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Principal Company Administrators
The Southland Regional Induction website address is: www.southlandinduction.co.nz

Each of the Principal Companies has a Southland Regional Induction administrator. Please contact
the administrator if you require help with any of the functions.

Principal Company Administrator contact details

South Port NZ Dale Herron dherron@southport.co.nz 03 212 6039

NZAS Judy Dunne judy.dunne@pacificaluminium.com.au 03 2185835
PowerNet Rachel Saunders RSaunders@powernet.co.nz 211 8809
Dongwha Patinna NZ Shelley Karena shelley.karena@dongwha-mh.com 03 209 3100
Ballance Agri-nutrients Blair Mercer blair.mercer@ballance.co.nz 03 211 3234

Alliance Group Kate Pope kpope@alliance.co.nz 032156402 ext 9412
SouthRoads Limited Leon Hopa leon.hopa@southroads.co.nz 03 211 1010

Southern Institute of Technology | Dave McCone Dave.McCone@sit.ac.nz 03 2112670

Southland Regional Induction 06/10/2017 Page 2



http://www.southlandinduction.co.nz/
mailto:dherron@southport.co.nz
mailto:judy.dunne@pacificaluminium.com.au
mailto:RSaunders@powernet.co.nz
mailto:shelley.karena@dongwha-mh.com
mailto:blair.mercer@ballance.co.nz
mailto:kpope@alliance.co.nz
mailto:leon.hopa@southroads.co.nz
mailto:Dave.McCone@sit.ac.nz

HSE Passport Overview

HSE Passport Overview Instructions

Principal Company Contracting Company

Contractor Company receives email from
Principal Company with instructions and link to
website (www.southlandinduction.co.nz).
Contractor Company registers their Company.

Principal Company receives email notifying of
Contractor Company has registered,
administrator checks website and ‘approves’
Contractor Company request

Contractor Company receives approval email
and request to complete pre-qual.

Contractor Company submits pre-qual and
documentation to Principal Company

Principal company receives email notifying
that Contractor Company has completed pre-
qual. Logs on and reviews. Principal company

has three options:

Contractor Company can re-
apply in 2 years time

Approved Contractor company registers
employees to complete the HSE Passport
Induction

Approved Contracting Company employee
prints certificate to keep as evidence of
completing HSE Passport

Principal Company can review Contractor
employee list to see who has completed the
HSE Passport Induction
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Contractor Companies

Register your company

1.
2.
3.

Go to the www.southlandinduction.co.nz website

Click on the box ‘Register a Company’
Complete the required fields

Note: Please use a company email address
Click ‘Request login’

Note: An email will be sent to your company email address acknowledging receipt of your
request. There may be a time delay while the compargsgpproval for the next step in the
process.

Once your request is approved you will receive an email with temporary
login details. It is recommended that you change your ‘password’ and ‘reset
qguestion’ (Username stays the same)

Congratulations! You havegistered your company.

Complete a pre-qualification

Note: ®me preparation is required to collate electronic copies of required docuineioie
completing the prequaThe documents required are listed in Appendix A of these instrudtieese
saszedocuments as ‘Read Only’ or *pdf’

P W N PE

Go to the www.southlandinduction.co.nz website

Log in using your username and password

You will see instructions with a link to the ‘PreQual’. Click on the link.
Complete Pre-qualification questionnaire and upload documents as
required

Note: *‘Help’” buttons clarify information

Click ‘submit’
SUBMITTING ADDITIONAL INFORMATION. In some instances you may be
required to provide additional information to complete the pre-qual. The
information must be submitted through this site. You can submit additional
information by:

a. Going to the drop down menu by your username, where you change

your password
b. Selecting edit Pre-Qual and adding / updating any relevant questions.
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Note:You only need to complete the pyaal onceConfirmation of receipt of prqual will be
sent to you.Youwill see company logo/s on the induction homepagil an exclamation mark
or tick on themThe exclamation mark changes to a tick once theqou is approved.

When the pre-qual is approved the tick will show and employees can be
registered to complete the induction.

Register employees so that they can complete the induction
Go to the www.southlandinduction.co.nz website

Log in using your username and password

Click on ‘Employees’

Click on ‘Add Employee’ — complete details in the required fields
Click on ‘Save’

o vk wNE

The system will generate an email for each employee you have registered,

containing the employee’s username and password.

7. This email will be sent to the address you have registered for the employee.
If some employees do not have their own email address, please ensure the
message is passed on to them.

8. Itis recommended that the employees change the ‘password’ and ‘reset

question’ (Their username stays the same).

Check employees have completed the induction
1. Go to the www.southlandinduction.co.nz website

2. Log in using your username and password

3. Click on ‘Employee’

4. HSE Passport column indicates employees that have completed their
induction. It will have a tick in the box if the induction is completed.

5. Companies must ensure their employees have completed the induction
process
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Employees

Reset your password
1. Your administrator will give you your login details
2. Go to the www.southlandinduction.co.nz

3. Go to the arrow beside logout on the top right hand side of the screen.

Administrator Logout 4

This gives options to update your own details e.g. ‘Update Password’ and
‘Change Reset QA’. i.e. Change reset questions

4. Click ‘Change password’. Personalise to a password you will remember and
click ‘Change Password’ to save.

5. Goto arrow and select ‘Change Reset QA’. Complete boxes and click on
‘Save Question and Answer’.

6. Return to Homepage

7. Click ‘Do Induction’

Complete the Induction

1. Read information and complete questions to move through the induction.
2. The last screen of the induction is a completion certificate. Please print this
and take it to your manager to sign and date.

Note: Thigertificatewill only have logos of companies that have currenplgraved the company
pre-qual. You may have to return §murhomepage to print subsequent copies of your certificate
with all companies that you have approval to work f6ou can also download a copy of the content
if you wish to review it at a later date

3. You must keep the certificate with you to present on sites that you are
working on.
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APPENDIX A - Pre-Qual Checklist

For security, please ensure attachments are ‘Read Only’ or ‘pdf’.

Attachments to consider

Done

Health and Safety Management Commitment
- WSMP Audit Certificate uploaded

Health and Safety Management Commitment
- policy, photocopied and attached.

= copy of your health and safety roles and responsibilities attached.
Includes name and contact details for your most senior person with
responsibilities for health and safety in your business.

Safe Work Procedures and Work Practices

- examples of standard operating procedures for completing the tasks
involved in providing the services that you are likely to be carrying out
for a Southland Industrial Site attached

Training, Skills, Experience and Competence

- Relevant training records of trade qualifications attached.

- Records of specialised training, such as First Aid Certification, Working
at Heights, etc

Workplace Hazards
- copy of your system for identifying hazards attached.

- copy of the method you use to assess the significance of hazards and an
example of how you have controlled a hazard that you have identified
using this system.

= an outline of Health monitoring for staff exposed to workplace health
hazards

Plant Equipment and Vehicles
- certification of equipment / plant used to complete the tasks attached

Incident Reporting and Investigation

- method for reporting and investigating incidents provided.

- completed accident report (or copy) and investigation form showing
corrective actions completed to control the hazard and reporting
system.

- System for Near misses/hit investigation and reporting

- evidence of trained investigators in your team (if applicable).

HSE Incidents
- details of Health and Safety performance as requested.

Workplace Inspections

- copy of three workplace inspection checklists that show corrective
actions completed or diary notes of safety inspections and corrective
actions happening regularly

Consultation and Communication
- evidence of H&S meetings, minutes or diary notes provided.
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Subcontractors
- copy of procedure for engaging, assessing and monitoring
subcontractors provided if sub-contractors employed.

Performance

- brief outline of the offence you or your employees were prosecuted for
and your corrective actions you have undertaken to prevent recurrence
attached.

- details of any incident/accident investigation undertaken by an external
body, e.g. Department of Labour Workplace Services provided

Alcohol and Other Drugs Policy
= copy of your Alcohol and Other Drugs Policy provided.

Insurances

- Evidence of Liability and Indemnity insurances provided

Referees

- names and contact details for previous contract relationships that have
gone well provided.

Declaration
- declaration signed and sent
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