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Step by step - Navigate in workplace introduction
Version: 1.2

- = A - :
;l‘l YY'! _? 7y il g ___? A

Step by step - Navigate in workplace introduction

The first part addresses our values and General conduct and safety rules. When you
have completed Part 1 and been approved, you will move to Part 2 Your workplace,
which is a workplace-specific introduction. Part 2 is to be completed before each Skanska
workplace you will be working on.

The manual contains:

Navigate in the workplace introduction - step by step
Part 1. Values and conduct and safety rules
Part 2. Your new workplace

Trouble shooting
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Navigate in the workplace introduction - step by step

Part 1. Values and conduct and safety rules

To be approved on Part 1, you must go through all sections and confirm that you have
read and understood Skanska Sweden's values and the General Conduct and Safety
Rules. The validity period of Part 1 is one year from the date you were approved. You will
find the validity period under the section Welcome to Skanska and our workplaces!

The main principle is to scroll through the introduction, read and understand the texts and

click on the boxes that contain additional texts.

The first step is to watch the movie. You start
the movie by clicking the play button.

Tip! If you perform the introduction on a cell
phone, hold it in the landscape position and the
movie screen will be larger.

Watch the film, scroll down and read the
contents of the section We bring our heart to
work!

Tip! If you think the text is too small, hold the
phone in landscape mode or zoom using your
fingers by holding them on the screen and
dragging outwards.

To continue click on the boxes.

We want you to thrive and feel welcome with us!

Watch the film, which gives you a brief introduction to Skanska and the importance of
complying with our values and our Code of Conduct and safety rules.

We bring our heart to work!

Have you thought that accidents and il heaith can be
caused by our decisions and actions? It is therefore
important that we plan together to achieve the right
conditions to carry out the workin a healthy and safe
way. We work safely or not at alll

At Skanska we have an INClusive culture where everyone
thrives and does its best We want a culture where we

eare about each other, take an individuol and shared responsibility for everyone doing well
and not being injured at work.

We also take responsibility for our future. By including environmental, climate and social
sustainability in every decision, we reduce our emissions and environmental impact and
build a better society.

Skanska's Code of Conduct and safety rules show how you are expected to behave in your

day-to-day work. Together we take responsibility that we all thrive, get on well and go
home safely after a day at work.

Click the boxes to read more
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Click on the box Our values, four more boxes
are folded out. Each box contains one of
Skanska's four different values.

Also click on these boxes to view the content.
When you have read the contents, the box will
be marked with a check mark in the upper left
corner.

When you have read the contents of all four
boxes under Our values, the blue box will also
be marked with a check mark. This check
mark indicates that you have completed the
section Our values and you can scroll on to the
following section.

The next step is to go through Rules to protect
us and Rules to help everyone to thrive. These
two sections contain General Conduct and
Safety Rules. Click on the box Rules to protect
us.

Click the boxes to read more

Better together Commit to Customers

e
s

~ CareforLife ‘Act Ethically and Transparently

We care for life of people and the environment.

We work safely, or not at all. We never walk by

if we notice unsafe actions. We support health

and well-being. We promote green solutions

and conduct our operations in a green way. We -
are accountable to future generations.
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When you click on the box Rules to protect us, a
number of icons dropp down. Each icon
contains parts of Skanska's rules of order and
protection

Click on the Icons to view the content. When
you have read the contents, the icon will be
marked with a check mark in the upper left
corner.

Rules to protect us

[[Cick the cons to

Personal i idents and cri:
equipment
/ :
s
Environmental incidents Never pass by

Rules to protect us

# Go through the work preparation and remind yourself of the safety measures
that apply.

 React to changes.

+ Actso that no one or nathing is harmed by what you do.

that all work must be ssed for risk and For work that
involves risk, a written work preparation is always required.

SKANSKA
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When you have read the contents under all the
icons in the section Rules to protect us, the blue
box will also be marked with a check mark.
This check mark indicates that you have
completed the section Rules to protect us and
you can scroll on to the following section.

Click on the box Rules to help everyone to
thrive.

Click through all the icons to read the content
and check that all icons and the box are marked
with a check mark.

When you have gone through all the parts, a
receipt text will appear. Read the content before
checking the check box | have have read and
understood the content.

Rules to protect us

()

Click the icons to read more

v v

00
‘ale

[>

Risks Commeon working methods

<D
+[)

Personal protective Accidents and crises
equipment

N
'i.—_|

Environmental incidents Never pass by

Rules to help everyone to

Rules to help everyone:
thrive

Click the icons to read more

You have now completed the Skanska workplace introduction Part 1. You must now check the
Jmgbelow to proceed to Part 2 - the workplace-specific introduction,

1ave read and understood Skanska Sweden's values and General conduct and safety
Tules. I will follow them so that the workplace is safe and healthy for everyone who
Works there.
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You know you've been approved when a blue
Pop-up box becomes visible. If you want to
move on to Part 2. Your new workplace for
completing the introduction for the workplace
you will be working on, click on the box Go on to
part 2.

Part 2. Your new workplace

SKANSKA
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Now you have taken note of our values and the culture we
want to have at Skanska.

To have safe and pleasant workplaces takes courage and

commitment from all of us. Find your new workplace and click
"register me" to go to the workplace-specific section.

Continue to Part 2

Part 2 Your new workplace must be completed before each new workplace you will be
working on. Each workplace is unique and therefore the content will be adapted to the

workplace that applies.
N Part 2. Your hew workplace
To be able to complete the specific workplace

part, search for the workplace by filling in the
name of the workplace in the search field
Search for the name of the workplace.

That is, the workplace name you have received
from either your boss or the workplace
management.

Start by searching for the workplace introduction for your new workplace. You can
search and select the name of the workplace or enter the code for the workplace.

Older workplaces

Part 2. Your new workplace

Start by searching for the workplace introduction for your new workplace. You can
ssarch and select the name of the workplacs or enter the cods for ths workplace.

If you have received a code instead of the
workplace name, enter it in the search field |
have a code and click on the magnifying
glass.

Older workplaces

Start by searching for the jon for your new You can

search and select the name of the workplace or enter the code for the workplace.

Once you have found your workplace, click on
the link Register me.

Skanska ESS (European
Spallation Source)

Register me
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Your workplace is under the heading Older
workplaces. It will remain there until the day the
workplace closes, so you will easily find it if you
want to go back to it after you have completed
the introduction. To complete the workplace-
specific introduction, click on the link Go to the
workplace-specific introduction.

A new tab opens in the browser where you are
welcomed. Click the box Start.

Tip! If you think the text or the images are too
small, hold the phone in landscape mode or
zoom using your fingers by holding them on the
screen and dragging outwards.

A new field with the content of the Introduction
is unfolded. Read the text under the heading
Content.

Then click on the Chapter you want to start
with. The orange exclamation mark after each
Chapter indicates that you have not completed
the chapter in full.

Older workplaces

Skanska ESS (European
Spallation Source)

Go to the workploce-specific
ntroguction

18]

Hello Kalle

Welcome to Skanska's workplace introduction, which will give you
important information about what applies at your new workplace. You
must undergo this workplace introduction before entering the workplace.

Skanska ESS (European Spallation Source)

Content

To be approved, you must go through each chapter: take note of content and
then complete the chapter by answering a statement. If you have worked at
Skanska before, you recognize the layout. Keep in mind that all chapters still
must be done because each workplace is unique.

The workplace introduction contains the following chapters. Click on a
chapter to get started

I New at the Workplace o I The workplace in brief o

Risks in the Workplace: 0 Think sustainably 0
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Chapter New at the Workplace

The main principle is that you scroll through the
chapter, read and understand the content.

When you get to the last section We care about
each other!, click on the box We have tip for
you! and read the contents. Then tick the box |
have read and understood the content...

When the exclamation mark after the chapter is
changed to a green check mark, you are
approved and can continue to the next chapter

Chapter The Workplace in brief

The main principle is to scroll through the
chapter, click on pictures, boxes and icons, and
read and understand the content.

SKANSKA
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Log out

o Tt » S o —

New at the Workplace

Do you know what applies for registration and
authorisation at the workplace, and who the health and
safety officer is at your workplace? Read through the
content and finish with the section We care about each
other.

At 06:05 somewhere in Sweden

The first day at a new place of work is often full of impressions. Itis a new
‘environment and some practical questions need answers. What does the
work look like?

But life outside work can be a distraction. Maybe something related to
your private life, a bad morning or some worries are getting to you?

| cm—

I have read and undersiood the content of the section New at the workplace.

I New at the Workplace

I The warkplace in brief 0
@

Risks in the Workplace Think sustainably (1]

The workplace in brief

t a2
a e
Ny w

Do you know the working hours of the workplace, what to
do and what specific rules apply here? Click on icons
and pictures to see the content and finish with the
section We care about each other.

N
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Stagsgérden 6 7 " B

egarden 6,116 48 Stockhoim

In the map mode, you use the plus and minus

characters to zoom in and out. <
Belimanhuset @
= :
2
Scope of the project:

When you click in the yellow box with the
heading Scop of the Project / Scope of
workplace / Scope of the contract, it turns
around and you get access to information.

Click here

Pictures from the project:

By clicking on the arrows, you can scroll
through the pictures.
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In the section How we communicate, click on
the boxes to access the information.

When you have read the content under all the
boxes in the section How we communicate, the
boxes are marked with a check mark. The
check marks indicate that you have completed
the section and you can scroll on to the
following sections.

To view the content in the section How we work,
click on the icons.

When you have read the contents under each
icon, they will be marked with a check mark.
The check marks indicate that you have
completed the section and you can scroll on to
the following sections.

How we communicate

Click the baxes to read more

= |Ju

How we communicate

Click the boxes to read more

i

Find informati¢h m

Important safety information can be
found on Safety Notice boards on
site. Site specific safety introduction
will be provided before start of work:
onsite.

How we work

Click the icons to read more

o © |0

Customer relations

n
o X,
@ ‘ala

Schedule Working method

How we work

Click the icons to read more.

Customer relations

A specific safety introduction will be provided on site before entrance
to work areas is allowed. Further important information regarding your
work will be given at arrival

SKANSKA
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When you get to the last section We care about
each other!, click on the box We have tip for
you! and read the contents. Then tick the box |
have read and understood the content...

When the exclamation mark after the chapter is
changed to a green check mark, you are
approved and can continue to the next chapter.

Chapter Risks in the Workplace

The main principle is that you scroll through the
chapter, click on pictures and boxes, and read
and understand the content.

To view the content under the section Risks in
the Workplace, click on the boxes.

2021-12-157

At 09:45 somewhere in Sweden
The truck is coming. A person stands and directs.. It is a difficult place for

trucks to get into.... Has the driver received any information about the
location? Should | say something?

I have taken note of and understood the content of the section The workplace in brief.

I New at the Workplace

(V] I The workplace in brief

©

Risks in the Workplace (1] Think sustainably 0

j
|
A
]
K
3
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Risks in the Workplace

e = Al
I B 3
Lo T b ea

Are you aware of what risks there are in the workplace, where they occur
and who is the contact person? Click on the risks to see the content and
finish with the section We care about each other.

Risks in the Workplace

we need help. Allwork operaitions shall be isk assessed and

injured.

‘work preparations or other instructions.

in prope

©

SKANSKA
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Each box contains information about the risk. By
clicking on the Headings Where does the risk
occur?, What are the protection and safety
measures? and Who is the contact person?, you
will have access to additional information about
the risk.

When you have read the contents under each
box, they will be marked with a check mark.
The check marks indicate that you have
completed the section and you can scroll on to
the following sections.

When you get to the last section We care about
each other! click on the box We have tip for you!
and read the contents. Then tick the box | have
read and understood the content...

When the exclamation mark after the chapter is
changed to a green check mark, you are
approved and can continue to the next chapter.

SKANSKA
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Did you know that many accidents occur
when using lifts?

Accidents invelving lifts can cause severe injuries.

ou must have artraining and your employer's written
permission that shows that you are autherised to use the
fft.

Cherry pickers must be fitted with anti-rapping devices.
Working alone is not permitted. Ensure that there is
collzague nearby who can lower the [itin case of an
emergency.
‘You must always use personal fall protection equipment:
wihen using o cherry-picker
vihen Using a scissor IF/pIar i if not allrisks of

tipping orfalling out of the ift have been completely
eliminated

whenworking with a chainsaw in the lft regardless of
the type of lft.

Remember that if you need to use fall protection
equipment, training is required.

Where does the risk occur?

test

What are the protection and safety measures?

Who is the contact person?

Risks in the Workplace

places, we need help. All work operations shall be risk
Remember that for all serious work environment risks

that you or others

your work properly and safely. You and
measures

everyonein o topx 10 the following

e e o

At 13.29 somewhere in Sweden

Itis the last day before stage 3 should be completed. Most
things are in place and it s soon time to go home. A truck
comes in. What, a delivery now? Who is going to unload it?
The mobile crane operator has gone home, and unloading
is done with the aid of the truck's crane, which is not OK.

(@ 1 have taien note of the risks found in the workplacs and will bs aware of the risks and work on protective
messures.

(@ Ihove noted that Imust myself ensure that | get a review of the site loyout plan and potential risks before | go
into the workplace

I New at the Workplace (V] I The workplace in brief (V]

@ Think sustainably

Risks in the Workplace:
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Chapter Think sustainably e e =i =
The main principle is that you scroll forward in
the chapter, click on the green fields with a Think sustainably
white arrow on the right side. These fields are
not available in all Workplace Introductions.
1 sa

When you click on the green fields with an arrow
in, additional content unfolds. Read the
content and then scroll on.

When you get to the last section We care about
each other! click on the box We have tip for you!
and read the contents. Then tick the box | have
read and understood the content...

When you have gone through the entire
introduction with approved results, a Pop-up box
will appear confirming that you are ready and
approved. From this box you can choose to log
out by clicking on the box Log out or return to
the introduction by clicking on X in the upper
right corner.

Do you know how we work with climate, environmental and social
sustainability in the workplace? Click on the questions to see the
content and finish with the section, “We care about each other”.

Green and fossil-free workplace

Do you know what distinguishes a green workplace?

Green and fossil-free workplace

Do you know what distinguishes a green workplace?

place” respectively
‘own eco-label for workplaces.
Green workplace means that the environmental work in the workplace is
performed with a higher degree of ambition.

‘The Green workplacs classification s divided into three levels, Gold, Silver
and Bronze.

At 15.50 somewhere in Sweden

Finally time to start rounding off the day. Oh no, looks like the excavator has
started leaking oil. Not to worry, it's not a lot - we can take care of that tomorrow,
both you and your colleagues want to go home.

We have a tip for you!

I have taken note of and understood the content of the section, “Think sustainably™

I New at the Workplace I The workplace in brief

Risks in the Workplace Think sustainably

®

Now you have finished the
introduction.

Thank you for helping us to have a sofe and secure place to
work. Welcome to Citygate.

Click "Log out” to finish the introduction.
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Trouble shooting

Part 1. Values and conduct and safety rules

I can not move on to Part 2 Your new workplace, what am | doing wrong?

To proceed to Part 2 Your new workplace, you must have gone through all three
chapters, Our values, Rules for protecting us and Rules to help everyone to thrive, and all
the sections under each chapter. You also need to confirm that you have read and
understood the content.

Click the boxes to read mare

1. Check that all chapters are marked with a ke (U
check mark in the upper right corner.

2. If the chapter is not marked with a check
mark, make sure that the sections below
the chapter are marked with a check mark. e
If a check mark is missing on the icon, it v v

indicates that you have not completed the o Q
section. A H

3. |f a” Chapte rs and SeCtionS have a Check You have now completed the Skanska workploce introduction part 1 You must now check
the box below to proceed t part 2 — the workplace-specific introduction.
mark, make sure you ticked the recei pt that | have read and understood Skanska Sweder's values and conduct and safety rules |
wil follow them so that the workplace s safe and hedlthy for sveryone who warks
comes up at the bottom when you have

finished all the sections and chapters.

4. If you still not can move on to Part 2 Your new workplace, contact Skanska's Service
Desk tel. No. +46 77-125 00 25.

How do | know I'm done with Part 1 Values and conduct and safety rules?

Now you have taken note of our values and the culture we
want to have at Skanska.

Whe n yOU haVe com p Ieted part 1 and are To have safe and pleasant workplaces takes courage and
. commitment from all of us. Find your new workplace and click
approved , a b I ue pOp-U p bOX Wi I I ap peal’ . "register me" to go to the workplace-specific section.

Continue to Part 2
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How do | know when the validity period of Skanska's workplace introduction Part 1
Values and conduct and safety rules expires?

2 o V)

Click n the lis to switch language

At the bottom of the body text belonging to the el L TR o i A ;’f .2
Introduction to the workplace introduction, will T s
you find the date when the validity period G

expires? w:ll_ﬁglr:(e: e1:5(,)!Skunsk¢:| and our

Before you start work in the workplace, you need to go through a two-part
introduction.

The first part contains our values and conduct and safety rules. The second
partis workplace specific and must be completed before you arrive at the
workplace:

To be approved on part 1, you must go through all sections and confirm that
'you have read and understood Skanska Sweden's values and the conduct
and safety rules. On the first day at a new workplace, the production
management will make sure you have understood

You must pass part 1 to move on to part 2. The validity period of part 1is
one year from the date you were approved. Once the validity period has
expired, you must redo part 1 to access part 2

Valid until 2024-01-11.

Part 2. Your new Workplace

How do i find the specific workplace introduction i need to do in Part 2 Your new
workplace?

1. If you have the name of the Workplace:

1.1. Enter the name of the workplace you
have received from work management
in the search field.

1.2. When you have found your workplace,
click on Register me. |

1.3. 1.3. If you cannot find your workplace, ”m
contact your workplace management
for assistance.

he name of

Older workplaces

1.4. If you have already registered, it will
end up under the heading Older
Workplaces. Click on the link Go to the
workplace-specific introduction to
start the introduction. Citygate

I Go to the workplace-specific introduction I

Completed

SKANSKA
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Part 2. Your new workplace
2. If you have a code:

Enter the Code in the SearCh fleld | haVe a Start by searching for the workplace introduction for your new workplace. You can
. . } ssearch and select the name of the workplace or enter the code for the workplace.

code and click on the magnifying glass

next to the search field. Then follow the

steps from point 1.2 above.

Older workplaces

What do | do if | get a message with the text Unfortunately couldn’t find any
workplace introduction with that name or Unfortunately couldn’t find any
workplace introduction with that code when | search for the workplace with the
name of the workplace or with a code?

Start by searching for the workplace introduction for your new workpiace. You ean search and select the name of
the workplace or enter the code for the workplace.

Contact the workplace management for help

olup Q
and ensure that you have received the correct
information.

Unfortunately we couldrit find any workplace introduction with that code.

How do I know I'm done and approved with Part 2 Your New Workplace?

When you have completed part 2 and are Now you have finished the
approved, a blue pop-up box will appear. introduction.

Thank you for helping us to have a safe and secure
place to work. Welcome to Rédabergsskolan

Click "Log out" to finish the introduction.

I will not be approved on part 2 Your new workplace, what am | doing wrong?

Check that all chapters are marked with a
green check mark on the right side. If a
chapter is marked with an orange exclamation
mark, it indicates that you have not fully
completed the chapter. The chapter list can be
found at the bottom of each chapter.

I New at the Workplace I The workplace in brief

Risks in the Workplace Think sustainably

SKANSKA
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4.

How we work

Click the icons to read more

v

If the chapter is marked with an orange Q@ v
exclamation mark, check that all sections m W ‘m
under the chapter are marked with a n-h

check mark. If a check mark next to the o oo N

icon or box is missing, it indicates that you |
have not completed the section.

specific safety introduction will be provided on site before entrance
to work areos s allowed. Further important information regarding your
work will be given at arrival

At 13.29 somewhere in Sweden

Itis the last day before stage 3 should be completed. Most
things are in place and it is soon time to go home. A truck

If all chapters and sections have a check s ey
. . is done with the aid of the truck’s crane, which is not OK.

mark, make sure you ticked the receipt

that comes up at the bottom when you CGE==E2D

have finished all the sections and
ChapterS . @ ! hove taken note of the risks found in the workplacs and will be aware of the risks and work on protective

measures.

[0 I hove noted that | must myself ensure that | get areview of the site loyout plan and potential risks before Igo
into the workplace

If you are still not approved, contact Skanska's Service Desk tel. No. +46 77-125 00
25.

SKANSKA



