)

DAMSTRA

Manage Worker Safety
Training Record




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.



Introduction

Damstra Safety provides powerful tools
to identify, schedule and track Training
requirements for People across your
Organisation, based on Position and
individual needs.

Workers

The procedure for managing the Training
record of an individual WWorker is identical
across all Person types, namely: Contracted Workers
e Workers
e Contracted Workers
e Other Person Types your Other Person Types
Organisation may have enabled in
Settings

In this guide, we'll show the procedure
using a Worker.
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Introduction
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The Worker Register is found under p—
People in the Menu Bar. m— .

‘Worker Register’
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Manage Training
Edit Worker
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Locate the Worker involved by searching
the Worker Register. =T

— & Edit Worker - 908 - Michael Farley

Once found, click ‘Actions’, then ‘Edit.

Then, click on the Training tab.
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If your Worker has a unique student

identifier, such as an NZQA NSN Number,
enter this into the ‘Unique Student e .
Identifier'field, S T
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Manage Training
Training Record

The Training Record section allows us to: o L2
e Assign the Worker as an Attendee
for an already-scheduled Training
Course
Assign the Worker to undertake a
non-scheduled Training Course
(for example, a self-paced module)

nnnnnnnn

Record the outcome of a Training
Course that the Worker has
already undertaken

The table shows Training Courses that
the Worker is already scheduled to
attend, or has attended in the past, along
with the outcome of that Course.
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Manage Training
Assign to Scheduled Course
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To assign the Worker to attend an
already-scheduled session of a Training
Course, click ‘Add". -

& Edit Worker - 908 - Michael Farley

Then, click the 'Type' drop-down box and 2 f -
select ‘Add Scheduled Training' v| -
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Assign to Scheduled Course cont.
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- Edit Worker - 908 - Michael Farley

&
PPE  Medcal Reviews /Notes ConlactDeals  Related

Uniqus Stutent identifiar
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The Scheduled Course Register is now

!K m R - B

shown which displays details of all -
Courses currently scheduled for future e
dates. - :
Browse or search the Register for the
required Training Course, then click
Save'to select.
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Record Training Outcome

We're returned to the Training Record Vorker  Eit Worker - 908 - Michael Farley —
where we can now see the added °

Training Course.

The record shows key information such e
as start and end dates.

Once a Training Course has taken place,

it's important to update the record with -

the outcome so that your system remains : — -
up-to-date. (Note: For online courses FR———
delivered via Bracken, your system is —
automatically updated with the il —0]
outcome). o i
To do this, click ‘Actions’ then ‘Edit’ o —————
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Manage Training
Record Training Outcome cont.
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Edit Worker - 908 - Michael Farley

PPE  Medical  Revievs / Notes

Uniqus Stutent identifiar

Select whether the Worker Passed the

Course, and if so the Mark achieved.
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If the Worker earned a Licence from the
course, enter the Licence details.

Cancel

You may choose to enter this information
in the Licenses tab of the Worker's record : — -
in addition to or instead of using this field. : =
= No Traiing
|
vates [
|
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Manage Training
Record Training Outcome cont.

To store a copy of afile relating to the
Training, for example a copy of a
certification, click the '‘Add File' button
and locate it. A copy will be added to the
record. (Note: For online courses
delivered via Bracke, your system will

AAAAAAA 0% a
Edit Worker - 908 - Michael Farley

|

automatically receive a copy of the
certificate).
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Tick the ‘Do not alert or escalate’ check- e
box only if you do not want your system =
to generate escalations when
certification nears expiry, e.g. the course a
has been deprecated or maintaining
current certification is no longer required.

Cancel

ssssssssssssss

Once all mandatory and relevant
information has been entered, click .
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Removing a Training Course
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= Edit Worker - 908 - Michael Farley

If we made a mistake, or the Workerisno ||
longer required to attend the course, we = I
can easily remove the Training Course for s -
this particular Worker by simply clicking fil) e — i
'‘Actions’ then 'Delete’ — - - - : T
The Course is removed from the Training
Record and the Worker is removed from || — .
the Attendees list for the scheduled _— v . . =

~~~~~~~
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Historical or Unscheduled Courses
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Licence Passed Course Score

PROMOT

To add a record of a Training Course that

the Worker has already attended, or
assign them to undertake unscheduled
Training (for example, a self-paced
course), click '‘Add’, and leave the 'Type’ e

field set to ‘Manually Add Training' — i D
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Manage Training

Historical or Unscheduled Courses cont.
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Work your way through the form,
completing mandatory and relevant
fields as you go.

Course Name *

EKHN*%SJ

Type the name of the Training Course in Prons
the Course Name field. Smart Search o

functionality will help you find the right
Course as you begin to type.

Select the date that the Course was (or a

will be) undertaken either by typing the —— .
date directly into the field or clicking the
calendar icon and selecting the date.
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If a historical record is being entered,
Passed Course should be set to Yes or No
and a Course Mark entered, otherwise it
may be left at Please Select until the
Course has been taken and the outcome
is known.

Again, If the Worker earned a Licence
from successfully completing the
Course, enter the Licence details.

Once all mandatory and relevant
information has been entered, click Save
Training’
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Historical or Unscheduled Courses cont.

Course Name *
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Manage Training
Training Status Section

The Training Status section displays the
status or outcome of any Training Course e
that has been identified as required for
the Worker, or that the Worker has
already undertaken.

It is automatically populated by positional
training requirements and Training
Courses that are added to the Training
Record section, and kept current by the
outcome (i.e. pass/fail) being recorded.

LLLLLLLL

Training Requirement statuses are
indicated with colours and, in some
cases, letters.
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Colours represent the primary status and
may be one of the following:

B : This person has passed this Training
Course and certification is current

MW his person is scheduled for this
Training Course

B This person is currently undertaking
this Training Course

' This Training Course is required for
this Person but is currently not scheduled
or being undertaken, or this Person has
undertaken this training but a pass mark
was not achieved
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Status Colours

= Expiry Date

18/01/2018
07/04/2018

10/07/2018

22/01/2020

19/01/2018

20/01/2018

Status

m

Actions

No Training Required

Ne Training Required

No Training Required

No Training Required

Ne Training Required

No Training Required

Ne Training Required

No Training Required

No Training Required

Ne Training Required

Add



Letters represent secondary information
that add context to a current training
status, where required.

For example: the letter E means Expired
and, coupled with a colour, gives a more
detailed picture than the colour alone.

The letter E is only used in conjunction
with yellow, orange or red squares and
their presence indicates that
certifications are being allowed to lapse.
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Status Letter: E

E = EXPIRED




1 This Person's existing certification
has expired

B : The Person is scheduled to take this
Training Course, but their existing
certification has expired
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Expired Status + Colours

w Expiry Date

18/01/2019

07/04/2018

10107/2018

22/01/2020

19/01/2018

Status

0 ._‘_l

i
{imyH H H
1

Actions

No Training Required

No Training Required

No Training Required

No Training Required

Mo Training Required

No Training Required

Mo Training Required

No Training Required

Mo Training Required

No Training Required

Add



I = In Training
S = Scheduled

These letters are only used in
conjunction with a green ‘Current’
primary status and indicate proactive
management of certification is being
maintained

M : Holds current certification, but
currently undertaking course again

: Holds current certification, but
scheduled to undertake course again
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Other Status + Colour Combinations

w Expiry Date

18/01/2019

07/04/2018

10/07/2018

22/01/2020

19/01/2018

Status

0 ._‘_l

i
{imyH H H
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Actions

No Training Required

No Training Required

No Training Required

No Training Required

Mo Training Required

No Training Required

Mo Training Required

No Training Required

Mo Training Required

No Training Required

Add



Not Required

Required Training Required

Required Previous Training Certification has expired

Scheduled Training is Scheduled

Scheduled E Previous Training expired and person is scheduled

In Training In Training

In Training E Previous Training expired and person is in training
Current Certification is Current

Current S Previous certification is current and person is scheduled
Current | Previous certification is current and person is in training

All Statuses and Triggers

Training marked as required or outcome of previous Training recorded as ‘not passed'

Current certification expiry date exceeded

Added as Attendee to scheduled Training Course

Current certification expiry date exceeded and Added as Attendee to refresher Training Course

Scheduled Training date - today's date or later and outcome has not been updated

Current certification expiry date exceeded and Scheduled Refresher Training date = today's date or later and outcome has
not been updated

Outcome of Training recorded as ‘passed’ and certification expiry not yet exceeded

Added as Attendee to scheduled refresher Training and current certification expiry not yet exceeded

Added as Attendee to scheduled refresher Training and current certification expiry not yet exceeded and scheduled
Training date = today's date or later and outcome has not been updated



Manage Training
Adding Additional 'Required’ Training Courses
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Additional Courses may be added as
Required to the Worker's record by
clicking ‘Add’ and typing the Course
name

Note that this action will reflect the fact
that the Worker is required to undertake
the Course, but it will not schedule them
to attend a Course.

LLLLLLLL
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Removing ‘Required’ Training Courses
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To remove a Training Course currently
marked as Required for this Worker,
simply click ‘No Training Required.

LLLLLLLL
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The Training Identified by Position section
shows Courses that are associated with
the Worker's Position.

It requires no input but is presented here
for informational purposes. The
association between Positions and
Training Courses is maintained via
Settings.

Once all edits have been made, click
'Save Worker' to return to the Worker
Register.
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Manage Training

Training ldentified by Position Section

Cancel







