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Introduction

The following guidance steps are intended to demonstrate the steps for applicants whilst using the Port Of
Dover’s (POD) website, in order to apply for access passes / parking permits for employees to access areas and
premises facilities.

Please use the following link to access the website to submit pass/permit requests and follow the link “CLICK
HERE TO REQUEST A PASS” Located at Operations tab of the website

http://www.doverport.co.uk/operations/gssat/
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OFERA-HONS / Permanent Dock Pass and GSSAT

HOME >> OPERATIONS > Permanant Dock Pass and GSSAT

PERMANENT DOCK PASS APPLICATIONS AND GSSAT

Access to certain areas of the Port is controlled by legislation under the International Ship and Port Fadility Security Code (ISPS)
and is regulated by the Department for Transport (Maritime Security and Resilience Division) - formerly TRANSEC.

The Port of Daver security permanent pass is subject to a number of conditions; one of these conditions is that the applicant must complete 2
‘Request a Pass’ using the link below.

In addition to this all requests must be supplemented by the completion of the General Safety and Security Awareness Training Programme
(GSSAT) at the tims of izsua of the pass and theresfter on 2n annual basis 3t the fim of renewal.

Once you have completed and passed both of these procedures your information is automaticzlly sent through w Port Reception [il.

On your arrival at the Port of Dover you will need to go to the Port Recaption [i] desk at the Passenger Terminal located in the Eastern Dodks for the
Dock Pass process to be completed,

Plezse remember  Dock Pass will anly be issusd with photographic proof of identification, i.2. 2 Driver's Licence, Birth Carficate,
Passport or Government Warrant Card, If you don't have any of the above please ring the Port Reception [i]. Please do not twn up at the
Port without one of these as you will nat gain access into the Port.

Before continuing, please refer to the main “Icon Keys” that will be used throughout the system to help in defining
the annotations.

leon key
' Felder
Mew Record

# Edat
B .
=

Expand

1|Page
V1



POD-Applicant’s User Guide

SECURITAS

Logging into the system

1) Enter the following web-address into your browser https://app.securitas.uk.com/DoverPort_PassLive
2) The following login page will appear. Enter the User Name and Password assigned to you then click on
the “Log in” button.

PassPermit Test - Access Control
Pass and Parking Perrnit

Log Im
User NEI‘HE:

WebDB v6.57 (using SecSOL)

Applying for Passes & Permits

Adding and saving the request record

1) Scroll towards the “Views” section and click “+” symbol to expand options and you will find “Pass Permit_A
“in the list, and then click on the “Folder” icon. You will then be presented with the “Pass Permit View”. Here
click on the “new record “icon.

You will be presented with a “New Application” view, here you are required to provide your personal details
along with request related details highlighted in red.

You can also view the T&C'’s for both passes and permits by clicking on “View Permit/Pass T&C’s” links as
highlighted below. (Note in order to receive your Pass application number an email address must be
provided on the form)

Depending on what type of application you choose to apply will depend on what information you will need to
complete.
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Application
Type: Access Pass & Parking Permit v

Purpose: Port Contractor v

Applicant
Detzils
Surname: Bloggs
Forename(s): Joe
Date of birth: 20/05/1989 |
Tie: Mr v

EMail: Joe.bloggs@email.com

Occupation: Cleaner

Home
Address
2 Chesnut Avenue,langley , -
Address: Berkshire.
Town/Ciy: Slough
Postcode: SL3 7DB
Employer
Employer: Acme Corp. v
Department: Cleaning v
Terms
and
Conditions

Agree to Pass TRC's? Yes v
View Pass T&C's

Agree to Permz T&C's? [ v
View Permit T&C's

2) By opting to view the T&C’s you will be directed to a new tab on the browser which will then load a
document as an online PDF. Once you have fully understood the T&C’s simply go back to your
application by clicking on the “Tab” opened before and make sure you choose “Yes” from the drop down
menus corresponding to your agreement towards the T&C’s.

" - - - - e
e St/ won-dove... D= i | ghwccam

| 528 &) ADInfo £ Web Slice Gallery v [ Reporting System - Home

HI PARKING PERMITS TERMS AND CONDITIONS
1. The allocated parking areas are owned by Dover Harbour Board (the Board).

2. Permits authorise holders to park in particular parking zones in connection with their stated business or duties only. No permit
authorises a vehicle to be parked in contravention of any traffic sign or road marking. Vehicles may only be parked in spaces specifically
marked for the purpose of parking vehicles and for no longer than the maximum time permitted for that particular area. The Board
reserves the right to change the allocation of parking zones with minimal notice. Issue of a permit does not guarantee the availability of
a parking space in the designated area.

3.  Only vehicles whose details are shown on the permit can be parked in the parking zones indicated on the permit. When changes of
Volaeso Soca e o Do pebiived o the Podk ReCeption; Eamein Oocka: Doves Sl o peivits vell e be bsteed fox the
te vehicle(s), subject to a charge in with 4 below. It is the the permit holder to ensure

St e detaita on the permits are conect.

4. A permit is valid only if the appropriate charge published in the Board's currentTariffs Book has been paid. A charge will be applied for
replacement of lost permits or amendment of permits.

S. A valid permit must be clearly visible and displayed on the front windscreen of the vehicle to which it refers at all times whilst the
vehicle is parked in any parking zones on the Board's premises.

6.  Permits remain the property of the Board. Permits that are no longer required should be returned to Port Reception by the permit
holder. Any refund in respect of any unexpired period of validity of the permit will be made to the person responsible for the permit fee,
from the date the permit is returned to Port Reception.

7. without prejudice to _the Board’s right under paragraph 9 below, if a vehicle to which a permit applies is (i) found parked other than in
the parking zone Indicated on the permit or (i) parked In the car parks continuously for more than 24 hours (except In the case of
working ships crews where shift patterns reasonably require vehicles to be parked for longer), it may be removed and stored
elsewhere. The costs of removal and storage will be recoverable by the Board from the owner in accordance with the charges

published in the Board’s current Tariffs Book

8. Where a valid parking permit is not displayed on a vehicle or the vehicle is parked in contravention to these conditions, in addition to
the rights under paragraph 7 above, the Board shall have the right
:leave a warming of contravention on the vehicle;

: temporarily block the permit holder's Access Control Pass. The Access Control Pass will be unblocked upon the permit
holder Succaschully re-shting the Gancral Safety and Security Awareness Training (GSSAT;
(<) Stage 3: if the permit holder is in breach of these conditions on three occasions or more, the permit holder’s Access Control Pass will
be temporarily blocked and :

(i) his/her parking permit will be withdrawn for two weeks (the “withdrawal period™); and

(i) all permissions to pass through vehicular access point within the Board’s estate will be removed from his/her Access Control
Pass.

On expiry of the withdrawal period, the Access Control Pass will be unblocked with vehicle access reinstated and the parking permit
reissued provided the permit holder has successfully re-sat the GSSAT and paid a re-issue fee for the parking permit as published in
the Board’s current Tariffs Book .

9. The issue of the permit is strictly on the basis that the holder (or such other person authorised to drive the vehicle to which the permit

relates) will comply with all traffic regulations applicable at the Port of Dover (the Port) and, in particular, will not park on or of
oStk tia padastrian veslicamys Snd WAl Femove e aticla fiom shy désionatad pang corve I reciiastad t5 do a0 bry any CACa: of

the Board. In addition to any action(s) which may be taken by the Port of Dover Police as a result of failure to comply wi
condition, the permit may be withdrawn temporarily or permanently without refund.

10. In the interests of security, the personal details of aDD“ans for permits may be available to national security and law enforcement
agencies for the purpose of background security ched]
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endeavour

contractor are registered under the Protection Act 1998 and they will at all times to comply wi of the Act
all dealings with personal e Pt i i o only be used for stated purposes and, i oy requned to do so by

V1



POD-Applicant’s User Guide

SECURITAS

Note: If you are applying for a Access and Parking Permit of just a Parking Permit please see below.

3) Now that you are finished in completing the applicant form, click on the “Vehicle” tab to apply for your
parking permit. You are required to provide your vehicle’s details here; also apply permits for more than
one vehicle by filling in sections - vehicle 2 and 3.

Now that you have completed both forms for pass and permits, save the application by clicking on the
“Save” icon from the top right of the “New Application view form. (Note: By doing so your application
request will be sent therefore for you must ensure details typed are correct.)

PassPermitTest - Access Control Pass and Parking Permit Logged In As: 3_pod.create@pod.com_3 (logout)

Columns O Record PassPermit_A View
Views & | New Application Page1of1 Recs#:0 Perpage: = v

*| ID/Status Employer
No records.

Name
PassPermit_A

»
PassPermit_A - Server Search [ ]|

Vehicle
1

Vehicle

Vehicle
3

Reg No:

Make:
Model:

Colour:

At this stage your Pass/Permit form and request is sent to the relevant authoriser for checks. You will receive an
email notification (if provided in the application) of your Pass number that can be used as a reference along with
an outcome status if either approved or rejected. Please select the Logout option at the top right corner.

End
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