display Document' to display each mandatory reading file.
}
“‘green”, then | Document Bead|
- Go To Document
MAC-STE-MTP-027 Traffic m— ' Yes |
Repeat the steps above for S— {
. - MAC-STE-PRO-004 Emergency Procedure l 0:ToDocumen; | ‘No.
all mandatory reading fields. e
MAC-ENC-PRO-029 Spill l 0:30,Bocument ] No.
MAC-STE-PRO-024 60 Sceonds for safety and JSA l Eaile,Document ] No
MAC-PRD-PRO-079 In Pit Mobile Equi ' | Go/TaDocument | e
MAC-PRD-PRO-051 Recovery F For Mobile Plant | GoToDoqument | e
MAC-STE-STD-149 Working Near Slopes and Crests 1 GoilaRacument ] No
MAC-STE-PRO-031 Fatigue Risk Management Procedure l SadeReoument -

r. | Once all mandatory reading Section 4 - Mandatory Reading

is complete ... Mandatory Reading - Click 'Display Document’ to display each mandatory reading file.

Check to see if all fields are ‘

“g reen” |MAC-STE-MTP-027 Traffic 3 Saofocmment Yes
|MAC-STE-PRO-004 Emergency Procedure ! oo Document Yes
|MAC-ENC-PRO-029 Spill Response | Go To Document Ve
MAC-STE-PRO-024 60 Sceonds for safety and JSA procedures | Gojo foament Yes
|MAC-PRD-PRO-079 In Pit Mobile Equi F ! Ga Jo.Document; Yz
|MAC-PRD-PRO-051 Recovery Procedure For Mobile Plant [ GoToDedument Yes
|MAC-STE-STD-149 Working Near Slopes and Crests | GoileRooumen Yes
MAC-STE-PRO-031 Fatigue Risk Management Procedur | SalaDoamens; Yox
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How to Guide” for Contractor to Complete VoC Form

8.2.6 Complete Section 5 - Sign-off

a.

Once Sections 1, 2,3 and 4
are complete and all
mandatory evidence and
reading is complete ...
Click on “Print Cover Sheet
and Sign”.

N BHP

Bection § - Continctos bnfoemation
Sehn Bweh
Mmaesaar
15 Comitencrinn
i

Taation 3 Comtrastos Eqwipment Beination

'.-lmh-

Taction 3 Mandeiory Evidence

Ao STE PRe 424 ars end S5 s b - !
AP PO AN R arars Punea funs F s ke Phast ) -
A ITE R TB. M4 Warhing Rrar Shgar wnd Srarts > Tre.
OGS TEPRE D1 F ctigne ik Panimment Fraandus o

Wecalon & - Camracios Boge ol

o e e e e ———
ey el s et o 0 ol bt o iy Smaie

£ otve midmee,

What whrre § am rr g e be work b addibinnnd arens, | @it donrat ap Lime
= - Srew
o

P — ey

rm] 7 prT— i
=
b. | When the Cover Sheet has
Competence Verification & Authorisation BHP

printed ...
i. Print your name,
ii. Date, then
ii. Sign the document, then

iv. Click on “Attach Signed
Cover Sheet”.

Note: This document is to be
hand-signed — digital
signatures are not
accepted.

Section 1 - Contractor Information

Name:

Pegasus Number.

Contracting Company:

MAC Site Contact:

Section 2 - Contractor Equipment Selection

Cick here 1o
Select Equipment
Farm Tractoe

Section 3 - Mandatory Evidence

Mandatory Evidence

- All attachments must be in .pdf format (Files added as attachments must be accessible when Email to MAC is generated)

#Added |

Employer Letter of Support | | Add/Remave / View Attachments 3
Current Statement of Attainment or Competency Assessment || -Add/Remove / View Attachments Y
BHP Asset Induction | Ada /Remave / View Attachments 1
MAC Site induction | Add/ Remave / view Attachments 1
MAC Code of Conduct | ada / Remave / view Attachments Y
solator. Quabhed.Levels - Basc lislation | | Ada/Remave / View Attachments Y
Werk Area familiaisation | Adaf Remave / View Attachments 1
Section 4 - Mandatory Reading
Mandatory Reading - Click ‘Display Document’ to display each mandatory reading file

Dogument Rsad
MACSTE-MIP.27 Trallc Mimagement L Ge To Document ves
MACSTE-PRO-004 Emengency Procedure L Fod Yes
MAC-ENCPRO-028 Sl Rasponse |f Go To Document ves,
MAC.STE-PRO-024 60 Scoonds for safety dnd 1SA procadures | ! fiofoDooumens Yes|
MACPRO-PRO-079 in P Mobike Exuipment Breatdown Preedures | Ga¥s Docwesent, Yes|
T — [[—— el
e | GoToDecmen =
MAC-STE-PRO-031 Fatigue Wik Managument Procedurs ! GofaRacemens: Yes,

Section 5 - Contractor Sign-off

CONTRACT EQUIPMENT OPERATOR
1 confirm that the details provided are an accurate reflection of my knowledge and experience and that | have provided afl required evidence and
have read all mandatory reading documents.

1 also acknowiedge that where | am required to work in additional areas, | will consult my Line Supervisor to ensure odequate troiming provisions
have been met in accordance with Site requirements.

Name Date Signature

| ok Swith 73/71/18 7;3 |

Mt Arthur Coal © 2018

Vs 4.0 | 28/07/2023

BHP




How to Guide” for Contractor to Complete VoC Form B

Click on “Attach Signed
Cover Sheet”.

Note: This document needs to
be top-scanned later as
evidence.

Section 5 - Contractor Sign-off

CONTRACT EQUIPMENT OPERATOR
1 confirm that the details provided are an accurate reflection of my knowledge and experience and that I have provided all required evidence and
have read all mandatory reading documents.

1 also acknowledge that where | am required to work in additional areas, 1 will consult my Line Supervisor to ensure adequate training provisions
have been met in accordance with Site requirements.

Signature

| Printcover sheetand sign | [ Attach Signed Cover Sheet ]I \ Generate & Display Email

8.2.7 Attach All Evidence t

o Signed Cover Sheet

a.

Click on “Attach Cover
Sheet”.

Cover Sheet Attachment
Return To ' Attach Cover Remove Selected Display Selected
Contractor Input Sheet Document Document

Attached Documents For Evidence

Business Rules for Attachments:

- Ensure all fields in Section 1 are completed
- Ensure appropriate euquipment is selected only from Section 2
- Ensure all mandatory evidence is attached in Section 3
Ensure all mandatory reading has been read in Section 4
- Ensure cover sheet is sgned and dated in Section 5 (Note: No digital signatures accepted, cover sheet to be printed and signed by contractor)

- Ensure attached evidence is clear and legible

Failure to comply with the above business rules may result in submission being rejected

Competence Verification & Authorisatic BHP

Section 1 - Contractor Information

b. i. Navigate to find signed g = -
cover sheet, then °
ii. Click on “Open”. =
C. i. Check “Cover Letter” has "

been attached,
then ...

Click on “Return to
Contractor Input”.

Cover Sheet Attachment

Return To Attach Cover " Remove Seiected | | Diglay Selected
Comtractor tnput Sheet Document i Document
\ a .

Amtached Documents For Evidence

l( W \s 29\Desktop\Temp\VOC

CAVOC Testing\Cover Page.pdi

Businass Rules for Attachments:

Section 5 (Note: No &gital tignatures accested, cover sheet 10 be printed and signex

d fegbie
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How to Guide” for Contractor to Complete VoC Form BH P

d. | Check VoC Form is
showing ALL"green” cells

BHP

Hection & - Camtractor Equipment Sebection

r- Tenctar

Faction 3 - Mandsiory Evidence

oty must be b gt formet (Files

Ematuras Lastar of Smpamrt

Guirent

o Arent debrtinn
16 e duasinn
1S ot ot o

Menberer S etifia  Lans

Waeh Aus e Famibinsio ie

Taction & Masdwiory Resdng

WAG-STLMIP 02T Vo attis Memsnrment |

A ATE RO 994 Emurnenny Pranadeen
A KO PRS- ALY 548 Macpanis

Mabite L™~ | Rt —
JpS—
L)

A STENTD 143 Warking Mo nr Sagas sad Sraese

Baction B - Comtracter Sign o

l:m- movm.wm,nmw S acCurate raflection of mp bnowlodys and siperience
Bt LAt £ Rave provided sl 1oquised svidence aud Aeve 1ood all Bandotorg 1o ading Socwnsnts.

Falve sidmewtedge that whoce | am soquived to work in wdditisns arens, | ol conswt mp Line
Nupecriser fo casmis sdequats Avve becw met bn o suwe

e ———————— T T

v 2

| ot sonont b ) JRU | — o

e. | Click on “Generate & Display
lcm- hat the '0-“4“ B0s B BCCRrate 1lection of By Do o lodge and SIpeiienie

Emall”. Bt CADt 1 Aare proriaod all 1oguired soidence sid hooe 1604 bl Bardolorp 1oading SecBEnts,

Lalve sabmewtosge that where | wm voquived te ook in adtitionst arens, | wil conswlt ap Line
Piee o easure dequate frmining proviviens huee beon met bn accordance with Site

[ —— ! PR | [ —

f. | Click on “Send”. PR Rl e iy s

Nach fie P Fosow Uy

Note: Do Not Change the
subject line in this email.

ot 2 s T Lo Btence oot ALK
T e
eeest 0 w10 00 Y Ll Coteess 58 @151 U Lmnte bebtocs o 210 2

***[0 NOT change the Subject heading of this email***
W,

Hoave veo attached supporting documents for approval

8 Troubleshooting

8.1 Emergency Workaround for Errors

1. Manually print the forms, complete and submit paper copies through the review / approval process.

2. Manually scan files and load into Learning Management System against contractor with relevant naming
convention.

8.2 Contact

‘ Michael Roughan — Training Coordinator | Phone: 02 6544 5991 Email: Michael.Roughan@bhpbilliton.com
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