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Inductions and Isolations 



Training Request Form

PERSONAL DETAILS Multiple people can be booked for training using the same form if the “Company”, “Course” and “Billing” details are identical
	FIRST NAME
	LAST NAME
	* LEADER? Y/N
	* SITE
	** SAP Personnel No

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	     
	     
	     
	     

	
	
	     
	     
	

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	
	
	     
	     
	

	
	
	     
	     
	


** The individuals SAP Personnel Number is a ‘Mandatory’ requirement for access to a RTIO site – Training records will not be maintained in SAP without this number. For further assistance, please contact your ‘CMS Company Rep’. 
COURSE DETAILS (Please tick)
Location
	 FORMCHECKBOX 
 METRO
	 FORMCHECKBOX 
 DAMPIER
	 FORMCHECKBOX 
 WICKHAM
	 FORMCHECKBOX 
 OTHER


Course Type & Date (DD/MM/YY)
(If requiring more than one induction, please tick all that apply) 
	 FORMCHECKBOX 
 *HSE (Qual # - 30140188) 
*Qualifications are valid 2 years. Subsequent refreshers can be done on-line before qualification expires. (see below)
	 FORMCHECKBOX 
 LOCKHOLDER (Qual # - 125578)  
 FORMCHECKBOX 
 PERSONAL IO (Qual # - 125579)
 FORMCHECKBOX 
 PERMIT IO (Qual # - 125580)

	 FORMCHECKBOX 
 ISSUING HOT WORK PERMITS (Qual # - 126024)

 FORMCHECKBOX 
 ELECTRICAL WORKERS COMPETENCY (Qual # - 124160)
· INCLUDING ARC FLASH (Qual # - 124161)
 FORMCHECKBOX 
 FIRE EXTINGUISHER (Qual # - 126022)

	  /  /2011
	  /  /2011
	  /  /2011 -   /  / 2011


The minimum induction requirements for access to site are:

· RTIO HSE Induction

· Site Specific Orientation (to be arranged by the person authorising your entry to site)

You may require additional qualifications depending on the work you will undertake on site.  

No work is to be undertaken on site without the appropriate inductions.

Any exceptions to this must be approved by the Divisional General Manager and a plan developed to manage the risks.

RTIO HSE Induction Refreshers:

· Employees & Lvl 1 Contractors through Prospect / About Me / My Learning 

· Contractors – Through the internet  https://riotintocorporate-lcec.lrn.com/ 
· Log-on: use your SAP ID (add preceding zeros so it is an 8 digit number ie 00123456) 
· Password (welcome1) 

· Printer (to print certificate).  
 COMPANY DETAILS ** Company Details section must be completed**
	NAME OF COMPANY
	     

	NAME OF CONTACT
	     

	ADDRESS      STREET
	     

	                    SUBURB
	     
	STATE      
	POSTCODE       


BILLING DETAILS
Charge To
(Please tick below)
	 FORMCHECKBOX 
 CONTRACTOR
	 FORMCHECKBOX 
 RIO TINTO
	 FORMCHECKBOX 
 EXPANSION PROJECTS


Method of Payment

	 FORMCHECKBOX 
 PURCHASE ORDER

(Please quote below)

     
	 FORMCHECKBOX 
 SERVICE ORDER

(Please quote below)

     
	 FORMCHECKBOX 
 COST CENTRE

(Please quote below)

     


(If also faxing, please fax to (08) 9379 9888)  ** Authorising Officer section must be completed**
	NAME OF AUTHORISING OFFICER:
	     

	         PHONE NUMBER:
	     

	         FAX NUMBER:
	     

	         ADDRESS:
	     


If paying by credit card please fill in below (Use only where booking training with an external provider):
	Card Holders Name:
	     


Card Number:
 /  /  /  /    /  /  /  /    /  /  /  /    /  /  /  /
Verification Code:
 

 FORMTEXT 
 

 FORMTEXT 
 
Expiry Date:
  /   
	 FORMCHECKBOX 
 VISA
	 FORMCHECKBOX 
 MASTER CARD
	 FORMCHECKBOX 
 AMEX


Card Type: 
	Postal Address or Email to send receipt:
	     


CANCELLATION TERMS & CONDITIONS

Perth, Dampier & Wickham
Non attendance or cancellation within 2 working days will incur full cost

NOTES:
Why do we need to fill out a Training Request Form (TRF)?

· The TRF provides Rio Tinto with a record of who has attended each of their courses.

· It provides an avenue to invoice both RTIO and contractors for the courses they have attended.

· It provides a signed record of who authorised the attendance at the training.

· It enables AVELING to upload qualifications on to the LMS system.  LMS is the Learning Management System that holds the qualifications of all personnel within the system.

Who has to bring a Training Request Form to Rio Tinto course?

· Every person who attends a Rio Tinto course must bring a completed TRF with them.  This does not mean all sections must be filled out as some sections are not applicable to some people.

Where can I get a SAP Personnel Number from?

· The SAP Personnel Number is a mandatory field.

· The RTIO person who is giving the authorisation for a person to enter site is the person authorised to arrange the SAP number.
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