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[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 the ability
for anyone

within your Organisation to submit
observations of safe or unsafe
practices, which can then be
recorded in the Compliance section
for review.
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Introduction cont.

A ‘safe’ observation is where
something of a positive or proactive
nature has been observed that
promotes or displays health and
safety best practice.

An ‘unsafe’ observation is when
something has been observed that
did not result in injury, illness or
damage, but had the potential to do
So.
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Introduction

There are two ways to add an
Observation into Damstra Safety

Via the 'Web Portal’, Via the Web Portal
Or via the ‘Notify App".

In this Video we'll be focusing on the
‘Web Portal'.

Via the Notify App
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Web Portal
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ABC Company Health & Safety Portal

Use this webform to report health & safety issues and observations to t

The Web Portal is a convenient web
based access point for loading
Health & Safety data into Damstra
Safety.

Report lliness Report Incident

It can be configured differently
according to the requirements of
your site.

To report an Observation, first select
the ‘Record Observation' menu ('Orrorivr /\mci ‘ Substance Management Feedback
option. ‘ N

iges be made to the company Give Feedback to the Health and Safety Team
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Report Observation
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Report Observation

ve' the form and the following events will occ

Date of Observation * &
Time(f applicable) o

Category *@

Populate the form completing all
relevant fields as you go.

Accountable Department Please S

Subject *
Observation was Safe/Unsafe
Comments * @
Photos/Files
»Drop files to upload (Or Click)

Add

Action ~  Person Responsible Completion Date status




Select the Person Reporting
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Report Observation

First select the ‘Person Reporting,
which is the Person type that is

reporting this observation

Type the ‘Person Reporting Name'
that's reporting this Observation.

Smart search makes this easier
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»Drop files to upload (Or Click)
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Add the date that this Observation
was recorded by typing it directly
into the ‘field’, or selecting from the
‘calendar’.

If applicable, add the time that this
Observation was recorded by typing
it directly into the ‘field’, or selecting
from the ‘clock'’.

Select the Date and Time
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Report Observation

Person Reporting *

Person Reporting Name *

Date of Observation *

Time(if applicable)

March 2019
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»Drop files to upload (Or Click)




Select the Category and Classification

Observation

Select the ‘Category’ of this
Observation from the ‘picklist’.
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Select the ‘Classification’ of this B .S
Observation from the ‘picklist’. P :
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Note that ‘Categories’and | —.
‘Classifications’ can be configured in |
Settings, help with this is available in
the Support Portal.

Photos/Files
»Drop files to upload (Or Click)
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Add the ‘Accountable Site’ either by
scrolling the ‘Structure’ itself, or
searching via ‘Site Name'.

Add Accountable Site

Date of Observation *

Time(if applicable)

Category *@

Classification * @

Accountable Vault Site * @

Accountable Department

Subject *

Observation was Safe/Unsafe

Comments * @

Photos/Files

~  Person Responsible

Completion Date




Choose Accountable Department

S
(Exe
&

Report Observation

Then choose the ‘Accountable
‘Department’ from the picklist.

Note Dependent of system settings
the ‘Department Field' may not be
available for you to select, if this is
the case simply proceed to the next
step’.

Photos/Files
»Drop files to upload (Or Click)
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Enter the Site and if Safe or Unsafe
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Report Observation

Type the ‘Subject’ of this
Observation in the Subject field.

Then choose whether this
Observation was ‘Safe' or ‘Unsafe'.

Photos/Files
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Enter a Comment and Attach Files

Report Observation

Enter a ‘Comment’ explaining the
nature of this observation.

And optionally attach any related
‘photos or files'.

Photos/Files

»Drop files to upload (Or Click)
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Add a Corrective Action
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If required, add a ‘Corrective Action’
to the Observation by clicking ‘Add’. | 0
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Action ~ Person Responsible CompletionDate ~ Status
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Add a Corrective Action cont.
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Select the Person Type from the || [
‘Responsible By field. |
And then the person ‘Responsible’. |
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Action ~ Person Responsible CompletionDate ~ Status
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Add a Corrective Action cont.
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Add the date that this Corrective -

Action was assigned by typing it S R

directly into the ‘Date Assigned’ | —-

field, or selecting from the calendar. -
.................. E

Simply repeat this in the ‘Date for ||

Completion® field. 5
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Action ~ Person Responsible CompletionDate ~ Status
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Add a Corrective Action cont.
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Set the current ‘status’ of this
Corrective Action. This will need to
be updated as the Corrective Action

iS un derta keﬂ Corrective Action ::::::: fy'
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Then state, as of what date this

status was valid, in the same fashion
asthe date assigned. |

Action ~ Person Responsible CompletionDate ~ Status
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Add a Corrective Action cont.
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Update the ‘action required’. ||
Once done, click ‘Save' to save this N
Corrective Action. |
Status as at * =]
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Action ~ Person Responsible CompletionDate ~ Status
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Finally, click ‘Save' to save this
Observation.

An Observation Saved confirmation
window will appear.

Click OK to close this.

Your Observation has how been
added to the company Observations
register for further investigation and
action.
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Save Observation

I  An email will be sent to your supervisor advising a form has been submitted

Person Reporting * @
Person Reporting Name *
Date of Observation *

Time(if applicable)

Category *©

Classification * @

Accountable Vault Site * @ ABC Group — ABC Industries Australia — New South Wales — Rydalmere — Finance — New Forest

Accountable Department

Subject *

Observation was Safe/Unsafe

Comments *©
Photos/Files
ob
Hard Hat..
Remove file
c e Acti o
Action ~  Person Responsible Completion Date status
Run tool box tal. Martin Daniels 15/03/2019 Not Started






