How to Guide” for Contractorto 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 formacts as a “Cover Sheet”. Once completed the “Cover Sheet” willneed to be signed and submitted w ith

evidence to the Trainer Assessors for validation.

Competence Verification & Authorisation BHP

MAC-STE-FRM-243
Section 1- Contractor Information

Name:

Pegasus Number:

Contracting Comp{

MAC Site Contact:

Section 1 - Contractor Information

All fields are mandatory.

Seclion 2 - Contractor Equipment Selection

Equipmenttypes include:

Articulated Haul Truck
Articulated Water Truck
Backhoe

Blasthole Drill
Exploration Drill
Excavator

Farm Tractor

Grader

Manitou or (Telehandler)
Rigid Body Haul Truck
Roller/Compactor
Scraper

Tracked Dozer
Wheeled Dozer
Wheeled Loader
Crushing Plant
Concrete Boom Pump

Medium Vehicle — Fuel Truck
Medium Vehicle— Hiab

Medium Vehicle — No Attachments
Medium Vehicle — Stemming Truck
Medium Vehicle - Tipper

Medium Vehicle — Water Truck
Medium Vehicle — Mobile Mixing Unit
Medium Vehicle — Bucket Truck
Medium Vehicle— Hiab

Medium Vehicle— No Attachments
Skid Steerwith Attachments

Skid Steer—without Attachments
Elevated Work Platform

Non Slewing Crane

Slewing Crane

Chainsaw

Other— Equipment type notlisted

Section 2 — Contractor Equipment
Selection

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

A drop-down listwill appear for
equipment selection.

Multiple itemsof equipment can be
selected, using the [Ctrl] key duiing
selection.

Section 3 - Mandatory Evidence

Mandatory E vi

- All attachmer be in .pdf format [Fi

s added as altachments must be as sible when Email to

Evidence Attached

Assessment is to be mapped to relevant Rl unit of Competency
Statement of Attainment currency is to align with MAC Reassessment Time Frame for similar equipment

Employer Letter of Support

Click Here To Insert Evidence

Current Si of or C

Click Here To Insert Evidence

BHP Asset Induction

Click Here To Insert Evidence

MAC Site Induction

Click Here To Insert Evidence

MAC Code of Conduct

Click Here To Insert Evidence

Authorised Isolation

Click Here To Insert Evidence

Licence to Perform High Risk Work

Click Here To Insert Evidence

Other:

Click Here To Insert Evidence

Section 3 - Mandatory Evidence:

¢ Selectionof equipment activates
“Mandatory Evidence’ list,

¢ All fieldsare mandatory (except
“Other”),

¢ Abilityto 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 Contractorto Complete VoC Form BH P

Selection 4 — Mandatory Reading:

Section 4 - Mandatory Reading

Mandatory Reading - Click "Display Document’ to display each mandatory reading File. * Mandatory Readmg listisdriven

from the Equipment Type,

MAC-STE-MTP-027 Traffic Management

MAC-STE-PRO-004 Emergency Procedure

MAC-ENC-PRO-029 Spill Response

¢ Abilityto linkto document (PDF).

Click Here For Link To Document

lick Here For Link To Document

Click Here For Link To Document

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

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

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

MAC-PRD-PRO-065 working near excavators

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

Section 5 - Contractor Sign-off

CONTBACT EQUIPMENT OPEBATOR
7 confirm that the detafls previded are an

Section 5 - Contractor Sign-Off

have provided aff reguired evidence and have read 3/l

and that 7

o

7 afse acknowledae that where 1 am reguired to work in addifional areas, 1 will consalt mys £ ine Superyisor Name’ date and Slgnature fields are
e te fraining provisions have been mef in accordance with Sife requirements. mandatory.

Signature

Note: No digital signaturesaccepted.

| print Cover sheet and sign ‘ | Attach Signed Cover shest

l | Generate & pisplay email |

2. Steps to use the VoC Form (Contractor)

Step

Safety / Reference /Notes / Image

Accessing VOC Form

a.

Select link:
http://nswecinductions.com.au/f
he-reqistration-process/-to

open BHP Contractor Management
w ebpage

e [.'J! http://nswecinductions.com.au/ ]

4 BHP Mt Arthur Coal Contra...

Brow se to
» The Registration Process
» Stage 2 Worker Registration
» Step 7 VOC

Click the 2 links to dow nload the VoC
Form and the How to Guide.

Step 7 = VoC (Verification of Competency) Process and Form
The following form is completed by the contractor to 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:

]
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H ©-

File

C. To enablemacros—when form

Insert For—-'-- M= P-ie View  Developer  Acobat  PlDatalink  PlBuilder  PDF-XChange

Home Page Layout

opens ...
I SECURITY WARNING Macros have been disabled.
H “ » BR10 - =
Click on “Enable Content”.
AOJAP AQ | AR | AS | AT | AU | AV | AW | AX | AY a B 85 | BC | BD | BE | BF | BG | BH | BI B 8K | BL | BM | BN
Competence Verification & Authorisation BHP | Reset Form Data
L RM-243 Version 2.2 J
2 Section 1.- Contractor ion (Always use/download latest form from https://sft.bhpbilliton.com/) e
3 Name:
4 Pegasus Number:
5 Contracting Company:
s MAC Site Contact:
g Section 2 - Contractor Equipment Selection
Click here to
Select
9
10
m 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)
12 - Maximum size of email and attachments is not to exceed 25MB
13
3
w Section 4 - Mandatory Reading
35 Mandatery Readin ‘Display Document isplay each mandatory reading file.
36 Document Read|
72
= Section 5 - Contractor Sign-off
7 CONTRACT EQUIPMENT OPERATOR
I confirm that the details provided are an accurate refiection of my knowledge and experience and that 1 have provided all required
evidence and have read all mandatory reading documents.
1 also acknowledge that where 1 am required to workin 5 1 ill consult my L isor to ensure adequate training
75 \provisions have been met in accordance with Site requirements.
76 Signature
m
b
e rint Cover Sheetanasign | | Acach Signed Cover Sheet | | Generate & Dispey Emei
»
81
d . COITIp'ete Section 1 - Competence Verification & Authorisation BHP
“ H ” MAC-STE-FRM-243
Contractor Information At g
Section 1 - Contractor Information
Name:
Pegasus Number:
Contracting Company:
MAC Site Contact:
N -
e. Click on “Click here Select Section 2 - Contractor Equipment Selection
: »
Equipment”.
Click here to
Select Equipment
4
f. From the drop-down list ... o o Tip: To select Contractor Equipment Sefection 5
i 2 1 i Hold the Ctrl key down to
i. Select equipment type(s) Hold the Icn;‘ key down to multiple items at SilactTraltble Waboment
select multiple equipment :
you have used / worked from the list below. the same time ... from the lst below.
with, then el ekt Equpment Remis)
i. Click “OK” Hold d Ctrl [ Articulated Haul Truck
ii. Click on : T old down [Ctrl] Atcuited Wate
. Backhoe
Articulated WaterTruck key : while Blast Hole Dri
Blast Hole Dril lecti it /
3 Excavator selecting items
Nots: On::ttehyou seéec;t e - e () —— of equipment———— | e e
equipment the mandatory e i Ve
Z . . o Medum Vehce - No attachments
eVldence and l’eadlng Wl” Medum Vehice - Fuel Truck Medum Vehide - Stemming Truck
Medum Vehice - Hab Medum Vehck - Tppe
« Medum Vehice - No attachments Medum Vehice - Water Truck
appear on the “Contractor VoG Medum Vehice - Stemmng Truck g v . o
” Medum Vehicie - Tipper Rigd Body Haul Truck
Form”. Medum Vehide - Water Truck Roler Compacter
Medum Vehice - Moble Muing Unt scraper
Rigid Body Haul Truck K4 Steer (With Attachments)
Roler Compacter Skid Steer (Without Attachments)
prabs Tracked Dozer
Skid Steer (With Attachments) biisrtti ol
Skid Steer (Without Attachments) Wheeled Loader
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.

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)

B Added
Add / Remove / View Attachments. ]

Employer Letter of Support

Current of or Add / Remeve  View Attachments |

|BHP Asset Induction Add / Remaove / View Attachments ]

Add { Remove  View Attachments |

o s/ ealelal=

MAC Site Induction

MAC Code of Conduct Add / Remove / View Attachments J
Izolator. Qualified.Levell - Basic Isolation Add / Remove / View Attachments
Work Area Familiarisation Add / Remove / View Attachments

For example: To add the

item of evidence ...

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

Click on “Attach Letter of
Support”.

Add the evidence ....
i. Navigate to find selected
evidence, then

ii. Click on “Open”.

Check to ensure evidence
has been attached

‘Employer Letter of Support”

B

Letter of Support Evidence
Return To Attach Letter of
Contractor Input Support

Remove Selected Display Selected

Document Document
y
Attached Documents For Evidence
usiness Rules for Attachments: \
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
\4

Smith Earthmoving

1 Apeil 2018

Attention: To Whom It May Concem

Re:  Certificate of Competency

Smith Earthmoving hereby advise that the following employee has been deemed competent by both

internal and extemnal providers, has training and certifcales fo support their level of competency

and has also undergone al required WHS training to fulfil their intended duties.

John Smith - Construction Worker/Operator DOB 19041950
[ SRR —
O~

°
o
- <4—
~
Letter of Support Evidence
Reoturn To Attach Letter of Remove Selected Oispley Sebected |
Contractor Ingut Support Document ! Document
J

Click on “Display
Selected Document”.

Note: Multiple items of
evidence can be attached ...

\VOC Testing\l amgle (vidence gt

A -

Letter of Support Evidence
Artunte Actach Lomer of Bemovs Selected | Cpley Setected
Comts acton ngut gy O et L Om et
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BHP

l. | Tocheck ifevidence has
been successfully
attached...

i. Check that the mandatory
evidence cellis “green”,
then

i. Repeat steps abovefor
ALL mandatory evidence
fields.

Section 3 - Mandatory Evidence

Mandatory Evidence

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

1t Added
n Letter of Support | Add/Remove / View Attachments [_1 ]"f
|Current Statement of or Cor A [ Add / Remove / View Attachments ]_n
BHP Asset Induction | Add/Remove / View Attachments | 0
|MAC Site Induction | Add/Remove / View Attachments 0
MAC Code of Conduct | Add/Remove / View Attachments 0
|Isolator.Qualified.Level1 - Basic Isolation l Add / Remove / View Attachments 0
| Work Area | Add/Remove / View Attachments I 0

m. | If the wrong item of

evidence is attached ...

i. Select attached evidence
then

ii. Click on “Remove
Selected Document”,
then ...

iii. Click on “Return to
Contractor Input” — to
add correct evidence.

!

Letter of Support Evidence

Return To
Contractor lnget
A

Attach Letter of
Support

Document - Oocument

\Desk10p\Temp\VOC\VOC Testing\l namie Evidence. gt J

Burrers #les (e Attachmants

[
(o
o
[

n. [ Once ALL evidence has
been added ...

Check to see all fields are
“green”.

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)

| Employer Letter of Support Add / Remove / View Attachments

Add / Remove / View Attachments

Current Sta Wt of A

BHP Asset Induction Add / Remove / View Attachments

MALC Site Add / Remove / View Attachments

MAC Code of Conduct Add / Remove / View Attachments

Isolator.Qualified.Level - Basic Isolation dod/ Bemave fMlew Altachments

Work Area F Add / Remove / View Attachments

0. | To complete “Mandatory
Reading” section ...

Click on “Go To Document”—
for relevant reading file.

Section 4 - Mandatory Reading

Document Bead
MAC-STE-MTP-027 Traffic —p|! GoTo Document | o
MAC-STE-PRO-004 Proced | GoTo Document I e
MAC-ENC-PRO-029 Spill F | EedaLoounent | No|
MAC-STE-PRO-024 60 Sceonds for safety and JSA procedures L SofloRocupeat R
MAC-PRD-PRO-079 In Pit Mobile Equi F | Go To Document | No
MAC-PRD-PRO-051 Recovery Procedure For Mobile Plant [ Go To Document ] No
MAC-STE-STD-149 Working Near Slopes and Crests l Go To Document ] No.
MAC-STE-PRO-031 Fatigue Risk Management Procedure l Go To Document ] No

Click icon to open
document, then
i. Read the document,then

After reading the
document...

ii. Click on “Yes, Returnto
Contractor Input”.

OR

Click on “No, Returnto

Contractor Input” button — if

you don’'t understand, then

Contact your MACsite

contact to seek clarification

regarding the “document” prior

to completing this form.

Mandatory Reading - MAC-STE-MTP-027 Surface Transport Management Plan

4 i D

\

WP e et

I have read and understood this document [ Yes, Return to Contractor Input ]

‘ No, Return to Contractor Input .

Mt Arthur Coal ©2018
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How to Guide” for Contractorto Complete VoC Form BH P

g. If you clicked on “Yes... ", Section 4 - Mandatory Reading
the reading feld will appear
“green”, then Document Read|
Repeat the steps above for MAC-STE-MTP-027 Traffic | SoloDecument | ves
all mandatory reading fields. MAC STE-PRI 008 Finefgéiney Procechurs L ST e
MAC-ENC-PRO-029 Spill [ Go To Document | N
MAC-STE-PRO-024 60 Sceonds for safety and JSA l Go To Document ] No.
MAC-PRD-PRO-079 In Pit Mobile Equi F | Go To Document | %
MAC-PRD-PRO-051 Recovery F For Mobile Plant l GoTo Document j No.
MAC-STE-STD-149 Working Near Slopes and Crests [ Go To Document ] No
MAC-STE-PRO-031 Fatigue Risk Management Procedure [ Go To Document ] o

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

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

Check to see if all fields are ‘

“ green " MAC-STE-MTP-027 Traffic | SoJaRoounest Yes
|MAC-STE-PRO-004 Emergency Procedure | el Rosment; Yes
|MAC-ENC-PRO-029 Spill Response | GoTo.Document Yes
MAC-STE-PRO-024 60 Sceonds for safety and JSA procedures | Gojo foament Yes
MAC-PRD-PRO-079 In Pit Mobile Equi F | Soifo Document: Vs
|MAC-PRD-PRO-051 Recovery Procedure For Mobile Plant | Gojo Dacument Yes
|MAC-STE-STD-149 Working Near Slopes and Crests | SoifeDocument Yes
MAC-STE-PRO-031 Fatigue Risk Management Procedure | fde Doqument; ol
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8.2.6 Complete Section 5 — Sign-off

a. | Once Sections 1, 2,3 and 4
arecomplete and all
mandatory evidenceand
readingiscomplete ...
Click on “Print Cover Sheet
and Sign”.

Competonce Vesificaton & Authocisation BHP
Bection § - Continctos bnfoemation

Sehn Bweh

Mmaesaar

e

i

Taation 3 Comtrastos Eqwipment Beination

'.-lmh-

Baction 3 - Maaduiory Evidence

Prvaturne -
AP PN R arar Punea funs §ns ke Phast ) (™
A ITE R TB. M4 Warhing Rrar Shgar wnd Srarts > re
o

Wecalon & - Camracios Boge ol

P Coton Set e SePusr provited sre o severete rtveben o omo evprivore
T e el roae o roRaoss o ot 20s ol Smmetrg o g Somamrets

Lot ot wbrre fom vk b ’ ap Lime
Suprssiios 1o enrens stegwste Fone hare bosw ot bn ook Sees
oguircaracs

= prp— 7 T ————

—

b. | When the Cover Sheet has
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.

Competence Verification & Authorisation BHP

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 | [Ruid Rumave /e Miachments 3
Current Statement of Attainment or Competency Assessment | Dhsfa L omove o stachoments 3
i, T rre— i
P— | Add/ Remave / View Attachments 1
E— L — |
solator. Quabhed.Levels - Basc lislation (Rt £ Bemcas /M AMaachments, 3
i Ao eadiidan | Ada { Remave / View Attachments 1
Section 4 - Mandatory Reading
Mandatory Reading - Click ‘Display Document’ to display each mandatory reading file

Document Rsad
MACSTE-MTP-027 Tratfic Management | SatoDoomnent Yes|
MACSTE-PRO-004 Emengency Procedure | oo Doownent Yes|
MAC-ENCPRO-028 Sl Rasponse |f Goteneomen Yes,
MAC.STE-PRO-024 60 Scoonds for safety dnd 1SA procadures | ! fiofonooumens Yes|
MACPRD-PRO-079 in P2 Mobiks Eauipmest Breatdown Presdures |8 Ga¥s Docwesent, Yes|
MAC-PRD-PRO-851 Rucavery Procedurs Fee Mobile Mant | ! Sale Dacument: Yes|
MAC.STE-STD-149 Working Near $ispes and Crests SolaDocwmes Yes|
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 occurate reflection of my knowledge and experience and that | have provided alf 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 |
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How to Guide” for Contractorto Complete VoC Form B

c. | 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 ]J l 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
cover sheet, then
Click on “Open”.

C. i

Check “Cover Letter” has
been attached,
then ...

Click on “Return to
Contractor Input”,

B

Cover Sheet Attachment
[ RetunTo Attach Cover " Remove Selected | | Dinplay Selected
Comtractor tnput ! Sheet Document ‘ Document

~
Amtached Documents For Evidence
l( W 29\ Desktop\Temp\VOC\VOC Testing\Cover Page.pdi
Bupiness Rules for Attachments:
«
it from Section 2
£ Section 3
od in Section 4
4 i Seetion § (Note: No Ggital signatures accested, cover sheet 10 be printed and signex o)

r and fegibie
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BHP

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

BHP

Mandotory feading - Chch Displey Docwment’ 1o display ench mandatory res.

WAG-STLMIP 02T Vo attis Memsnrment Yo
FAC AT PRO 94 Emurnenss Pranadoes Tor!
ACEWE RS IY 5o Marpanis or|
- 1! [

Marita Pestvens Tor

or|

PAC ETEATO MY Warbing Masr Vogar sad Sracse Tor!

[opy—

Baction 5 - Comtracter Sign. o

CONTRACT EQUIPMENT OPERATOR
L condnm ONDE Ohe 4o tails proridsd 20s B HCCUIBIE IIIOCISoN of Mp Do @ lodye 20d 1P OIIeNTe

ot TASE L Bare prarised b 1oguis o8 o 0ibeais Mk Mure toad AN makSSTOIp 00 aBiny SO Nl s,

Falve sidmewtesge that whece | am soquived to work in wdditisns arens, | wil conswt mp Line
Fupecriser to ensmre Avve becw met dn o suwe

v ¥

[ ) RS [ ——

e. | Click on “Generate & Display
Email”.

Bection 5 - Comracter Sign o

CONTRAUT EGUIPMENT OPERATOR

L Contim Chat the 4o0ails pioridod Mo Do ACC NP 1INICCIson of My it @ ot 2vd SIPoliowis
v nto

ik CNDE L Rare prarited sl 1o quised svidenie mud hove 1ond il 17 tondiny dosnents

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
”

1 o s s st b ] FoN——

[ —

f. Click on “Send”.

Note: Do Not Change the

subjectline in this email. .D

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

Hoave veo attached aupperting 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 scanfiles and load into Learning Management System against contractor w ith relevant naming

convention.

8.2 Contact

Tyson Smith — Site Systems Specialist

Phone: 02 6544 5681

Email: Tyson.smith2@bhpbilliton.com
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