)

DAMSTRA

Manage H&S Groups Safety




I@ DAMSTRA

[DISCLAIMER]

This presentation document has been prepared by Damstra Technology Limited (“Damstra") and is intended for off line demonstration, presentation and educational

purposes.
The information is not version controlled and as such is subject to change without notice.
Damstra does not accept any responsibility or obligation to inform users of this presentation of such changes.

This includes any copies of this presentation taken and modified outside of the Damstra domain.



In Damstra Safety, Workers can be added
to various Health & Safety Groups so that
your staff know who in your organisation
to turn to in times of emergency, or for
health and safety issues.

This guide explains how to:
» access the H&S Group menus,
* how to add a Worker to these,

* and how to export a printable poster as
an HTML link or PDF that you can print
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These key staff can be found in one of
the four H&S Groups menus, within the
Compliance Section.,

There are four types of groups you can
add a Worker to within H&S Groups.
These are:

Safety Committee,
Health & Safety Representatives,
First Aid Attendants,

and Emergency/Fire Wardens
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My Dashboard

Accessing H&S Groups




Accessing H&S Groups cont.
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All H&S Groups modules work identically,
displaying pictures of the Workers
assigned to the group.
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Pictures will only be shown if added ) : H h
through the Worker Record. A “ A

If no picture has been assigned the
worker will show a generic image in its
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Accessing H&S Groups cont.
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To add a worker to one of these groups,
first we need to edit the desired person's ™ g &
Worker record in the Workers Register. L py ¥ “ A

The Workers Register can be found in the
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People Section, under Workers.
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Manage H&S Groups
Add Worker to H&S Group

Designated Investigator
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Locate the WWorker you wish to add to a
H&S Group.

In the Worker record, scroll to the Key
Appointment section.
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Manage H&S Groups
Add Worker to H&S Group cont,

Designated Investigator

The highlighted appointments will add e
the Worker to the appropriate H&S Group
menu when selected.
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Tick the checkbox of the role you wish to
assign this Worker to.
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Manage H&S Groups
Add Worker to H&S Group cont,

Add the date that the Worker was
appointed to this H&S Role by typing it
directly into the field, or selecting it from
the calendar.
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Manage H&S Groups
Assign to a Senior Appointment

If you want to assign this person as a M
Senior Appointment, click on the e R
appropriate tick-box.

Once done, scroll to the bottom of the
page and click ‘Save Worker'.

I@ DAMSTRA




The worker will now be viewable in the
H&S Group.

To view this, navigate to the H&S group
Module that relates to your chosen
appointment.
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View Worker in H&S Group
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Health and Safety Representatives
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Manage H&S Groups
Site Selection Filter
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You can filter which staff you want to see

by Site, using the Site Selection filter.

Click Site Selection, and choose the Site i

you wish to filter to from the Hierarchy
o [
. I
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To Print a poster of all staff shown within
this module, click ‘Print’

A list of different formatting options is
shown.

Set the Paper Size. You can choose
between A3 and A4

Choose the Orientation of the page. You
can choose either Portrait or Landscape.

Choose the Format that this printable
poster will be output as. You can choose
HTML, to open in a new tab in your
browser, or PDF, to download a PDF

copy.
Once selected, click 'Print’
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Manage H&S Groups
Print a Poster

Health and Safety Representatives
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