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PRE-ATTENDANCE REGISTRATION FORM

This form must be completed to validate your induction on the Stanwell Corporation Limited (SCL) site nominated below. You must complete and submit this form if you have not been on the nominated Site within the last twelve (12) months in your current position, with your current employer. 
To allow SCL time to prepare for your induction requirements and make your access to site more efficient, please complete and fax the form (2 pages) to the relevant SCL Site at least seven (7) working days prior to your expected arrival on Site. Fax numbers for the SCL sites are:
Barron Gorge Power Station
(07) 4036 6950
Kareeya Power Station

(07) 4036 6800
Stanwell Power Station

(07) 4930 3411
Please retain the original form and submit this to reception upon arrival at Site. Original occupational licenses must be presented to Site reception for verification.
	Site (Please select the relevant site from the dropdown box)
	 FORMDROPDOWN 


	Attendee Information

	Surname
	Other Names
	Date of Birth 

	     
	     
	     

	Home Address
	A/Hours Telephone
	Mobile Number

	     
	     
	     

	Occupation
	B/Hours Telephone

	     
	     

	Employer’s Name
	Street Address

	     
	     


	Site Access Information & Requirements

	Reason for attendance at the Site (identify plant area and specific job)

	     

	SCL Site Contact
	     

	Commencement Date
	     
	Completion Date
	     

	Will you require use of your vehicle for transport of tools and/or equipment whilst on Site? (Select Yes or No)
	 FORMDROPDOWN 


	Whilst on Site, will you:
	Yes/No
	SCL Use Only

	
	
	Guideline
	Training Date
	Completed

	be accompanied by an SCL employee at all times? 
	 FORMDROPDOWN 

	Yes – video induction (10 mins)

No – full site induction and assessment required (approx. 1.5 hours)
	
	

	be performing work that requires plant or other specific hazards to be isolated or controlled in order for you to perform your work safely? 
	 FORMDROPDOWN 

	Yes – PTW Work Party Member training and assessment required (approx. 1.5 hours)
	
	

	be required to enter any confined spaces? 
	 FORMDROPDOWN 

	Yes – Confined Space Entry Training and Assessment required (approx. 1.5 hours)
	
	


	Licenses, Permits and Tickets Held

	Please enter details of current licenses, permits or tickets you hold that are relevant to your work requirements at the Site. Before you perform any tasks that employ these skills, you are required to provide SCL with this information. It is a site access requirement that original occupational licenses are sighted and a photocopy taken by SCL upon issue of a Site pass. Access to SCL-controlled mobile plant will only be granted after a plant familiarisation for that equipment has been completed.

	Category
	 FORMCHECKBOX 

	Issued By
	License No. & Expiry Date
	Sighted and Photocopied

(SCL Use Only)

	Scaffolding Basic
	 FORMCHECKBOX 

	     
	     
	

	Scaffolding Intermediate
	 FORMCHECKBOX 

	     
	     
	

	Scaffolding Advanced
	 FORMCHECKBOX 

	     
	     
	

	Rigging Basic
	 FORMCHECKBOX 

	     
	     
	

	Rigging Intermediate
	 FORMCHECKBOX 

	     
	     
	

	Rigging Advanced
	 FORMCHECKBOX 

	     
	     
	

	Dogger
	 FORMCHECKBOX 

	     
	     
	

	Crane Mobile 20T
	 FORMCHECKBOX 

	     
	     
	

	Crane Mobile 60T
	 FORMCHECKBOX 

	     
	     
	

	Crane Mobile 100T
	 FORMCHECKBOX 

	     
	     
	

	Crane Mobile Open
	 FORMCHECKBOX 

	     
	     
	

	Crane Gantry/Bridge
	 FORMCHECKBOX 

	     
	     
	

	Elevating Work Platform
	 FORMCHECKBOX 

	     
	     
	

	Fork Lift Truck
	 FORMCHECKBOX 

	     
	     
	

	Electrical Fitter
	 FORMCHECKBOX 

	     
	     
	

	Electrical Mechanic
	 FORMCHECKBOX 

	     
	     
	

	Welder
	Classification
	Issued By
	Certificate No. (Serial No.)
	

	
	     
	     
	     
	

	
	     
	     
	     
	

	
	     
	     
	     
	

	
	     
	     
	     
	

	Other (please specify)
	     
	     
	     
	

	
	     
	     
	     
	

	
	     
	     
	     
	

	
	     
	     
	     
	

	Driver’s License

	Name
	License No.
	Expiry Date
	Class
	Type
	Sighted and Photocopied

(SCL Use Only)

	     
	     
	     
	     
	     
	


Privacy Policy

The following outlines how SCL complies with the Privacy Amendment (Private Sector) Act 2000 in regard to the handling of this personal information. A copy of SCL’s Privacy Policy can be obtained from SCL’s website (www.stanwell.com) or upon request from SCL reception. If you have any questions concerning SCL’s Privacy Policy, please contact the Privacy Officer on (07) 3335 7444.

The information that is provided to or obtained by SCL about you will be retained for a period of five (5) years and will only be used to arrange relevant training for you before SCL permits you to access the Site. It will also be used to maintain accurate records of the occupational licenses and after hours contact details for persons who have access to the Site. This information will be stored securely and will be disposed of by secure means within 5 years of receipt or such other period as SCL advises.

Acknowledgements

1. I acknowledge that the details contained in this form are true and correct and understand that SCL treats personal information with integrity and will not supply my details to any external parties. The information provided to SCL will be for the sole purpose of maintaining accurate records of occupational licenses and after hours contact details. 

2. I acknowledge that this form outlines how SCL complies with the Privacy Amendment (Private Sector) Act 2000 in regard to the handling of personal information that it receives from me and consent to SCL handling this information as specified. 

3. I acknowledge and agree to keep SCL informed of any changes to my contact details.

4. I acknowledge that SCL may, and I consent to, SCL seeking verification from the relevant license issuing body to confirm authenticity.

5. I understand the information will be held by SCL at the Site in a secured database and can be retrieved for review at any time or removed at my request when I no longer require Site access in accordance with Privacy Amendment (Private Sector) Act 2000.

6. I acknowledge that SCL will not disclose information about me unless:

· the disclosure is required by law (eg the Australian Tax Office); 

· the disclosure is authorised by law (eg to protect SCL’s interests or where SCL has a duty to make such disclosure); or 

· I have consented for SCL to disclose the information about me. 

Print Name:  ________________________________________       Signature:  ____________________________________________
 Date:___________________________
Pre-attendance Registration.dot        
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