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How to Issue Inductions for ICC Sydney Venues

(ICC Sydney & The Cutaway)
Step by Step Guide

NOTE: This guide only applies if your company is already registered on ICC Sydney’s
Rapid Global system

All workers MUST have completed the applicable online venue induction BEFORE
arriving to ICC Sydney venues
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1. Overview

This document provides a step by step guide of how to issue and manage worker inductions on ICC Sydney’s online
Induction and Contractor Management System, Rapid Global.

ICC Sydney operates two venues; ICC Sydney and The Cutaway. All workers must complete the venue specific online

induction for the ICC Sydney venue they are working at.

ICC Sydney, 14 Darling Drive, Sydney NSW 200

The Cutaway, 5 Towns Place, Barangaroo NSW 2000

Company
Administrator

logs into the
system

Keys as required
for each
employee/sub-
contractor

Induction Key to
complete online
induction(s) is
system generated
and emailed to
the individual

Individual
successfully
completes
induction(s)
online

provide proof o
Induction via
Rapid Access App
or Rapid Access
Terminal

It is the responsibility of the contractor company to ensure that all their workers and/or subcontractors that will be working at
ICC Sydney venues have completed the applicable ICC Sydney online induction before arriving on-site.

1.1. On-Site Requirements

When arriving to an ICC Sydney venue, workers are required to sign in to site, either through a Rapid Access induction
terminal or Rapid Access mobile app. If the induction has not been completed, the system will not allow the worker to sign
in, and the worker will not be permitted to enter.

The induction cannot be completed on a Rapid Access induction terminal; it must be completed online.

To enable a quicker sign in process, it is recommended that all workers download the Rapid Access mobile app for a digital
sign in. The mobile app only works if the induction has already been completed online by the worker.

The Rapid Access mobile app will allow you to sign in to ICC Sydney venues when you are on-site, using location services.

< Select a Site

Welcome to the Rapid Access App. 7 4 b
Sites found nearby

ng your details in the

@ RapidAccess
Rapid Access App ) -
, B

| Eo‘o;h Play [ A‘;‘)’p“é‘t’d’r‘e Australia and New Enter Site
Zealand

Scan Site QR Code
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2. Contractor Queries

To assist contractors in meeting ICC Sydney venues induction requirements, the following contact points are available.
2.1. Technical Support Queries

All technical queries should be referred to the Rapid Induct Client Services Team.

Examples of these types of queries may include how to use the Contractor Management System, Induction Key queries,
computer settings, etc.

Call: 1800 307 595, 8.30am — 6pm, Mon - Fri (AEST)
For callers outside of Australia call: + 61 8 8405 1100

or via email: support@rapidglobal.com

2.2. Other Queries

For operational issues or system issues please email inductions@iccsydney.com or cutawayinductions@iccsydney.com as
applicable.

Examples of these types of queries may include changing the main company administrator, course content queries,
documentation questions, and information regarding site access, general emergency information or workplace health &
safety.
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3. How to Issue Inductions to Workers

3.1. Login to Rapid Global

Login to Rapid Global using the following link: https://my.rapidglobal.com/account/logon

Enter your email address and then your password - If you can’t remember your password, then select “Forgot / Reset
password”.

> Rapid
Welcome to MyRapid Portal

Log in to continue

EMAIL ADDRESS OR MOBILE *

Forgot/reset password

Need help?

3.2. Access the Contractor Portal (Green page)

1. After logging into Rapid Global, click on the ‘Contractor Company Administrator / Rapid B2B’ option to be taken to
the client portal.

> Rapid wr
| want to signin as ... ‘
(W

Admin Trainee / Worker Contracting company administrator /
B2B
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2. Click on the ICC Sydney tile to be taken to the Contractor Portal (Green page).

> Rapid

Action Required
My Documents
Check Documents
My Workers

My Contractors
Client Visits
Credit Risk

Rapid Go

Work Orders

@D WMPER B ©DOD

Pricing

What New Features Would
You Like?

ctor is an evolving product
gned to help you manage
compliance within your business more
efficiently and effectively.

My Client Portals

IcC.
SYDNEY «

ice Sydney

My Business

Action Required

COMPANY INFORMATION 0
Pending Documents

COMPANY INFORMATION 0
Pending Forms

. COMPANY INFORMATION 0
No Dacument
WORKERS 208
Require Reinduction

. CLIENT 208

Actions for ICC Sydney

View Details —

COMPANY USER

(7] No documents found

@ Dashboard view ~

Additional functions

‘Add an induction
key

My Documents

View Details —

3.3. How to Issue the Induction to New Workers

Every worker will need to be sent an individual Induction Key to complete the induction for the ICC Sydney venue they are
working at. Each worker will require their own email address to create their own Rapid Global account. Each Induction Key
is unique and will only work for one worker.

Once you have accessed the Contractor Portal (Green page), follow the below steps to issue Induction Keys to new
workers. See Section 3.2 for instructions on how to access the Contractor Portal (Green page).

1. Click the ‘Issue a New Induction Key’ tile.

Izc.

SYDNEY

r—
@ RapidContractor
0F Dashboard

Inductee v

Inductee Records
Issue Induction Key

Worker Documents

E Company v
Company Documents
Insurance Documents
Safety Documents
Other Documents
E-Forms
Company Details

Additional Administrators

Type of Work

g Resources

Issue a New Induction Key

0 pending documents

[ want to...

=y ot
74 R

Update Company Documents

3 additional administrators

[cous] O &-

Add Additional Administrators
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2. Enter the first name, last name, and email address of the worker.

e (eow] © &-

SYDNEY
 RapidContractor
Nerdoenent
0F Dashboard
® e . Issue Induction Key
Inductee Records "
STEP 1 - Inductee role and location STEP 2 - Courses, documents & forms
Issue Induction Key
‘Worker Documents
Issue induction key to New Inductee v
=] Company PN
(] Resources Inductee Details
First Name Enter inductee's first and last name as it appears on inductee's
identification document
Last Name
Inductee Email

3. Under ‘Location’, click ‘Select Site’, a pop up will appear. Tick the ICC Sydney venues the worker is required to be
inducted to, then press ‘Save’.

Select Site

NSW
Exhibition Centre The Cutaway
ICC Sydney

4. Once all sections have been completed, click ‘Proceed to Step 2’ to continue.

e [emm] © &-

SYDNEY
@ RapidContractor

OF Dashboard

Inductee v

Inductee Records

Issue Induction Key

STEP 1 -Inductee role and location STEP 2 - Courses, documents & forms
Issue Induction Key
Worker Documents
Issue induction key to New Inductee s
=) Company ~
[E] Resources Inductee Details
Enter inductee’s first and last name as it appears on inductee's
First Name First Name identification document
Last Name Last Name
Inductee Email InducteeEmail@address.com
Location
Site(s) NSW

ICC Sydney = The Cutaway

Select Site

Proceed to Step 2 «
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5. The courses that will be assigned to the worker will be shown under ‘Assigned Courses’. Click ‘Issue Induction Key’
on the bottom right of the screen to send the Induction Key to the worker.

The worker will receive an email from Rapid Global with the unique Induction Key and instructions on how to complete the
induction.

Depending on security server settings this will come through as a ‘No Reply’ email from Rapid Global, this could also go to
junk mail.

<& o &
@ RapidContra ctor

OF Dashboard

Issue Induction Key

Inductee v
Inductee Records
Issue Induction Key STEP 1 - Inductee role and location STEP 2 - Courses, documents & forms
Worker Documents
=3 company -~ Courses
El Resources Assigned courses v

Inductee needs to complete below courses to be able to work at selected site(s)

Course Name Priority Active From Active To Reinduct

The Cutaway Induction 0 28 Jul 2026 25 Nov 2026 1 Year

ICC Sydney Event Contractor Induction 1 28 Jul 2026 25 Nov 2026 2.0 Years
Documents v
No Documents need to be assigned!
Forms v
No Forms need to be assigned!

6. Repeat Steps 1-5 to issue Induction Keys to all workers and/or subcontractors that will be working at ICC Sydney
venues.

It is the responsibility of the contractor company to ensure that all their workers and/or subcontractors that will be working at
ICC Sydney venues have completed the applicable ICC Sydney online induction before arriving on-site.
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3.4. How to Issue The Cutaway Induction to Existing Workers

Workers that have already completed the ICC Sydney induction will need to complete a separate The Cutaway induction to
access The Cutaway venue at Barangaroo.

Once you have accessed the Contractor Portal (Green page), follow the below steps to issue The Cutaway induction to
existing workers. See Section 3.2 for instructions on how fo access the Contractor Portal (Green page).

1. Select ‘Inductee Records’ from the drop-down menu on the left side of the screen. You will be taken to the ‘Inductee
Records’ page.

o Gem] © 2-

r—
& Rapid Contractor
08 Dashboard

l | want to...

Inductee Records
Issue Induction Key

Worker Documents

O+ — ||l %

= 05"
oL =)o

Issue a New Induction Key Update Company Documents Add Additional Administrators

=3 Company -~ _—

g Resources

0 pending documents 3 additional administrators

2. On the ‘Inductee Records’ page, you will be able to manage the inductions of all workers registered under your
company. The top row allows you to view your workers under the different induction status filters.
o Non-Compliant = Worker has not completed an assigned induction course
e Compliant = Worker has completed all assigned induction courses
e Unused Induction Keys = Workers that have not created a Rapid Global profile
e Deactivated Inductees = Workers deactivated by you (the administrator)

Use the search function to find the existing worker required to be inducted to The Cutaway.

Once the existing worker’s profile has been located, click the ‘Add Location’ button in the same row on the right side
of the screen.

~
£ o 2
” z
& RapidContractor
OF Dashboard
i Inductee Records Q &
Inductee Records
Non-Compliant Compliant Unused Induction Keys Deactivated Inductees

Issue Induction Key
2299 Records

Worker Documents

=] Company ~ Compliant
@ Resources .
Name Sub-Contractor Induction Key Issue Date Status

PENMNHSVKK 08/10/2025 COMPLIANT

PESVHBDJIT 08/10/2025 COMPLIANT

PEYGXCBC84 02/09/2024 COMPLIANT
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3. You will be taken to the ‘Issue Induction Key’ page, with the existing worker’s details pre-filled. Under ‘Location’,
click ‘Select Site’, a pop up will appear.

IcC.

SYDNEY
@ RapidContractor
OF Dashboard

Inductee v

Inductee Records
Issue Induction Key
Worker Documents
=] Company ~

El Resources

Issue Induction Key

STEP 1 - Inductee role and location

Issue induction key to

Inductee Details

Inductee Name

STEP 2 - Courses, documents & forms

Existing Inductee

Inductee Email
Location
Site(s) NSW
1CC Sydney x

Gom) © 2-

Proceed to Step 2

Tick ‘The Cutaway’ box, then press ‘Save’.

Se

lect Site

NSW
Exhibition Centre
ICC Sydney

The Cutaway

Cancel

4. You will see that ‘The Cutaway’ venue has been added to ‘Location’. Click ‘Proceed to Step 2’ to continue.

@ Resources

Inductee Details

Inductee Name

Inductee Email

Location

Site(s) NSW
1CC Sydney x  The Cutaway =
Select Site

Proceed to Step 2 «
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5. The Cutaway induction course will be shown under ‘Assigned Courses’. Click ‘Save’ on the bottom right of the
screen to issue The Cutaway induction to the existing worker.

The worker will receive an email from Rapid Global advising they have been assigned the new The Cutaway induction
course to be completed.

Depending on security server settings this will come through as a ‘No Reply’ email from Rapid Global, this could also go to
junk mail.

The existing worker will need to login to their existing Rapid Global account using their existing email, and complete The
Cutaway induction course assigned to them before arriving at The Cutaway.

it o 2-
@ RapidContra ctor

0F Dashboard

Issue Induction Key

Inductee v
Inductee Recerds
Issue Induction Key STEP 1 - Inductee role and location STEP 2 - Courses, documents & forms
‘Worker Documents
=3 Company A Courses
@ Resources Assigned courses v

Inductee needs to complete below courses to be able to work at selected site(s)

Course Name Priority Active From Active To Reinduct

The Cutaway Induction 0 28 Jul 2026 25 Nov 2026 1 Year
Completed courses COMPETENT A
Documents v
No Documents need to be assigned!
Forms
No Forms need to be assigned'

Backto Step 1 m

6. Repeat Steps 1-5 to issue The Cutaway induction to all workers and/or subcontractors that will be working at The
Cutaway.

It is the responsibility of the contractor company to ensure that all their workers and/or subcontractors that will be working at
The Cutaway have completed The Cutaway online induction before arriving on-site.
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3.5. How to Re-Induct Expired Workers

The induction will expire within a certain period of time (generally 1-2 years) and will need to be completed again. You will
be notified of expired inductees on the Contractor Portal Dashboard (Green page). Follow the below steps to re-induct
expired workers.

1. Click the green ‘Update’ button next to “You have Expired Inductees’. You will be taken to the ‘Inductee Records’
page.

IZC :

Lo @ English v

=t © 3
[} RapidContractor

08 Dashboard

Inductee A

=] Company ~

[ want to...

(£] Resources (@] ¥ =|ll= 00"
Lies vy =

Issue a New Induction Key Update Company Documents Add Additional Administrators

0 pending documents 3 additional administrators

Action Required

@You have Expired In@ «

2. Click on the ‘Reinduct U ’ button if the worker will be returning to ICC Sydney venues and requires a compliant
induction.

If the worker will no longer be returning to ICC Sydney venues, they can be deactivated. To deactivate a worker, click on the
‘Deactivate © ’ button. You will be asked to confirm your action.

~
5 © -
& RapidContractor
OF Dashboard
© e Inductee Records K al &
Inductee Records
Jssue Induction Ke Non-Compliant Compliant Unused Induction Keys Deactivated Inductees
L 1423 Records
Worker Documents
F=] company -~ Non-Compliant

@ Resources
Name Sub-Contractor Induction Key Issue Date Status

= @
13/10/2023 EXPIRED

14/10/2022 EXPIRED
06/10/2023 EXPIRED

04/11/2023 EXPIRED
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3. After clicking the ‘Reinduct U ’ button, you will be taken to the ‘Issue Induction Key’ page and the worker’s details
will be pre-filled. Add any additional ‘Location’ sites as applicable, then click ‘Proceed to Step 2’ to continue.

ieC. Gom) © o

SYDNEY
@ Rapid Contractor
0F Dashboard

@ wductne . Issue Induction Key

Inductee Records

STEP 1 - Inductee role and location STEP 2 - Courses, documents & forms
Issue Induction Key
Worker Documents
Issue induction key to Existing Inductee v
E Company ~
[E] Resources Inductee Details
Inductee Name v
Inductee Email
Location
Site(s) NSW

1CC Sydney »  The Cutaway x

Select Site

Proceed to Step 2

4. Click ‘Save’ on the bottom right of the screen to re-induct the worker.

The worker will receive an email from Rapid Global advising they need to complete the induction(s).

The existing worker will need to login to their existing Rapid Global account using their existing email to complete the
induction(s).

<5 o 2
(] RapidContractor
0F Dashboard

Inductee v

Inductee Records

Issue Induction Key

Issue Induction Key STEP 1 - Inductee role and location STEP 2 - Courses, documents & forms
‘Worker Documents
=] Company ~ Courses

@ Resources Assigned courses v

Inductee needs to complete below courses to be able to work at selected site(s)

Course Name Priority Active From Active To Reinduct
The Cutaway Induction 0 29 Jul 2026 26 Nov 2026 1 Year
ICC Sydney Event Contractor Induction 1 29 Jul 2026 26 Nov 2026 2.0 Years
Documents v

No Documents need to be assigned!

Forms

No Forms need to be assigned!

B oS =

5. Repeat Steps 1-4 to re-induct or deactivate all expired workers and/or subcontractors.
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