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FP Premises Record Card

From the ‘Global Navigator’

e Click onto ‘Fire Safety’ button Fire 5 afety i

This will now appear in the toolbar

When entering Premises into the Premises Record Card you need to use the Property Directory window
Property Directory

For some FRS’s the collection of addresses will be populated via a third party Gazetteer. Within this window, you will
select a Gazetteer Address Record and associate it against a Premises Record Card, which you will create via the ‘Register’

button, in addition to adding a SLN / FSEC, VO code, Station etc.

e  Click onto Fire Safety Fire Safety  Window

FP Premises Records. ..

FP File Mumber Register...
. R File Tracker. ..
. Scroll down and Click onto Property Directory 20b Management »

Petroleurn 3

\Wark Manager...

Letter Manager. ..

Property Dir ..
The Property Directory window will appear Current PR Posting Beteh. .

Reports

Setup

Risk Management
Health and safety

AL 2R 2 4

(Wrssmimvame S i

Hep  Fona e B

[ =.lA 'ﬂﬂ Menu Bar
|Eved e |_ . =&
5| i e |
4 | :'_I P iciadl
& Pty Deectiny. B
Prorruses Fie Mo LIPAN LSRN | PouCode | Mumbe St _J

When opened the window will be blank

If you click onto the Green Tick without doing a Search, the Gazetteer will load every single property

within the third party system, which could take a very very long time to load...

This is NOT RECOMMENDED

Let’'s SEARCH for a Premises / Postcode / Post Town
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Search for an Address

This is the best way to use the Gazetteer; plus it’'s a lot faster to search for a Premises. Using the Search function allows

you to find the Post Code / Address / Street / Business that you want to link into the Premises Record Card.

. Click onto the box that shows ‘Find Premises File No.

Premises Fle No Equalto A drop down list will appear
Post Code Net equal to
4 Organisation Name Greater than or equal to.
= House humber/Name T Lessthan or equalto
Sub Bulding Name Begie with .
Addkress e 1 Ends vt . Choose one of the options you want to search by
Address Line 2 Containg.
Address Line 3 Is empty i ¢ ’
Ten 2=y . Repeat the process for the box showing ‘Equals To
County Does not begn with . .
Locaty Name Does nok end vith . Enter in the box what you are looking for — e.g. Post Code, Street,
Secondary Localty Name: Doss not conkain
Department Name
T Post Town etc...
Y Co-ordinate.
Change Type
Change Date
Address Type
Flex Field 1
Elav Fiald 7

For my search | have entered a criteria for Post Town > begins with > ‘Belfast’

10} Propesty Dires bory

; . =18 &l
. Click onto the Green Tick | o I
[Irp— = ] Qu
| i bagns van %r:l-‘l = = |
a I o) e

As you can see the third party Gazetteer has returned

. s . A (]
32767 Premises Records within the Post Town of ‘Belfast
Sured qusine | HF= 1]
have appeared within the Gazetteer Address Data window = II et i
s |
8 Fropery Dveeteny
IR USEM 1
ilé!nll[lll [] BIZ4HA 4 LISF ADDAN CRESCENT|BE!
1ESI0043 o ET1Z4HA 5 LISFADDAM CRESCENT)|
[Etoas| o | risaw | 7 Er Dt ERESEENT
Now you need to ‘Find’ the Premises you want to ‘Register’ [ & | fnzmrl B EPAD0 ChESCEMT
18510044 o ET124HR & ALRERT STREET
57 BT124G> 7- 9 |noi ST BELFAYATI §
to the ‘Premises Record Card’... this could take a while with sz o | omizen | 5 [° [l A2ER: fahosgxan noso
||§)‘.I!.HJ o B2 860 '_QIHU.. BOOKS
:Ié!nll[lli o A2 &R & \_HI TAUSELAND HOR DM GROSVEROR ADAD
= 18575430 o B2 46X IMORGAN ASSOCIATES [ATHOL STREET
so many to look through. Or you can define the Query s | o | ez [P wnLKER ATHOL STRCET
18575401 L] BT12404 ATHOL STREET
1858431 o _!H_: 4G ] " . . HUL';.IHLLI
more \amin| & | o SN BDRAM FPELAMATHDL STREET
1857547 o B2 4G MEAMESH ASSOTIATES |ATHOL STREET
(18575431 a BT1240 | ATHOL STREET
185784 o BN24GK IVIALOM DUTDDDA ATHOL STREET
[1e5rsan o BN24GH 1 ATHOL STREET
16754 o ATHOL STREET
[ . ATHOL STREET
L1J

Remember, DO NOT Just click onto the Green Tick you will be telling the third party

Gazetteer to load ALL Premises Records within its system... and that will take absolutely

ages to return...
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Multiple Searches

As you can see on the last page | have done a search for all of the premises in the Post Town of ‘Stranraer’ the Gazetteer
has returned 32767 properties. Now | want to define the search to all the Properties that are in ‘Portpatrick’. You can

define your searches by using Post Codes, Street Names etc ...

10) Property Directory: total lines=32767

Help  Format  Access  Records

Above the search box there is a toolbar
[ <] | & |
Saved uueries.‘ @l@ﬁl@ﬁlﬂ *E

[ | Find post town... begins with. .. Belfast hd Click onto the ‘Insert a Row’ icon

4

4l |

As you can see another search row has appeared

4

Saved queries: |

LBl Gl v |

(> | Find post town,. beginz with... Belfazt

. Click onto the first drop down List

e Select one of the Options within the list Find primary_thorfare_na begins with...

4] |

In the second drop down list

L[] v ]

(> | Find post town,. beqins with.... Belfast

4

e  Select one of the options Saved queries |

. Enter the Search criteria Find primary_tharfare_na hieging with,.. Grosvenar Foad]

e Click onto the Green Tick | oy I

4 |

M0 Property Dwecta total beves =102
e fomet  foosss  fecoeds
[ <l 4(0al
Saved quener | '{_Dl"lﬂll\im
G |1 | begmiwih Dedast =]
o pr -1 Asyou can see we now have 102 records returned
| o o
Ll | 3
[B Fropmty Domscey
Preiets T No || | WSAN_| | Gub Dding Narte | M_]J’m— PagtTo.
TS0 v BRI aGL GHUSVENDH ROAD
ARGSTTR o AT12 66N (GROGVENDR ROAD
10510043 ] OT12 40N CHIGUE DRIDES GROSYENDR ADAD
1S3 0 BT2 &GN GROSVENDHR RDAD . .
lemena| o | anieen LE1R0 ADVEATISING (GROIVENOR ROGAD
o I UETR ADUERTIEING (SAOSVENOR RO If you would like to define the report further
TES e o LARFLTS ROSVENDR ROAD
1510087 o AT1Z ALl 5 PGRAHAMLTD (GROSVENDR ROAD
10510007 L] oTi2alL POST OFFICE GACSYVENDR ADAD
TESVET o B2 8l RICMACS (GROSVENDR ROAD
16T 0 AT12 &Ll (GROSVENDR ROAD
10510000 ] omzal (GROSYENDR ADAD i ¢ 7
15T o B2 L HCLARNOM HOME HAKIGROSVENDR ROAD A CIICk Onto the Insert a ROW Icon
16510008 o ATI2 AL CLIFZ HAIRD | GROSVENDS ROAD
10510008 [] BTI2AlL MCCOURT WINI MARST | GROEVENDR ADAD
8nsEe o BT Al 06 FVH SPOAT & REC CLU|GROSVENDR RDAD
10712529 0 imaal 05 N AMBULANCE SERCGROSVENDR ROAD
TS oo o amzaL f GROSYVENDR FOAD
TS 0EE o T2 AL HAHI IFF LICENCIGROSVENDR ROAD
18510009 0 imaaL b DENTAL SURGERY (GROSVENDSR ROAD
1ESTOT 0 BT2alL i iz ] LOPER FALLE S001AL JGROSVENDR ROAD
1SEN o BT &L T3 HORE OFERAALL ADSHGROSVENDR ROAD
19710815 ] BTI2 4L GROSVENCS ROAD
- 7 I i

. Select the options from the drop down list

| have chosen ‘Post Code — queries:| - EIEI?&I%JLI
Find post tawn.. beginis with.. Belfast
. Enter the Search Criteria [y End primary thorfare ns begins with... Grozvenor Road
QI Find postcode. . beginis with.. ET12 88 |
[l

| have entered postcode BT12 5AX
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As you can see the third party Gazetteer has returned 20 premises.

By searching just by post code, again could take a while depending

how many properties are within that Post Code,

Breaking the search down makes it easier to find the address(s) you

are looking for.

Now you have found the Address you will need to register the address to the Premises Record Card

The premises for the Gazetteer will automatically update the premises in the SOPHTLOGIC system. You will know which

premises have been updated and those that haven't as the example below

10} 195 records where File name Begins with THE B [_ (Ol x]
e  Search for Name The B —_,——
@- Fiecords faund Printlist... &h |
. Click onto the OK button File nurmber HO Code | Name Address
w/11/10195 A1 The Eelfray Country [rin 171 Glenshane Road, Londondemy d Dpen.. @ |
H H $43/185753678 (MO10 The Bees Knees Dapcare Ny 18 Annadale Avenue, Belfast, Ballyn:
® Sort by address (CIICk onto the address headlng) MN13412108 D23a The Bay Hall 182 Ganon Road, Glenariffe
526413262 ABA, The Big Break Snooker Club| 183/185 Mil Stieet, Newtownards
$$34185221010 (NOTO The Belfast Flax & Jute Co Lt 185 Mill Strest, Mewtownards, Corpor
52316406 The Bridewell Restaurant 19 High Stieet, Donaghadee
This will help you to see duplicate premises
$$3/185000655  |NOO The Belfast Clipper 19 Skipper Steet, Bellast, Town Part
$$$/186993457  |HO30 The Blind Centre For [N.1.]Ltq 199 Mewbridge Foad, Lisnaskea, Sh
M11412545 Ad The Battery Inn 2 Church Road, Glerwhery, Ballyme
i ’ ’ $4$/105748208 (ROTO0 The Bakers Dozen 2 Duncain Gardens, Belfast, Town F
® Scroll down until you come to "19 New Row $$$/185206819 |NOO The Black Cat 2 High Street, Donaghadee, Town P
W22A0297 B& The Bridae Inn 2 Kilskeery Road, Trilick,
$33/187144044 (SO0 The Beeches Community Pla| 2 Melmount Road, Yictoria Bridge, Bz
$$$/185000329 (NO10 The Bockshop 20 Morth Street, Belfast, Town Parks,
- - /34413402 BB The Brewery OFf Licence 20 Pameroy Road, Donaghmare, Co.
You should see two premises with the same address H4121571 PR The Rin Nranne 1 i Sheet | ishim _lLl
4 »

N21/12802 is the Premises that was set up in the SOPHTLOGIC system
$$$/185544700 is the premises that was imported by the Gazetteer

The $$$ sign will be the district e.g. S32 / N21 / E12 / W34 etc... the numbers that follow is the UPRN number from the

Gazetteer.

The information linked (inspections etc) to the N21/12802 Premises will need to be merged to the $$$/185544700

Premises.

As you can see the Name and HO Code that was entered by the Brigade is different then the Name and HO Code entered

by the Gazetteer. There is more Premises information from the Gazetteer. As shown below

. Click onto the non gazetteer premises then do the same with the gazetteer

premises

e  Click onto the Open button Open.. BY |

. Click onto the Edit button
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As you can see there are differences between the non-gazetteer and the gazetteer premises

FP premises records

Help

Please enter the relevant premises details:

Station

File numbering options:

File no:
Name:

Address:

Post code:
District:
Y0 Code:

Secondan use:

SLN:

Risk:

I~ Manual

W21 | 12802 r| Autg I Check

e Main premises ¢~ Occupant

| THE BIG '0' RESTAURANT

19 NEW ROW | Seamented Address
COLERAINE
I
[BT52 14D Site Ref [£FP_137345 |
| Coleraine Borough Counci _'I
|B8 - Shop [Non-Cen) I
| Bl
I FsEC: [E8
| Shop [non-certifisblc) =l
L
I ind

Ok | Cancel

. Click onto the ‘Segmented Address’ button

Help

FP premises records

Help

Please enter the relevant premises details:

Statian

File numbering options:

I~ Manual

& Main premises ¢~ Occupant

File no: 5% 1 [185544700 i Auto | Check
Mame: [ THE BIG O CAFE
Address: 19 MEW ROW ;I Segmented Address..
COLERAINE
COLERAINE AND SUBURBS
LONDONDERRY
BT52 140
I
Postoods:  [BTG21AD Site Ref: [187265704 =l
District: | _'I
V0 Code |77 - Unknawn Use =
Secondary use; I _'I
SLH | D] FSEC: [N
I El
Risk:
1
ok Cancel
Segmented Address. .. |

Premises address

Help

05 address index:
Post Code

IUEEFLFP

7 Giet s Pilimary Address

Diganisation |

Building Mumber

Addiess Line 1

Address Line 2

Address Line 3

Postal Town

Locality

Locality

County

Sub Bulding

Department Name
# Corordinate

Y Corardinate

[ 0 Change type
[ 0 Change date:

Flex field 1

Flex field 2

Flex field 4

[
|
Flex field 3 |
[
|

Flex field &

05 address indes:

Post Code

Organisation

Building Mumber

Address Line 1
Address Line 2
Address Line 3
Postal Town
Lacalty
Locality
County

Sub Building

Department Mame

 Corordinate
*r Corordinate
Flex field 1
Flex figld 2
Flex field 3
Flex field 4
Flex field &

[useree
BT5z 12

[ THE BIG D CAFE
[

[NEW ROW

I
I

| COLERAINE

[COLERAINE AND SUBURES

¥ Set &5 Piimary dddiess

[LONDONDERRY

I

I

| 284381 Change type: | AUTO
| 432322 Change date: |

[es52

[Nosa

I

I

I

Carc

As you can see the premises imported by the Gazetteer has more address information
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Work Manager

Work Manager has been enhanced to enable Fire and Rescue Services to develop, and prioritise, a programme of work that
will assist in the delivery of fire safety inspections of any type on any premise. These inspections could be scheduled for
the coming months or years. It would be possible for assessments / inspections to be scheduled by type of premise,

postcode or risk for allocation to Fire Safety Officers.

For example if the Fire and Rescue Service could decide to focus on the premises that constitute the greatest risk to life,
ensuring that Fire Safety Audits are scheduled for completion on the following premises types first: Hospitals, Care Homes,
HMOs, purpose built flats >4 stories, hostels, hotels and those licensed under the Licensing Act 2003. This can now be

achieved by use of Work Manager.

Work Manager can also be used to utilize fire safety inspecting officers’ time more efficiently e.g. allocation of inspections

on e.g. a postcode which means one or more officers can assess premises in the same vicinity and share transport.

The following changes have been made to Work Manager:

. Inclusion of all Premises (and properties from 3ml party gazetteers/property registries) — delivered by the addition
of a ‘Premises’ and ‘Include scheduled premises’ check box on the Work Manager’s search criteria.

e  The facility to search directly on FSEC group.

e Allocation of premises/properties in bulk by use of Work Manager’s Allocate function. e.g. ability to select multiple
premises by FSEC Group for a division and allocate to district manager for reallocation.

e Addition of override “Due Date” on the Allocation windows allows users to specify the planned due date for
premises allocated via Work Manager

. Inspection Type drop down list has been re-ordered alphabetically

. NB: Archived Inspection Types will be listed at the bottom of the list

. FSEC Group, Prev Insp and Next Insp have been added to the ‘Results list’. Fire Safety  ‘Window

FP Premises Records. ..

. Bulk emailing of Job sheets e.g. ability to select multiple jobs to be emailed P File Nurnber Register

File Tracket...
Job Management 3
Petroleum 3

. Click onto Fire Safety

Letker Manager. ..

. Scroll down and Click onto Work Manager Fraperty Direckory...

Current FP Posting Batch. ..

Reports »
The Fire Safety Work Manager window will appear ey ’
Risk Management 3
10 Fire sty - Whark snanages {0 rroseds fetched) = B Health and safety 3
Menu Bar
e e | — '_..:i:m'."_.lr
=1
el Search and Advanced Methods
FEEC
e —— Cik i
1 Unabosated wok HoCode | ) ) A )
B ot Work Manager now provides two alternative interfaces from which data
e R e T T FSEC | SLN | WD Coe mml--pciJ .

can be retrieved: ‘Search’ and ‘Advanced’.
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Search Tab

Provides you with the ability to define the criteria on which the return could be ‘Complete’ or ‘Incomplete’ or ‘Unallocated’

work by selections made from drop down lists.

10 Fire safety - Work manager (0 records fetched) [_ 100}

window You can choose any of the options for your search by
- Advanced

Where the [Date due = Locston [Alocators =] [Cortame =] mmer  clicking onto the arrows.
isbetween [01 =] [Mach  =][2010 =] Supplementayine no [Eauate =] | Al

and [31 l[vach — =][2010 5] e puer [Eaualto gl
nspps [Alepectonbpes =] Fremises name [Equl ' &l
[

Receiptype | Alliecsipt iypes -] Risk [Equalto -

Assigred o ¥ Schedued 7 Pragrammed I Frenises . Enter the date criteria you want the search
&l pecple, posts, losations and watches. =] [ Inclide scheduled premises e [
Personnel upe Includs: @ Incormpele work oy N to be between.

€ Caomplete and incomplete work
@ Al ¢ FP Specialist staff ¢ Operational
i " € Unalocated work HO Code

Lol L Led

To add/amend the ‘Inspection Type’ or ‘Receipt Type’ drop down list go to Fire Safety — Setup — Fire

Safety Configuration — ‘Inspection Type’ folder or ‘Methods of Job Receipts’.

Some of the results are in Turquoise, Red, Black and others are in Blue — the Work Manager Key Colour & Status will

explain what the colours indicate.

Work Manager Key Colour & Status

Turquoise List of Premises not Jobs. Once the premises has been allocated then the colour will change from Turquoise to Black —
meaning the Premises is now a Job

Blue — Unallocated and Inactivated, no Job number assigned and therefore does not exist as an Inspection in the Inspection and

Complete = No Visits Sub Menu Option against the Premises.

Blue Records have been generated by Inspection Calendar records being created and act as a reminder for work that should be

allocated and carried out based on this, they are deemed outstanding regardless of whether the due date has been
exceeded or not as they are reminders of work scheduled. This due date is the base date plus frequency record against
the Inspection criteria.

Red — These are Jobs which have been allocated and activated (Job number assigned and recorded as an inspection in the
Complete = Yes Inspection and Visits sub menu option of the PRC) yet have exceeded the due date and have not yet been completed.
Black — Work that has been allocated and completed regardless of whether the work was completed on or after the due date.
Complete = Yes Premises

Black — Work, which has been allocated, not yet completed, but has not been exceeded. Its due date and is netherless
Complete = No outstanding as it has been scheduled to be done.

Red and Black Inspection Jobs were either originally generated as a programmed inspection or manually entered via the Inspection and

Visits sub menu option.

ety - Wark manaqges (707 recouds fetched)

T P oot
Enitignai]
As you can see the Jobs that have been set up in Inspection and Visits will
e bt [ - appear in this list
[ st ot € cmen i il —
[ Renits bt et Pt blark.
_'IJ:n:-m|m_m-¢-: [ ] e [ [ [ ot ]mu.._....r_J =y
. E
i P o st
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Listing Premises

If the ‘Premises’ check box is selected ‘Work Manager’ will return all premises in the property directory. Premises will be

identified by the Type = ‘PRE’, Method of Job Receipt = ‘Premises’ and will be coloured turquoise.
By default premises where an inspection is due after or on the start of the reporting date range are excluded from the
results. Where an inspection type is selected in the search criteria, this is then used as the basis for the next and previous

inspection dates.

However, if the ‘Include scheduled premises’ check box is checked — all premises will be returned regardless of whether

the job has been scheduled (i.e.) has a Due Date [matching the inspection type if selected].

Usage Scenario: allocate jobs to inspect and audit all High Risk

0 Fire salety - Work manager (5407 records letched)
Search for e
Sewch | Advarced |
. - ey Whean the [Duee e =] Location [Devmien =] [Eoudio Bl [ Fopmen
. Inspection Type equal to ‘Fire Safety Audit 3 s | L e T Bl oy e
. . . c wd [T ZlMoch 1[0 5] pgpber [ =]
. Risk field Begins with ‘H s o T P [ 3
. . Recesdbom | A0 tecest troet =] Ak [ wn [
e Premises check box must be checked for a given ||~ " o
[r e, posts, locabons ardwalches. | P Inchude schedhed piresizes mee [
date range. Persoenst e ek 5 Icanohete wesk oy [
@ AN PP Specisket el Dpeeabonal ;;“‘“" i Wt |

Once you are satisfied with the criteria for your search

. Click onto the ‘Run Report’ button Fun repart

Please note the selection of the Inspection Type is important as it is the ‘Inspection Type’ selected that will be allocated to
the ‘Fire Safety Inspecting Officer’ when the job is allocated. It also acts as a filter when determining the next and previous

inspection dates.

i Fine ety - Wark manager (4407 recoeds ebched)

o . s
. . s e e [ R TR S e | R— S i
Work Manager has returned 5407 records in the ‘Results List’ (jobs) S [ e —
; ; ; ; - =] s s [Tt =l
window of all premises which are High Risk. Reception  [Dncesi e = na [Bogeave 3w
Aseredin F Sohedied B Progamed ' Presies
T ———— =] 7 inchude schachiec preases S ——
R ot | Gt SR
T Unallocated ok WoCos [
B8 Fron i el § . - : . - il
. . . ot comghte | Ji Whumber | i N | Fi o B I T T e Ty
The premises returned will be coloured turquoise. I [ e T t [ El
Pord s showt
J&ﬂﬁm.
MC
To allocate these High Risk Premises to officers e 5
Crcin
Qe
Hf of
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There are new columns that have been added to Work Manager

The ‘Previous Insp’ column returns the most recent* finish date of the last completed Inspection entered of the selected

inspection type.

The ‘Next Insp’ column will return the due date of the next* inspection scheduled specified by the selected inspection type.
The most recent inspection is dictated by the end date of the date range specified. For example if the date range for the
report is entered as 01/03/2009 — 31/03/2009 the system would look for the last completed inspection [specified by the
inspection type if selected] that occurred before the 31/03/2009. This ensures inspections completed within the reporting

period are included in the results.

The next inspection date is dictated by the next earliest due date [matching the inspection type if selected] that’s
scheduled after the 01/03/2009. This also ensures work scheduled in the selected reporting period is included in the

results.

Please note: If the reporting date range starts before the date of the previous inspection the ‘Previous Insp’ column will be

blank.

If the ‘Include scheduled premises’ check box is checked the results will include premises where an inspection has been

scheduled [matching the inspection type if selected] after the reporting period’s start date.

If the reporting period’s end date is after the date of the next inspection the ‘Next Insp’ column will be blank. This allows

for multiple forward allocation of work the same premises. i.e. planned audits over several years.

B Fesults list [lobs) Print blank
Job complete |c] Allocated To [zod{ Station | Address Ins type | Prev Insp | Nextlnsp | Division Allocate
MO ation /35 W35 Eda Rainey Strest, Magherafel] CLHFSC i | ——
MO heck. HFSC W35 108 Queens Avenue, Magheral CLHFSC ' Job

Wil 32 Chempyille, Enniskillen RE| | = eere—

Chanteihil Erniskilen P 8 Sl

MO Wwid] Carmrybridge, Lisbellaw REI i :
no 3364 Wal  |Demychara Aoad Erviskilen | 772 w | Bl st |
[i[u} 3448 wdd] 5-7 Belmore Street, Enniskilen |ERG 01 06 2001 Ea Job sheet template
NO Widl Erme Road, Enniskillen REI W 7
NO Wil Lackabay Industrial Estate, TeRE| i Llear
NO Wi Tully, Churchil REI K PRC
MO lion wfd] dd] 21 Moybane Road, Enniskillen | CLHFSC "
NOD 3364 Wil Brrewster Park, Enniskillen 1 i Re-schedule
NO 2448 Wwid2 Kiladeas, Enniskillen FUI 1405 2008 e =
NOD jkr) W2 Boalsland Road, Kesh. Co. Fe(BRG K Revise Job...
NO 3364 W42 Irvinestown M L
NO 4025 W43 |1 The Drits. Guneen Foad, GJCLHFSC W eancal e
NO 2448 widd Brookeboough Road, LisnaskdBRG 2502 2010) e Queve...
NO W45 43-45 Main Street, Fivemiletow| RE] K
MO 4025 45 44 Melzon Park, Fivemiletown |CLHFSC L -
K1l >
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Allocating / Reallocation Work to Inspecting Officers

The ‘Work Manager’ window incorporates a variety of selection mechanisms. The system provides the facility to allocate
work to ‘People’, ‘Posts’, ‘Watch’ and ‘Locations’ The system design enables the user/ Brigade to choose whether the
ownership of work (i.e.) the Person, Post or Location alters when the Start or Finish Dates are updated.

Allocating Work

NOTE: The system also enables work to be allocated to no-one i.e. No Person, Post or Location

details have been entered in the "Allocated To' field, it is still possible to '‘Print the Progress Slip’.

Allocating Work to Posts

Allocation of work to a Post, it will link to the individual who occupies the specified post at either the time the inspection

started or was finished, as indicated by the associated service history records.

Allocating Work to Locations

Allocating work to locations would usually only be used for the batch allocation of ‘OPS’ work, or is an efficient and
effective method of distributing work to Fire Safety Area Divisions. The system will link to a Person or Post by Locating the
first highest-ranking Officer at the Location (i.e.) Station to which the work has been allocated.

Usage Scenario: sort work geographically for reallocation to inspecting officers.

The ‘Results list’ should be sorted by ‘Post Code’ using the column header.

& Feuks ot o)

. Scroll till you come to the ‘Post Code Column

The work can then easily be allocated in block (using multiple

selection) and the allocate function. As shown below.

How to allocate:

The ‘Premise’ requiring audits should be highlighted (using

ctrl+click, shift+click)

e  Select the ‘Allocate’ button Allacate
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. The ‘Allocate To’ window will display

o The system defaults to the ‘Allocate to’
I =
Code: |
Laoatior: [ e  Enter details of the ‘Post’, ‘Person’, ‘Watch’ or ‘Location’ or enter an
Divisior: | letter
Waich |
Post |
™ Book files out ta o Press the Tab key
Cancel ok

NOTE: If more than one record corresponds to the criteria entered, details of the first record will

update associated fields — as shown on the next page.

To view other records corresponding to the criteria entered

The *Allocate To’ window will display —

Abocate 1o
[Marshal =
f“’" I . Enter the name of the ‘Fire Safety Inspecting Officer’ to
oo [
Owmiers [ Alecalsls - .
r— fr ol whom the job is to be allocated to.
Past: T
T Overide s dole? it
I Mebins e Click onto the Tab button on your key board — if there is
) more that one name a drop down list will appear

Allocate to...

Allacate to

. . L i [Marshal 5 0 =l
The system will update the ‘Code’, ‘Location’, ‘Division’, ‘Watch’ and ‘Post’ details I
Location: [ COMDOS
Division: [~
wiatch:  [Non LI APTE
. N . Past [A0z1
e Check the ‘Override due date’ check box and enter the date the job is o Dot e daet
v vernde due date?
due i.e. 01/05/2010 [ md
™ Book files out to Marshall 5 D EI -

The ‘Book Files Out to’ check box should be checked if a record is to update ‘File Tracker’ enabling an accurate

representation of File Locations to be maintained.
e Click into the ‘Book Files Out To’ option ¥ Book files out to Marshall § D
. Click onto the OK button
Please Note: When allocating work from premises records the system requires the you to enter a due date when allocating.

The allocation of the jobs via ‘Work Manager’ will create a new ‘Inspection’ and associated Job — with a due date as

previously defined on the ‘Premises record. The job will also will be added to the ‘To Do’ list of the Inspecting Officers

tablet if using fireSpace/WAND2.
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As you can see the ‘job Number’ has changed from ‘<unallocated>’ to a Job number and the Inspecting officers name has

appeared in the ‘Allocated To’ column.

[ B Fesubs e obs) it blank
Joh complete | Job Number | File Number | File Name. Allocate
Joby
Piint job sheet
If you click away the job will change 5 Eah shee
1 Job sheet template|

[BF Resuls st {Johs) Piint blark
2 i e 4 l_.lubwmu\ele Job Number | File Number | File Name FSEC [ SLN | HOCode [ Allocated To [des Alocate
H - ¢ H 1 " " NO <unallocateds> [E12/198/62 |Shop Mabiity Multi Developments B8 | ——
. For a Premises: from ‘Turquoise = CD) EEAPEE [T Na <unslicateds |E12/11533 |Markets Commuriy Certre A st
<unallocatedy |E13/12226  [Wedderbum Park/Pavilie 0005021710 |E21/22735 | Stdosenh Marshall § D —_—
ocsteds [ET3/0138  [Lokesids Sl i Fiitjob shest
. . , Pyl ey 0005022/10°|E12r20290 | Maknaison Hotel Marshal 0 !
(unallocated Premlses) to ‘Black cunatbeatzd) nmt N 000502310 |E12/11842 | Hikon Hotel Marshal § D oo ib sheet
<unallcated) |E1315247  |Finaghy Communiy Centr . el o shest
i e [l 0005024/110 MapsieldLeisure Certre Mashal § D —_
zd::‘lgg:: ui B P\r\is;g\;ﬂg\namame 0005025/10 (Graham Tiso Ltd Marshal § D Job sheet template|
(allocated Job) ot T e ocase e FELITD e =
000028/ 0 Hause.Offces Mashal S D o |
N 00E023/10 Bed & Breakizst Mashal S D il
N 00E030/ 0 Nine Dwelings Mashal S D He-schedue
N 0005031110 Fiivate Drieling Marshal S D _
- ‘ ’ H H <undlocated Faith House: Reviss Job.
e For a Job: from ‘Blue’ (unallocated and inactivated) to s T vl |
<undlocated Lakeside Gl
« H H <unaliocated: Kilnmar
Red’ (allocated and activated & recorded as an g TR T . : | fee |

n

inspection in the Inspection & Visits option).

Here are a few examples of allocation:

Allocate to...

Allocate to:
IEaIIpwa\ler Fire Station _'I
Code:  [524 Here is an example of the ‘Location’ / ‘District’ that has been chosen
Location: [524
Divigion: |S
Watch: |
Past |

¥ Overide due date?

1/5/2011]
™ Book files aut to Ballywalter Fire Station

Allocate to...

Allocate tor

Code:  [a021
Location: [ COMDOS

Division: [1
Watch:  [MonU APTE
Post  [am21

Here is an example of the ‘Post’ that has been chosen

¥ Dvenide due date?

14514
™ Book files out to DI Posts
118 ] Cancel

allocate to...

Allocate ta:
[Marshall s D =l
Code: |E128
Location: | COMDOS Here is an example of the ‘Person’ that has been chosen
Division: |
Wiatch: [ Man U APTC
Post: 2021

[V Dvenide due date?

1/544

™ Book files out to Marshall 5 D

Ok l Cancel
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Advanced Tab

Provides you with ‘Advanced Queries’ suitable for users who have a Good Understanding of Fire Safety System in respect

of programmed and un-programmed work.

As you can see, in the ‘Reports’ window there is a list of different type of prepared reports

e Change the search to ‘Due Date’ 1 }
e  Enter a Date into the Search box R s - n::::. I|
e  Click onto one of the Reports o ; — — — ,_,j
e  Click onto the ‘Run Report button e e e L
(=] Shows e alocated Lise i epent o the morkhly / peadly
S Ej:iu...,k e mm;gzrwm@m.:mid

First find line must search by 'Due date' and use either 'equal ta', or a second . )
e Yy line to specify a date range. Additional find ines can contain any search If you do not enter a Date a dialog box will appear as shown

criteria.

. Enter a Date

. Click onto the OK button

The information that comes back is only for the date(s) entered

If you want a broader search use greater than ‘>31/03/09’ or
less than ‘<01/04/10'.

As you can see, | have chosen the ‘All Work’ reports. i oz : el
TSAO0044  |Muki Occ B | Dires ) D FFS
Job theet tenplste |
R . . R R . \ PAC
Any outstanding jobs will appear in the Results List (jobs) o st
Flavice Jgb..
window Coreel
Rsita AMS.
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On the next page is a more detailed definition of what the reports will show

Outstanding Work:

All Current Work:

Outstanding

Re-Inspections:

Unallocated

programmed work:

All Programmed

work:

All work:

Allocating Jobs:

Shows all outstanding daily work i.e. all non programmed work that is considered outstanding. The ‘Jobs’ displayed
in the ‘Outstanding work’ report are all manual jobs created via the ‘Inspections and Visits’ sub record option of the

‘FP Premises Records’ window,

Shows all daily work, complete or outstanding i.e. all non programmed work. The ‘Jobs’ displayed in the ‘All current
work’ report includes all work, which has been created manually (i.e.) created via the ‘Inspections and Visits’ sub

record option of the Premises record card.

Returns all outstanding programmed work even if it has been allocated (This report can be used to monitor
programmed work, please note a date range must be defined)

Shows all programmed work that has not yet been allocated. All programmed work, which has not been created

and thus remains unallocated.

Returns all programmed work regardless of allocation and completion
All real work (i.e.) those jobs created via the ‘Inspections and visits’ facility which, are complete.
All programmed work which, has not been allocated.

All programmed work which, has been allocated, but is incomplete.

Shows all work i.e. programmed and daily work. This report is suitable for reviewing individual or station
workloads, please note a date range must be defined.

All real work (i.e.) those jobs created via the ‘Inspections and visits’ facility which, are complete.

All programmed and un-programmed work not yet allocated.

All allocated incomplete programmed and un-programmed work

To enable all work e.g. 'Daily’ and 'Programmed’ to be allocated to a 'Person’, 'Post' or 'Location’. The system
acknowledges work as 'virtual' until such time that it is allocated. Until work has been allocated inspection details
will not be included in the ‘Inspection history'. A 'Slip' or 'Job sheet' can not be printed until work has been
allocated. The system will display all work corresponding to the search criteria entered and the report selected (i.e.)

‘Outstanding re-inspections’.
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fireSpace — WAND?2

Inspecting officers have been using the WAND1 application on Tablet PC’'s to complete electronic Audits utilising the first
‘National Audit and Data Gathering Form’ issued by CFOA in 2006. However it was recognised that in order to facilitate
migration to the new version of the audit form, significant changes would need to be made to the WANDL1 interface on the

Tablet PC’s.

SOPHTLOGIC new fireSpace ‘WAND2’ product makes interface easier to use especially when entering data into the form
allowing the system to populate, calculate and grey out parts/sections of the form automatically, working from rules and
solutions that have been developed in the background. The toolkit includes but is not restricted to broad areas of
functionality that gives you more control of the work allocated onto the Tablet PC (Check-In) including the ability to
‘Complete’ and/or ‘Cancel’ allocated work and create ‘Follow-Up Audits’ (Check-Out) in line with ‘CFOA’ recommendations

and collects additional functionality to better inform the ‘IRMP Returns’.

The important point to note is that the fireSpace functionality can be developed, expanded and most importantly
customised without the need for the deployment upheaval associated with new software releases. If a new version of
fireSpace becomes available, when a user accesses fireSpace, they will be notified that an application update is available

to download.
fireSpace is a web based application. For installation and updates you must be able to access the ‘Internet’ either thru
‘WIFI’ or ‘Ethernet’. For downloading and uploading of jobs (‘Check In’, ‘Check Out’), you must be able to access the

‘Intranet’ either thru a ‘WIFI’ or ‘Ethernet’ connection. (provided at service premises via Tablet PC connection points).

You DO NOT need Internet access to fill out the Audit Form(s).

Installing fireSpace to your PC/Tablet

FRS personnel will need to download the fireSpace client from a SOPHTLOGIC website to all PC’s/Tablet’s that will need to

access the audit forms.

You might need to contact your administrator when installing fireSpace onto your tablet — This may be a privileged access

only.

If you do have the ‘Privilege’ to install fireSpace...

sk = ) - (%] (2] | s o Favotes

Ackdrwss [§] netpefiunma. 53t pashoses. netipubkshingrespacefwindouws]

e  Go to website — www.safeashouses.net/publishing/firespace/windows SOPHTLOGIC
fireSpace

Pl risnate

. Click onto the “Install’ button Instzll Versiom: 65312057

Publisher:  S0SHTLOGIC

[Cirtal
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A ‘File Download’ window will appear asking would you like to ‘Run’ or ‘Save’ this file

File Download - Security Warning

Do you want 1o wn or sawe this file?
m Marh, BSD ® Click onto ‘Run’ button  Sophtlogic. FireSpace.Console Setup
Type: Bophcaton, 588 Forthe following companent

From: wom, safesshouses.net

NET Framework 3.5

[ Rn [ Swe || Coes |

HL"-I Plaaa read tha fallowng heenss agreament Fraes tha paps down key to
see the mat of the agreement

Whie filee fom the Interet can b LeefUl thes Hie type can [
L Sally b 4 N ¥ you & L E . &

. | 1 S M B, e IMICROSOFT SOFTWARE
|SUPPLEMENTAL LICENSE TERMS
|MICROSOFT .NET FRAMEWORK 3.5 FOR
lMlCROSCIF[ WINDOWS OPERATING

A Microsoft licensing agreement may appear. |svsTE
i Ve ELILA for pering

Do you accept the tems of the pending License Agreement ?
. Click onto the ‘Accept’ button l‘

¥ you choose Dant Acoept, nstal wil close. To install you must accept
thes sgreement

Launching Application

A ‘Launching Application’ box will appear for a few seconds then it will

disappear 5£! o

Verifying application requirements. This may kake a few moments.

Application Install - Security Warning ri(|

An ‘Application Install’ window will then appear asking would you like to ‘Install’ :
Do you wank ba install this application? \:E’
this application 9
Hae: lireSpace
e  Click onto the ‘Install’ button Instzll Publsher: SOPHTLOGIC Ltd,
Dot izl
EoMORGE. T Yo 8P N th SeChs 00 0k el 148 e, B T

The ‘Installing fireSpace’ window will appear

(82%] Installing fireSpace

Installng fireSpace ‘»!'?._'
d“::lg:.:t. M.ihmm. You can s your computer 1o do other basks ;
@ Nae: Firespace 3 o i i )
This will install the fireSpace application to your Tablet / PC

From:  www.saleashousesnet

[ 1
Demicdig: 7.36 M8 of 2.90 M8

You may get a dialog box appear stating you ‘Can-not Start Application’, if this appears.

ﬂ
° ClICk onto the ;OK: bUttOn \!‘) Application cannot be started. Contact the application vendor.
. Contact your ‘Administrator’

beta..

If successful, fireSpace will appear in the ‘Start’ menu option on your ‘PC / Tablet’
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Open and Updating fireSpace

When you open fireSpace, the system will need to do an update; e.g. new functionalities, amendments etc...

Cittix Pragram MNeighbothood — #

From you ‘Tablet PC’

@ Arcessories 4
@ Oracle - OraHomes2  »
Dacuments b 5 xTerm(130.11.1.8)

. Click onto ‘Start’ [ eh
Settings % =

. Click onto ‘Programs’
e Click onto SOPHTLOGIC

. Click onto fireSpace

Search 3

Help and Support

Server 2003 Standard Edition
Le vk

Run...

= J Log OFf _sophtlogic,..

& istart | & | [ _sopHTLOGIC@N L Fire...

Make sure you are connected to the Internet

Launching Application

A ‘Launching Application’ box will appear for a few seconds to check if there

?ﬂ O are any Updates to fireSpace, then it will disappear

Verifving application requirements. This may take a few moments,

If there are ‘Updates Available’ to fireSpace

Update Available E\
Application update E”
# new wersion of fireSpace is available. Do you want to download it now? o
9
An ‘Update Available’ window will then appear asking would you like to
3 . Mame: fireSpace
update the version you have of fireSpace From:  wwwsafeashouses.net
sk

. Click onto ‘OK’ button

The ‘Updating fireSpace’ window will appear N EES

Updating fireSpace ‘i;l’
This may kake several minUkes, You can use your computer ta do other tasks ot
during the installation, ﬂ

@ Name: fireSpace

From:  www.safeashouses.net

This will update the files and open fireSpace

Downloading: 1,32 MB of 2,90 MB

Cancel

This will only take a few seconds
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Place fireSpace Icon Onto The Desktop - this is for convenience

But in doing this, when updates are taken for fireSpace this will delete the shortcut form the desktop during installation of

the new version and it will be necessary to repeat the procedure below to re-instate the shortcut onto the desktop.

‘ Open

M (1 Compressed (zipped) Folder
cue & e ity

Citrix Program Neighborhood — » Copy _ Mail Recipient
o Click onto ‘Start’ —_— Create Shortout () My Documents
g 05 s+ 8 swrionp (49
. Click onto ‘Programs’ ] 3 oo 0% EmEmLAE) R stEmic)
. ) z O s N cormooc QI e oo e patay
e  Click onto Sophtlogic & o e | o
Search »r
¢ Right click onto fireSpace § @) b sppar
e Click onto ‘Send To’ =) n
. . : J Log OF _sophtiogic..
. Click onto ‘Desktop’ (create shortcut)

@ istart | & | [ _sopHTLOGIC@NL.L Fire....

As you can see the fireSpace icon has appeared onto your desktop

. Click onto the fireSpace icon
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How fireSpace Work

Let’s take a look at what each display field, tabs, buttons and drop down menus are used for.

At the top of your fireSpace window there are three columns: -

M fireSpace

Checked Out:

Checked In:

Mew Jobs:

Column One: Allows you to see, how many Jobs are in your ‘ToDo’, ‘Completed’, ‘Recalled’ and ‘Cancelled’ list
Column Two: Allows you to see, When Jobs were ‘Last Saved’, ‘Checked In/Out’ and how many ‘New Jobs’

Column Three: Allows you to see, % of ‘Capability Analysis’, ‘Officer Availability’, ‘Riders off the Run’ and ‘High Risk’ of the Locations.

As you can see there are three tabs ‘Active Audit’ ‘Library’ and ‘TUI Console’

Display Field One
‘Form Users Can Access’ will be displayed

The ‘Active Audit’ tab is were the jobs and audit form

e Display Field Three

) The ‘Library’ tab is were you update new versions of
‘Audit Form’

the audit form
Display Field Two
‘Allocated Jobs”

The ‘TUI Console’ tab is were you have to register your

account to obtain a valid licence

The ‘Check Out’ button — ‘Downloads’ jobs that have been allocate to the ‘Station/Watch/Location’

The ‘Check In’ button — ‘Uploads’ the ‘Completed Jobs’ to the main datastore

fireSpace also has three Display Fields:

Display Field 1 — ‘What is Allocated to Me’ — Displays downloaded forms in most cases this will display ‘Audit and Data
Gathering (Northern Ireland 2009)’

Display Field 2 — ‘Wand Mobile — Allocated Jobs’ — Displays Jobs — depending on the drop down list selected e.g.

‘ToDo’, ‘Completed’,” Recalled’ etc.

Display Field 3 — ‘Audit Form’ — Displays the data form selected in window 1

Let’s have a look at the ‘TUI Console’ Tab
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TUI Console Tab

fireSpace uses ‘SOPHTLOGIC’s Gateway Server, Trusted User Account Interface (TUI)’ console which holds account and
licensing Information on public serves hosted by SOPHTLOGIC. Upon accessing fireSpace client, the system will
authenticate the ‘User’ based on the ‘Windows Account Name’ (Username) and ‘User Domain Name’ from the ‘Operating
System’. This information can be overridden for instance where access is required from machines not joined to a

‘Domain’.

Remember your tablet PC must be connected to the network via the ‘Ethernet’ port (available via Tablet PC

connection points), before you can carry out the following Licensing and Checkout procedures.

e Click onto the ‘TUI Console’ tab ameroms [ oy e [

Specily Altarnative TUI Crodentol
Akermtive Detals ‘Workststion Detiks

The ‘Specify Alternative TUI Credentials’ window will appear e e
Domain/Hest Name: D Hend Norre:
| :

st | oy
By entering your ‘Windows Account Name’ (username) and R
. . . TUT Acoonrd Mass TUR Heowt NarsDicenin

‘Domain/Host Name’ the system will check to see if your ‘Account’ I I

Vauk Conmect String Licence Expary

details are valid to obtain a ‘Valid Licence’. This will ensure that you
Hstweork Configuration.
have the privileges to access fireSpace, and download any jobs that nlwuwws

have been allocated. e

This only has to be done when the application is first used.

Copy Button:

The ‘Copy’ button allows some ‘Brigades’ to ‘Copy’ the ‘TUI Credentials’ from the ‘Work Station Details’ box on the right to

the ‘Alternative Details’ box on the left.

. . Yalidate Li
Validate Licence Button:

The ‘Validate Licence’ button allows you to check for a valid licence for that user

e Fomns | Topesraphical | 7t Corsole | Lirar [

SpecifyAlternative TUI Credentials
Mistoative etsic [t | Tt | i [ oo I

‘Windows Accaunt Name: . ARsanativa TUNCH

. Enter the ‘Windows Account Name’ (your

Domainficst Hame: Lo User Name)

Windkows Account Mame: Windiwrs Sccount Noma:

G mgrern e ke .
DonnsifHont N DurnainHist Hame: o Enter the ‘Domain Name’ e.g. SOPHTDV,
sophidy CIANE

ADMINNT

The ‘Domain Name’ is usually the same as the ‘Domain/Host Name’ in the ‘Workstation Details’ box

e  Click onto the ‘Validate Licence’ button
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Test Button

The ‘Test’ button allows you to check authentication with the target web service

Check Connection

Authentication with target web service and database was successful,

and database

NOTE: The TUI console now only ever removes the current details on a success validation. This means that if
a user inadvertently Copies the TUI credentials from the ‘Operating System’, the underlying licence will not be

affected unless they successfully overwrite the licence with another.

Additionally, the system now detects for changes in the credentials before enabling the ‘Validate Licence’

button, this is intended to further prevent users inadvertently retrying to validate an active licence.

. . ) 3 TUI Exception
If this dialog box appears this means that the person you are trying to

Failed ko locate session candidate For credentials pravided

‘Validate’ does not have a ‘TUI Account’ set up within ‘Strategy’. This is setup
by SOPHTLOGIC. Please contact your administrator is this occurs.

The program will retrieve your credentials from the server and the “Validated Licence Information” and “Network

Configuration” boxes will fill and then be greyed out.

If these details verify the User has the privileges to access fireSpace, the User is then cached on the machine until such

time as the license expires or the details require changing.

‘WAND Gateway’ services, here is an overview. Once the licence has been validated fireSpace communicates with the
‘WAND Gateway’ services which are installed at the site. The WAND Gateway is used by fireSpace to dynamically integrate

and exchange data between multiple ‘FRS’ datastores.

You will need to restart fireSpace for your changes to take - . "
[ active Foms ] Topooraphical | Tur corsale [ ubrery |

affect. Specify Alternative TUI Credentias
Alternative Details wiorkstation Details
Windows Account Mame: Windows Account Name:
diane, megovern i harkes
. Close the fireSpace window DomainjHost Name: DomainjHost Name:
sophtdy DIAKE

ldets Lconco

. Click onto fireSpace icon

. Click onto the ‘TUI Console’ tab validated Licence Information
TUI Account Mame: TUI Host Name/Domain
diane megavern sophkdy
Yaulk Connact String Licence Expiry

As you can see the ‘Licensing’ information and the expiry User ID=ADMIN;Data Source=bfrstest;Password="tkikitie 01 January 2999

date of the licence has been activated. fetiedCanfozation

Default Proxy Detals

http:{fwn. safeashouses.nety, Global TUL bybassed:True

WAND Gabeway LIRL
hitp:/fwww. safeashouses.netiservices|
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Library Tab

The ‘WAND Data Form Library’ allows users to synchronise form data to the database that their ‘TUI’ is configured to.

Users are able to see the forms currently available from SOPHTLOGIC and the forms currently on their database along with

what version they are currently running.
Before Jobs can be downloaded you will need to load the forms form SOPHTLOGIC to WAND Data Form Library.

This facility allows different forms to be made available for access via fireSpace and the Tablet PC. For example, ‘Home

Fire Safety Visits’, audit forms for ‘England’ and ‘Scotland’.

el - S — f — e Click onto the ‘Load Libraries’ tab
The system will default to ‘Available from SOPHTLOGIC’ tab

. Click onto the ‘Load Libraries’ button

Load Libraries

As you can see a list of forms will appear

The window will show the ‘form Code’, ‘Details’ and the .

A (oot natas

‘Version’ of the form.

It also shows the ‘Date’ the form was ‘Released’ and the

‘Name’ of the form.

. Click onto ‘Audit and Data Gathering (England @ ttating
2009)’

Rl b dhot it hires tet sttriate set inataled

. Click onto the ‘Get Details’ button

Get Details
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If the ‘Library’ folder (Audit Form in this instance), is up to date all boxes will fill and a message “The local version is up

to date”, will be displayed at the bottom of the window.

If the ‘Library’ version is out of date the message “The local version is out of date please synchronise” will be

displayed and it will be necessary to carry out synchronisation to load the new version.

SOPHT vault Attribute Set

B General

& Publishing
01/04/

Name
Name of the attribute set

r—Local Attribute Set

E General
Code
Details
Mame

El Publishing
ReleaseDate
Releasshotes
VersionString

01,04/

Name:
Iiame af the athribute set

Clone Label

Clane

Eynlhmmse

Click on
button

the Synchronise

e —
|

The local version is out of date, please synchronise

Expork

During the synchronisation process the form data is copied from SOPHTLOGIC's source data so if any changes are made or

if any changes are required synchronisation of the form data is essential to ensure the user receives the latest version.

This may take a little while (10 — 15
seconds), after a short delay the new

‘Library’ file will load and “The local

version is up to date” will be
displayed. As shown below.
i~ Local Attribube Set
o " / ey
Fe 01 /04
i -Local Attribute

& General
[Name ;

ﬁm

The local 'versaon i-out of date, please synche

Mame

The local verson i up to date

[~ SOPHT.vault Attribute Set

[ Local attribute Set

Synchronise |
= General El General
Code NIIRMPO Code NIIRMPO
Details Audit and Data Gathering {Northern Ire] Details Audit and Data Gathering (Norther:
Mame Audit and Data Gathering {Northern Ire] Wame Audit and Data Gathering (Norther:
El Publishing El Publishing
ReleaseDate ReleaseDate
Releaseliotes Releaselotes
Wersionatring VersionString
lone Label
Name
Name Hame of the attribute set
Iame of the attribute set Clone I
The local version is up te date |

MATRMPD
Audit
Audit

Fata Gathering (Sorther]

a Gathering (Sorther

e

—'I As you can

String’ row,

see in the ‘Publishing’ box > ‘Version

has changed from; the old version -

2.2.19.62 to the new version - 2.2.19.63

Clore Lasbsl

—
=

*** Ensure you are connected to the network ***

SOPHTLOGIC — COMMERCIAL IN CONFIDENCE
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Active Forms Tab

Let’s have a closer look at the ‘Active Forms’ display fields

The ‘Active Forms’ tab is were the jobs and audit form

will be displayed

) ) . Click onto the ‘Active Forms’ Tab
Display Field One

‘Authorised to See’
If there is no data in the ‘Authorised to See’ display field

o (e * Display Field Three (field 1)
‘Audit Form’

Display Field Two
‘Allocated Jobs’ . Click onto the ‘Check Out’ (download) button

Check Qut

[ Active Forms Topographical T TUI Console T Library I
The form will deactivate and grey out and a ‘Please Wait’ will appear. Once

Grid Mavigator

fireSpace has loaded ‘New’ or ‘Updates’ Incidents the form will become active

Please Wait

again.

This will display the ‘Fire Safety — Inspection Data’ Active Forms | Topographical | TUIConsole | Library ||

Browser Settings

Grid Navigator

Fire Safety - Inspection Data

As you can see there is a ‘+’ next to the ‘Fire Safety — Inspection Data’ folder

. Click onto the ‘+’ next to the folder

Active Forms Topographical T TUI Censcle T Library l

Browser Settings

The ‘Audit Data Gathering (Northern Ireland 2009)’ and ‘Home Fire Safety

(Lcheckout J[ checkin ] | check options will appear underneath

Fire Safety - Inspection Data

Audit and Data Gathesing (England 2005) (75)

. Click onto the ‘Audit Data Gathering (England 2009)’.

Allocated Jobs
In the ‘ToDo’ List
Mo Date Range v To Do ~
Fil= Name Dates [
As you can see all ‘Jobs’ which are incomplete, still to do or have been allocated will g 23/00001 Lister Hospital  15/10/2009
) . V4 ) m 00100020 Kings Garage 13/11/2009
appear in the ‘Allocated Jobs’ display field (2) g os/ooooe HMO ;
g osfoooos white Housa...
g osfooool HM Prison Bov..  11/11/2009
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Date Range

To manage the workload you have been allocated

All Jobs List

To manage / view the workload in different folders

. Click onto the ‘All Jobs’ arrow

A drop down list will appear with five options to choose from:

All Jobs: List of Jobs that are not yet finished, Completed, Cancelled and Recalled

ToDo: List of Jobs that are not yet finished and still to do

Completed: Lists of Jobs that have been Completed - will upload to the main datastore when ‘Check-In’ selected

Cancelled: Lists of Jobs that have been Cancelled - will upload to the main datastore when ‘Check-In’ selected

Recalled: Lists of Jobs that have been unable to upload to the main datastore when ‘Check-In’ was selected
All Jobs List

. Click onto the “All Jobs’ arrow

. Select “All Jobs’ option from the drop down list

As you can see in this example, there is a list of ‘All Jobs’ - ‘Completed” ‘ToDo’ and ‘Cancelled’

ToDo List

. Click onto the ‘All Jobs’ arrow

. Select “ToDo’ option from the drop down list

As you can see in this example, there is a list of *All Jobs’ still left ‘ToDo’

Completed List

. Click onto the ‘All Jobs’ arrow

. Select ‘Competed’ option from the drop down list

As you can see in this example, the ‘Completed’ job will be identified by a tick

SOPHTLOGIC — COMMERCIAL IN CONFIDENCE

BUILD 2059 v2

Mlocated Jobs |
[ Next 7 Days I I 1 3065 !
Reference | Name I Date.
@ Eiyjioson  TEsco 20/10/2009
[#] s21/14799  SHELBOURNEH.. 27/10/2009
¥ E12/13593  Europa Hotel 27/10/2009
[ EL11/17765  PETER PAN BAK.. W/10/2009
Allocated Jobs
Mo Date Range w To Do £
Filz Name Date e
[ig 23700001 Lister Hospital  15/10/2009
Eg cot/oo020 Kings Garage 13/11/2009
[Eg os/oooos HMO 22/11/2009
g os/joooos White Housz.. #11/2009
[Eg os/ooom HM Prison Bov...  11/11/2009
Allocated Jobs |
[ vex 7 Daye E -l
Reference | Name | Date

52114799
¥ E12/13503

SHELBOURME H...  27/10/2009

Europa Hotel WZUDQ
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Cancelled List

. Click onto the ‘All Jobs’ arrow

. Select ‘Cancelled’ option from the drop down list

Cancelled

As you can see in this example, the ‘Completed’ job will be identified by a cross

Recalled List

. Click onto the “All Jobs’ arrow

. Select ‘Recalled’ option from the drop down list

The ‘Recalled’ jobs list will display all jobs that have failed to ‘Check-In’

Status Button

All Jobs

To change the ‘Status’ of the job from ‘ToDo’ > ‘Completed’ or ‘Cancelled’

. Click onto the ‘Status’ button

Stakus. ..
A List of three options will appear
To Do: Jobs that are not yet finished and still to do
Completed: Jobs can not be Completed unless all Mandatory fields have been filled in.

Allocates Jobs |

[res:7 ome El-: K

Reference | Name I Date
[Fs E11/17763 PETER PAN BAK..  27/10/2009

Allocated Jobs |

[ner7 0 El--- K

Reference I Name I Date
[Fs Et1/10800 TESCO e 20/10/2009

Completed

I've completed this job and it should
be checked in.

Cancelled

This job should be cancelled and 1
do not want to received it again.

Status...

A dialog box will appear to show what

Mandatory fields are still left to do before the ‘Completed’ Job can be moved to the Completed List and uploaded (Check-

In) to the Datastore which will then update the Premises Record Card.

Cancelled: Jobs that have been ‘Cancelled’ will be moved to the Cancelled List and uploaded (Check-In) to the Datastore and update

the Premises Record Card as a ‘Cancelled Audit’.

Each job that is ‘Completed’ or ‘Cancelled’ should be

. Selected in the ‘All Jobs’ list
. Click onto the ‘Status’ button

Skatus. ..

. Click onto the ‘Completed’ or ‘Cancelled’ option

The ‘Completed’, or ‘Cancelled’ Job will disappear from the ‘ToDo’ list and appear in the ‘Completed’ or ‘Cancelled’ list —

both of these lists will clear when you ‘Check-In’.

Any Jobs that didn’t successfully upload to the datastore will appear in the ‘Recalled’ list in the ‘All Jobs’ drop down menu.

Reasons may be — the values entered are too large for the field lengths set.

SOPHTLOGIC — COMMERCIAL IN CONFIDENCE
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Audit Form Display Field
In the ‘Allocated Jobs’ display field (2)
Allocated Jobs

. Click onto a Job No Date Range ~| |ToDo v

e  Click onto the Open button = e T -

OR [ig 23jo0001 Lister Hospital  15/10/2009
@ C01/00020 Kings Garage 13/11/2009
e Double Click onto a Job [Eg osfoooos HMO 22/11/2009
[j osfoonoe White Housz... {11/2009
/ [{j osfoono HM Prison Bov...  11/11/2009
Parts and Pages
Audit and Data Gathering (Northern Ireland 2003) \
() O P! =30 The Audit Form is also divided into Four Parts;
b w
2114790
' Part & |part B | Part C | Part D
Part A: Site Assessment (Information primarily for Fire Safety File and FSEC)
: Part B: Fire Safety Audit (Assessing Compliance with Fire Safety Order)
LT Part C: Calculation of Relative Risk Rating and Risk Level
Part D: Operational Site Specific Risk Information (where appropriate)
Bangor

Within Part A, B, C & D, are Pages
Page 1
Part A: Three Pages — page 1 -3
Part B: Five Pages — page 4 - 8
Part C: Four Pages — page 9 - 12 Fage2
Part D: Eight Pages — page 13 - 20
Page 3

To view different Parts of the form

. Click onto the Tabs.

To view the Pages within the Tabs

. Click onto the Pages
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The ‘Audit Form” will be displayed in the centre of display field (3).

Audit and Data Gathering (Northern Ireland 2009)

Anything in ‘Red’ means it is a ‘Mandatory’ field and must be filled in. If you

miss any of the ‘Mandatory’ fields you will be allowed to continue with the form

but you will ‘NOT’ be able to ‘Complete’ the form until these fields are filled in.

Form Validation Failed

The Validation will flag that a Mandatory mlln sl s R i
Potential Loss/Risk - Exceptional Value - Details
. Potential Loss/Risk - Heritage Risk Details
field has not been completed. o o Coam Sl
=, Potential Loss/Risk - Top Tier COMAH Site Details
Dangerous Substances affecting General Fire Precautions - Deficency Count
General Duties of Employees at Work - Compliance Level - Artide 23
S i e
\ —_—
== In addition, there are a number of look-up tables and flowcharts which the
inspector may need to consult during the process.
le >

For initial Audits of Premises, Parts A, B, and C should normally be completed for all Occupancies (subject to
each individual FRA policy) and where appropriate ‘D’. This will result in an individual Inspection regime for

each Premises in accordance with Risk Rating and Fire Safety Management.

Confirming the Date and Time

[Pliof11z009 »

November 2009

Mon Tue Wed Thu Fri Sat Sun

Within the ‘Date’ field, a ‘Date’ will automatically appear. To verify that this ‘Date’ and (in some

2 3 4 5 & 7 &

o QBN 11 12 13 14 15
16 17 18 19 20 21 z2
23 24 B 2 7 B 2
30

parts of the form) ‘Time’ is correct.

e You must tick the check box where there is a ‘Date’.

Changing the Width of the Audit Form

Active Forms Library T TUl Conscle *

what's allocated to me... [ checkour |[ checkmn | H Next to the ‘Check In’ button there is a Blue Arrow

id Navigator

As you can see the ‘What is Allocated’ and ‘Allocated Jobs’ windows (1 & 2) | ; X

have disappeared and the Audit Form is the width of the whole page

e Click back onto the Blue Arrow

The ‘What is Allocated’ and ‘Allocated Jobs’ display field (1 & 2) will reappear
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Minimising / Maximising fireSpace

e To Minimise a window click onto the middle icon g a

e To Maximise a window click onto the middle icon ﬁa}aé‘

WAND automatically ‘Saves’ data that has been entered when the fireSpace application closed.

NOTE: Any text that is slightly smaller and italic (slanted) is explanations that are taken
from the Revised CFOA Fire Safety Audit & DG Guidance 28™ April 2008 Draft V2.2

Check In Jobs
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Open Premises Record Card

Let’s view the results in the ‘Premises Record Card’ of a job when it has been ‘Checked In’ as a ‘Follow-Up’, a job that was

‘Checked In’ as ‘Completed’ and a job that was ‘Checked In’ as ‘Cancelled’ via fireSpace.

i i ] Wfind
In ‘Global Navigator’ | Eoceiiy] Vi

FP File Murmmber Register...

" © File Tracker...
e Click onto the ‘Fire Safety’ button Fire Safety Job Mansgemer »

T petroleum »
Wark Managet...
This will appear in the tool bar Letter Manager...

Property Directory...
Current FP Posting Batch...

Reports
Setup
Risk Management

. Click onto the ‘FP Premises Records’ Health and safety

. Click onto ‘Premises’

IMenu Bar

Follow-Up Job

If a “Job/Audit’ has been ‘Follow-Up’ via fireSpace the job will be uploaded to the ‘Premises Record Card” on ‘Check-In’

To view the ‘Results’ of a ‘Follow-Up Job’

Within the ‘FP Premises Record Card’

1) PP premises records =]
Help GIS FPEC  WAND  Eropogate )
s o s e ; = e  Search for the ‘Premises’
3 Er | m
| iL:m Irszent e Ed . . s
e hokize B | Seach, e  Click onto the ‘Search’ button
= oo M | Uowera. | Bach
(G Appeals =] | S
EW-*;* pore dt Assncsaled secord: T |
ot e S Coriravenions e
e rees Dy search..
Fokom vt b " Ericicanant nobcat —

FLI cale IFquu b
Sits Fret Inprta ol
Inspachons and vieks
Job management &

I

Flease selsct a field to ssarch on oK. | cancsl |

Station - /

FP file nurnber

Flease select a search type:

Equalto
Hot equal ta

. Select one of the fields to ‘Search’ the ‘Premises’ on

Greater than or equal to
Less than or egual to

. Enter the ‘Name/File Number’ of the ‘Premises’

Ends with
: f ,
e Click onto the ‘OK’ button FAs
Cerlificate date Isnotempty
Last inspection Does not begin with
District Does not end with
Fallrws un { =l |Dges net contain (=
10} 9 records where File name Begins with SHELBOURNE =] E3 Please enter a $alus to search with:
—_— | sHELBOURNE
[ Records found Bintlist. &
File nurber Hame Addiess
Co/largy c 3 78 ueens Parade. Bangor Open.. BH
3115722 68 Shelboume Ltd 65 Fil Stiee, Newry
Shelboume Motors 334, Tandragee Road. . Portadowr®.
Shelboume Motars 334, Tandrages Road., . Portadann. .
5311192 B Shelboume Motars 50 Eelfast Fioad, Newry
511/22296 B8 Shelboume Motars - Missan ( Tandiagee Fioad, Portadown
511/22297 B8 Shelboumne Motars - Feenaul| Tandiagee Fioad, Portadown
Shelboume Motors Ltd | 334, Tandragee Road. . Portadonn. . ‘ . s
5117126 a2 Shelboume Motors Lid 334 Tandragee Road. Portadown . Click onto the ‘Premises
| oo Open. B
. Click onto the ‘Open’ button
Ly _>l_I
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The ‘Premises’ will appear in the ‘Record Card’

10 FP premises records [_ O]
Help GIS FPRC WAND  Propogate

Namme and addiess: Fleno  521/14799 Find Hext Back
SHELBOURKE HOTEL Statiors 521
T = ?SLE'E o Insatt Multiooc Edi
Bangar C6

o e 1 Archive ) Search

pecluse Hold Batch

=l ogHac: ciea 2 =

Owiner: Mot specified E Firs Safety Audit and Data Ga, Show.
Coniaet  firaham v/ Enforcement nalices
Post code: BT 2038 Base date: + File acker Add
Distict.  Ards Borough Counci Frequency: Inepetion oalend Mot
FP Offcer Last revinspr e s
Follow up DM Link...
FU date: _

Site Rek: AFP_095663 Licenses

NI Fire Safely At and Data G-
Un-Specified Certiication Status e e =
Booked out o Fief: Blair M £
" Ine arch

The ‘Start’ and ‘Finish’ date is still left blank

This is because the ‘Inspection’ has a ‘Follow-Up’ job scheduled.

Click onto the ‘Job’

e Click onto the ‘Revise’ button Revize... |

Within the ‘Sub Menu’ options

. Click onto ‘Inspections and Visits’

Click onto the ‘Show’ button

Show...

10 FP premises records [_[O]x
Help &5 FPRC  WAND  Propogate
Name and addiess. Fleno  §21/14793 Find. Hext Back
SHELBOURNE HOTEL Station: 521
16 Queens Farars S st Clea Inset Mulli-occ Edit
Bangor FSEC:  Clg i
e Bichive... Print Search
Secuse
- P a— Hald Unuse no. Baich
Ouireer: Not specified Enlarcemert notices Hide
Contact;  Graham'w + Filo biacker
Post code:  BT20 38 Base dale: Inspection calender Add
District: ~ Ards Borough Councl Fiequency + Inspe yisits Notes.
FP Officer: Last ie-nsp: i —— g
Follo v, e DM Link
FU date:
Sie Flek: AFP_095683 NI Fire Safety Audit and Data G-
Pefroleun licenses
UnSpecilied Cerication Status o =
Booked out to Fief: Blair M E
I~ Inc arch.
[& Inspections and visits Revie...
Stated | Finished | Tupe| Insp Hrs | Admin His | TravelHre| Coding | Officer Walth  Bamave
2509 1989 (25091389 [SFI 1 [ 0 Al [leffreys AP Red _
13081991 13081391 [SPI 1 0| CiGa |AlenD1 Darkgie View,
16081393 |15 021393 [SPI Gough B
5 Fid Elai M £
i » IJ

The ‘Inspections and Visits’ window will appear — as shown

Inspections and visits

Help
File [ sanem PintResubs. | Concel [ 0K |
Started: Finish date: | et
Allogate to: [Elair 11 £ | € 1 Canceled Audis -
@ -1 Firs Safety Audi
[Dinedton 00 Brina ferward
02 Fullinspestion
Goding CIES -] Unis: ! € 03 Re-rspection
Rooemeligs Hours: 1.00 € 04 Follow-up inspection
W (5P e el et i Attendess: 0.00 05 Duiing performance inspection
+ Operational staff member Travek [ o5 ‘T ann e -
(TR .50 Hesure.. || Defsteresuts | | Falowup.. |
Inspection notes:

Job summary

Startnewioh |

Click onto the ‘Job’

Update job

Brint jobShect
Set owner
Jab sheet template

Click onto the ‘Update Job’ button

SOPHTLOGIC — COMMERCIAL IN CONFIDENCE

The ‘Finish Date’ has been left blank

The ‘Times’ from the ‘First’ job has been automatically updated

There are two inspections/jobs within the one Audit. The ‘Actual

Job’ and the ‘Follow-Up Job’ that has been created by fireSpace.

The ‘Job Due Date’ on ‘Part D Page 12’ of fireSpace is reflected

the next ‘Follow-Up’ date

Update job
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fireSpace has automatically populated

window
dobsheel numbe [ GOB7E3108 JobTyps: | Mot specited | e The ‘Work Completed’ check box - has now been ticked

Duccate [ B ety | El e The ‘Date of Visit' has been populated

Code [ie.5M]  Name ie. Sumame]

ate o [ 3158 [BLamME Lt & e The ‘Offer’s Times for Inspection (Job)’, ‘Admin’ and ‘Travel’

¥ Work complete? [T Create fallaw up inspectian h i
ave automatically been updated.
Date of visit 28102009 Follow up date: 19112009 y p
Dficer's tmes Inspection type [ Fallowsup inspection |
Hrs  Ming
— ] | By whom [BLARME E|
FsOaAdmn: [ [ 30 | Fesen [ =Hone - \ El
Tiavel: | 4 45 Ta do | = T
| Jok brasved b & e

Audience; 1)

I~ FS150 Completed? U:“E”m’ Sy i ﬂ
chivity located to R .
EnimrsiEs (s -l The ‘Follow-Up Job’ that was created in fireSpace, has been updated
™" Generate letter ~EN
|

Cancel P

o st
“
.
The ‘Enter Job’ window is ‘Closing’ the ‘Job’ NOT the ‘Audit’
e Click onto the ‘OK’ button
This will bring you back to ‘Inspections and Visits’ window
Help
Fis sz Bintesus.. | Concl [0k |
Sttt | Frshdaz |1 —
irseses | G Sl O Cneclediude 4 When the ‘Follow-Up Job’ (on the 19/11/09) comes back as
lisgpazitin 00 Biing forward
T T [— ] liroocton ‘Completed’ the ‘Finish Date’ and the ‘Visit Date’ will appear, the
—eee E-inspection
Haurs: i 04 Follow-up inspection . , . . . . . . s,
it 5 moaammnmean,‘HOUrs’ entered in fireSpace will appear in the ‘Inspections and Visits
0 (sl e e Travel [ || g e i : .
sam 08 Ty (oo |y | Window and the ‘Inspection Hours’ will update to cover both ‘Job
feocon ey — Times'. (as shown on pg 99)
I
Job surmrary Setuemi | e Click onto the ‘OK’ button
rea uaD AHucaladm Update job
0033752/03) 27 102009 19 11 2009 e
Biint job sheet
Set owner
ﬂj A.ILI Job shest template

This will bring you back to the ‘Premises Record Card’

all

The Start and Finish date will be entered meaning the ‘Audit’ is now ‘Closed’.
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Completed Job
If a “Job/Audit’ have been ‘Completed’ via fireSpace the job will be uploaded to the ‘Premises Record Card’ on ‘Check-In’

10 FP premises records i [=]
Help @IS FPRC  WAND  Propogate

To view the ‘Results’ of a ‘Completed Job’

Mame and address: File no: Find. Nest Back
Stalior:
2 oLh- Insert Multi-oce Edit
FSEL: P :
s fuchive Bint Search Within the ‘FP Premises Record Card’
[ ET;H“E*E Hold v e Batch |
EW"E’ Appeals Show..
antact Associated records .
Post code: Base dale: Connsveniions e . Search for the ‘Premises’
Distiot Frequancs: Documerts and Images Nofes...
Filowis e Erfepement noies e  Click onto the ‘Search’ button
e File tracker Search...
Site Ref Inspection calender
Inspections and visits
-Job management j
I~ Incarch
Please select a figld to search on: oK I Cancel |
Station s
: : FP file number
. Select one of the fields to ‘Search’ the premises on Pleffse select a search lype:
. Enter the ‘Name/File Number’ of the premises
. Click onto the ‘OK’ button
Certificate date
Last inspection Does not begin with
District Does nat end with
- : -
10/17 records where File name Begins with EURDPA EH mEE: Eolosur, / Il Does not contain [l
Please enter alalue to search with
[ Records found st & | | E
File number HIO Code | Mame Addiess
WIT/16236 (88 Eurapass 34 Krockshollet Road, Coughmils =] Open B
Eutapass 34, Knocksholet Road, . Dunloy, Anl
w3z (88 Europarts Motor Factars Lid [W/ashingford Fload, Dungannan
Eurapatts Motor Factors Ltd |2, Washingtord Fow, . Dungannon. 1
Eurapats Lid 20, Herey Stiest, . Dungannon, Tyror
Europatts Lid 2, Washinglord Row, , Dungannon, 1
Eurapatts 2731, Duncrus Crescent, , Bekat, B
Eurapa Travel Ltd 184, Kingeway, , Dunmury, Anlim
E13/11243E (86 Europa Tool Co Ltd Unit 3., Pembrake Loop Aload, Belfas . . . s
Europa Tool Co Ltd _Pembrake Loop Road, Springbank | . Click onto the ‘Premises
Fuiops Hotel Bellast G
£ £ ) 77 " .
FizA7867  |Ad Futopa Joeneral Underriters| B34 fcariamy Ghieet, Beact . Click onto the ‘Open’ button Open... %
Europa fneral Underwiters| B3-91, Academy Stieel. , Bekast, Bell
Eurcpa fhods  Church Street, . Kirea, Londandery
Euraps fods " Church Stres,  Kirea, Landondsry
Europa 4a, Lower Catherine Streel, . Hewny,
Kl _>lJ

Within the ‘Premises Record Card’
Hep G5 FPEC  WAND  Progogale

e a0 acddnas: Flera 1212803 Erd et ek
Europs Hotel Staon E12
e Click onto ‘Inspections and Visits’ 1115 G Vi St B i k| B 1 52
VO Code: ATA ke bt Swoch,
e Click onto the ‘Show’ button =l e B EIRTE | B
ot TV e 20705 Do wclanges - E\| IR
Post code. BTZTAP Dase de 0204 2010 F Paut B - Fin Safriy Auck - Sre i
Dstrct Eelas! Ciy Courd Frexuency. 12 Erdocanand nolices Hujea
i . .. y . . FP Dificer Lastieirap 1704 2009
The ‘Inspections and Visits’ summary window will appear at the bottom Fukm ot e P
Sibe Rel AFF_IMOTE
of the ‘Record Card’. i

(8 Inspectons and virks

- L. | Staind | Firished | Topal nep Hie [ Ariein Hrs

As you can see fireSpace has entered the ‘Started’ and ‘Finished’ dates  [Z1z7 o =orfm g ]
& | | 0 25

of inspection and entered the ‘Job’, ‘Admin’ and ‘Travel’ hours. F
5 43

. Click onto the ‘Job’ you want to ‘Revise’

. Click onto the ‘Revise’ button Flavi
evize...
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The ‘Inspections and Visits’ window will appear — as shown

Inspections and visits

= Operational staff member

Inspection notes:

Travel:

0.75
bdmine AP 263

Help
Fie: G PintAests . | Cancel [ ok |
Stated: | 07 10 2009 Firishdate: | 28102009 eEEEEn e
Allocate to: [Blair M E =] & A Fie Salety Audit =
) € 1 Cancelled Audits
fesin € -1 Fire Safety Audit
0 ——— € 00 Brina forward
g el | € 02Full inspection
Persannel tyne Hous L) 03 Reinspection
PP apacislist stalf memper  CSnSeS oo

' 04 Follow-up inspection =

1 : >

Results.. | Delete zsulis | | Followup..

=
=

Jab summary

Stetrewios |

Job no.
0000334./0!

| Cicated | DueDate |
10 17 1

[Job [ Adm [ Tra [ Aud]
1200 0[120] O Upd.

60 50 [1]

45
~

Feme

Set ovmer
Job shest tamplate

n

=

The ‘Visit Date’ of the ‘Job’ has been entered

fireSpace has automatically populated

fireSpace has automatically entered the ‘Finish Date’

In inspections, the ‘Hours’ from the ‘Both’ jobs has been added

together and automatically updated

These are the total ‘Inspection Hours’ — reflect the total time

spent on all associated jobs / audits

There are two inspections/jobs within the one audit. The
‘Actual Job’ and the ‘Follow-Up Job’ that has been created by

fireSpace.

The ‘Hours’ spent on the job have automatically been entered

. Click onto the ‘Update Job’ button

The ‘Job’ window will open

Update job

fireSpace has automatically populated

windaw 2
y 4
Job sheet number [ 0033754/ Job Type: Mot specitied |
Due date Fiecsived by | *NONE * =l
Cods [ieSN)  Nams fie. Sumame) .
iocate tor | 6156 [BLARME List &
—p “wark complete? [T Create follovs up inspection °
Date of visit: 26 10 2003 Follow up date
L]
/ Dfficer's times Inspestion type [ Folowup inzpaction E
Hrs Mins B u | El
Inspection: |1 iz
FSO Admin: 45 | Psason | -nomE - El
/’e\. 50 | Todo =
Audience: [ p
Dther job activ g
I~ FS150 Completed? EAEERY |
Activity Allocated to
Contravention found: & Nore =]
s ‘ CE
enerate [etter © Ell
Cance

. Click onto the ‘OK’ button

SOPHTLOGIC — COMMERCIAL IN CONFIDENCE

The ‘Work Completed’ check box - has now been ticked

The ‘Date of Visit’ has been populated

The ‘Offer’s Times for Inspection (Job)’, ‘Admin’ and ‘Travel’
have automatically been updated from ‘Part D ‘Page 12’ of

fireSpace

Inspection and job data

Drate of visit: V]zsj10f2009

Job Eirne: &0 ins
Job adrnin time: 45 Mins
Job travel time: 50 Mins
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You should now be back in the ‘Inspections and Visits’ window

Inspections and visits

Help
i G PintResuts. | Cancel [ ok |
Stated: | 07102009 Finish date 2810 2003 Inspectian type:
Allocats to: [Dlair 1 £ =] @ -1 Fire Safety Audi - i . ,
. € 1 Cancalled Auits e Click onto the ‘OK’ button
i 1 Fire Safely Aucit
. — 00 Bring faward
ol |l o] Unis —— C D2Fulimoeniion
Pl Haurs: 3 Reinspection
PP specislit staff membey “Mendess | 000 ' 04 Follon-up insoection -
& Operational staff member Travel: 075 1T . o
Adrin 263 Fosatel) | FEdee et | | Ealennl| You should now be back in the ‘Premises Record Card’
Inspection notes
=
e i ‘ ,
ey swnewis | AS YOU can see this ‘Audit’ is now ‘Closed’.
Job no, Allocated to Upd 5
Al - Brown & _ Upceieipe |
2710 45 50 Removeioh |
Piint job sheet | s
+ Coding | Officer Watch Remove...
Set pner A14  |Chatteris i SDaFa] ———
_l:l o | ATA | Chareris W 9Dap View..
Eal| B[ dobsheetienplte | i |y 4w Flewidt | ———
[TRVETEY . A14 [Colman D SDapF
2006 2008 G2 |LeshwE A 9DaF
2406 2008 £14  |ComanD 3DayF
2010 2008 £14  |ColmanD 9DaF

Charteris ' J
Anderson B W

9DayF

Cancelled Job

If a ‘Job/Audit’ has been ‘Cancelled’ via fireSpace the job will be uploaded to the ‘Premises Record Card’ on ‘Check-In’

To view the ‘Results’ of a ‘Cancelled Job’

Within the ‘FP Premises Record Card’

10 FP premises records P [=] B
Help  GIS  FPRC  WAMD  Propogate ° Search for the ‘Premises’
Mame and address: File: rio: Find et Back
Statiar:
N Insert Multi-ocs. Edt
FSEC: B
Archive... Pirt... Search i
e — - — e  Click onto the ‘Search’ button
[ e o Unuseno 2o
et Appeals Show
Contact Associated records T |
Post code: Base date Contraventions Add
Distict Frequency:
FE D L i He—— s o= | Search
Fﬂ'z”:[:": File tracker
Site Rt Inspestion calender
Inspections and visits
Job management LI
I Inc arch.
Please select a fiskd to search on ok | Caed |
. . , ) Station -
. Select one of the fields to ‘Search’ the premises on FP file number Plese select 2 search ype:
. . , . Addiess Equalto
. Enter the ‘Name/File Number’ of the premises ot ot equelte N
reater than or equal to
. . , FSEC Group Less than or equal to
. Click onto the ‘OK’ button 014 HO Code
Cert/exemp no Ends with
W0 Code Contains
0 Description |z empty
Certificate date | not empty
Last inspection Droes not begin with
District Does not end with
Frllrw 1n LI Does not contain LI
Please enter a valus to search with:
[PETER P2
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. Click onto the ‘Premises’

. Click onto the ‘Open’ button

The ‘Premises Record Card’ will open

10 FP premises records

_opx
Help IS FPRC  WAND  Propogate
Mame and addicss Fiena,  E11/17765 Find... Hext Back.
FETER PAN BAKERY Station:  E11
427 Upper Newlownards Road =] swv: B8 sz, Lblbess. B
Befast CSDEEED " gg e Print Sorrn
Sec use:
- e Hald Unuse no.. Bach |
Owner: Mot specified Documents and Images Hide:
Contact,  Harkness D E Fire Safety Audt and Data Gia
Fostcode:  BT4 3LH Base date Enforcement natices
Distict,  Beliast City Council Frequency e -
FP Officer Last reinsp e |
Follow up: DM Link.
FU date —_—
Site Ref: AFP_105963 | [ + Job management
Licenses
UnSpecified Certfication Status NI Fire Safety Audt and D ala G/
Booked ot fa R, Blair M E
. 1 I Incarch
[ B Inspestions and visits *,. Fleyise.
fudmin Hrs | Tiavel His [E—
D 0 i Blait M E _
Wigw...

. Click onto the job you want to ‘Revise’

. Click onto the ‘Revise’ button

The ‘Inspections and Visits’ window will appear — as shown

Inspections and visits

Help

File: E11A17765

Started;

Finish date:

Allocate to: [Elair b E

Brint Results... |

Cancel [ ok |

Inspection type:
% 1 Cancelled Audits! -

) € Fire Safety Audi
et "W Bing forvard:
i u — © DXgullinspectiori
Corte | [ | Unis L ¢ 03 Re-inspectiort
ez Gl 0 € 04 Folowup impectorl
PP soecilel st mambey | Atlenees 000 {05 Durina peformance inspectiord.
@ Operational staff member Travel 0.00 qimn arae S
Adin Resuls.. | Delete results || Followup.. |
Inspection notes
Jab summany Startnenios |
Jobno | Cieated | DueDate | Vist | Alocatedto Job  Adm | Tra] Aud Undaleih
27 10 2003 Blai M E _ Updsieieb |
Removs ob
\
Print job sheet
Set anmer
. .|—| dob shest lemplale

SOPHTLOGIC — COMMERCIAL IN CONFIDENCE

10 & records where File name Begins with PETER PAN I M[=1E3

[ B Recods found. Fintlist. &
Open.. B9
235485 |me Peter Pan Complen 86/120 Springfieid Fioad, Befast
\W22/16808  [D238  |Peter Pan Plapgioup Fr. Matt Hall, Gargadis Road, Trilick
w2203 D2H  |Peter Pan Plavaioup 30 Main Sueet, Trllick
w2zrs DZH  |Peter Pan Playgroup Gargadis Road, Tilick
Peter Pan T asis 90120, Springfield Foad, , Belast, B
K] ;l_l

e Click onto ‘Inspections and Visits’

. Click onto the ‘Show’ button

The ‘Inspections and Visits’ summary window will appear at
the bottom of the ‘Record Card’.

As you can see

e The create, ‘Start’ and ‘Finished Date’ has been entered
e The ‘Type’ has been removed

. ‘No Hours’ have been entered

Revize. ..

fireSpace has automatically entered the ‘Finish Date’

The ‘Inspection Type’ has changed from ‘Fire Safety Audit’ to
‘Cancelled Audit’

‘No Hours’ have been entered
‘No Visit Date’ has been entered
Click onto the ‘Job’

Click onto the ‘Update Job’ button

pdate job
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A ‘Warning’ dialog box may appear, asking a completion date has been

* Window
Job sheet number | 0033754/03 debType: Mot speciied |
Due date Fieceived by | *NONE * B
Code ie.SN)  Mame [is. Sumame]
Allocat to: [ 5158 [BLAIRME List &
[~ Work complets? | T Create folow up inspection
Date of visit: Follow up date:
Dificers times Inspection type | Follow-up inspection =l
s Mins E
mpecton: [ [ | b | ]
e | Reason [ *none- |
Travel Tado =
fudience i
Dther job activity £,
Activity [ &locatedto
Contraventionfound & Hone =]
e ‘ € El0
ererate [stter £ EN
Cance

entered on an ‘Outstanding Job’ is this correct?

e Click onto the ‘Yes’ button

Another ‘Warning’ dialog box may appear, asking if you want to make ?)

the file as ‘Returned’.

e Click onto the ‘Yes’ button

As you can see, nhothing has been entered in the job window

. Click onto the ‘OK’ button

This should bring you back to the ‘Inspections and Visits’ window

e Click onto the ‘OK’ button

D | Waning
4 You have entered an inspection completion date whilst job left outstanding, is
thig corect

The inspection has been finished and iz currently booked out ta one or more

“*/ people, da you wish to mark the flle as returned?

This should bring you back to the ‘Premises Record Card’ window

This Job is now ‘Closed’

Remove Job

To remove a job from the ‘Job Summary’ window

. Click onto the ‘Remove’ button

A dialog box will appear the record is used elsewhere and can not be deleted

If this is the case you need to delete any records that are linked to this record

. Click onto the ‘Job’

. Click onto the ‘Revise’ button

. Delete the ‘Jobs’ that are in the summary window

Revize. ..

. Click onto the ‘Remove Job’ button

SOPHTLOGIC — COMMERCIAL IN CONFIDENCE

No | ‘e

1 This record is in use elswhere and cannot be deleted
Y
Job summary Start new job

Bemove job

BUILD 2059 v2

Allocated to

Job

F50 Admin

[

PAGE: 39

Tl Update job



A dialog box will appear asking you if you want too delete the job

. Click onto the ‘Yes’ button
. Click onto the ‘OK’ button

A dialog box will appear asking you if you want to continue

. Click onto the ‘Yes’ button

Should be back in the ‘Inspections and Visits’ window

. Click onto the ‘Remove’ button

A dialog box will appear asking you if you want ‘Delete the Record

. Click onto the Yes button

\‘_}/ Delste job 0000 97 /097

\‘)/ Al the jobs for this ingpection have been completed, however no completion
-

date has been entered,
Do you wish to continue?

\\‘)/ Dielete this recard?
H

The Record should have disappeared from the ‘Inspections and Visits’ window within the ‘Premises Record Card’.

***| et’s take a look at what the other buttons do within Inspections & Visits***

. Click onto a ‘Job’

. Click onto ‘Revise’ button

You should now be in ‘Inspections and Visits’ window

SOPHTLOGIC — COMMERCIAL IN CONFIDENCE BUILD 2059 v2
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Print Job Sheet

To print a job sheet from the ‘Job Summary’ window Frirt job sheet

. Click onto the ‘Print Job Sheet’ button

‘Print Preferences’ box will appear

Report destinations
Client/SOPHT -diane. mcwgkp/Mic Office Dacument Image Wiiter JFY [iTs
h Samsung Colour Lazer)et Main Office Ne01:

n
Microsolt XP5 Document Witer Mel2: Cancel

. Click onto one of the options: ‘Print/Screen’ Microsaft Difice Document Imags Witsr Ne03
LT hd
e  Click ‘OK’ =l = _>|—|
Page setup. | Bename. |
Beciilois = The *‘Job Sheet’ may look something, like the one shown
“FIRE SAFETY JOB SHEET No 0000068107 13
If you want to view the ‘Job Sheet’ before printing
T . Select ‘Screen’ in the ‘Print Preference’
' . Click ‘Close’
Other wise
. Select ‘Print’ in the ‘Print Preference’
. Choose the ‘Printer’
. Click ‘OK’
| GN) o
o=

Set Owner
To set an owner of a job from the ‘Job Summary’ window. This is usually when the Inspection is a ‘Multi-Occ’.

e Click onto the ‘Set Owner’ button Set owrner

This will set the person who the ‘Job’ was allocated to as the ‘Owner’ of all the Inspections within the ‘Multi-Occ’.
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Job Sheet Template

To select ‘Job Sheet Template’ in the ‘Job Summary’ window
e  Click onto the ‘Job Sheet Template’ button Job sheet template

Print letters box will appear

Templale name No of capies Printer
Di's Testing Letter] 1
Job Sheet Inspection Type FUL 1
Fire Safety Inspection Job Shest 1

e Choose one or more of the options

[ERERE]

If you click onto the ‘View’ button, you can choose to View,

Print or Save

e Click ‘OK’

MS Word will open the chosen ‘Template’

As you can see, it will be in code

However, as the system goes through the letter it will change into

text

Suffodc County Fing & Fesoue Servics

Inspection Type: [forejobs_intter_dataimsp_type]

¥ CORTELT GETALE. VTSI EEYARE:

orkact s {lind, Postoo haton o: Twistar:
flurelos ke ot s comvnctniarel | Dlarmiche et 8. | tprejchucine_daca
forwjcos_lettar_data insp_cortact_sddwss] | men_stocitnd_Beaba | | ROREUCINNCRER,
Fewwjots_lettor_data insp_contact_postcode] | nl | e it
Tek

Dain: Suftolk County Fire & Rescue Service
[Foarwjoton_letene_dats inp,_contact, oneti] [forujcbs_letter_data. | Time: '

wjeks Joizm,_data map cortact ra) | ] — % Inspection Type: CLAUDIT
fuferrrg agency) rama il IneEnucoons aseward -

{farejbrs_jetinr_data.rwf_sgercy_name]

[CREC U ERS COMTALT DETAILE: TEHT DETANE:
= Corftact Harme . Addnes (Ind. Portmae] Staten et AL0T T Vegkoh: Bhus =¥
= Micky Mousi
. - Daty: 09 02 2007 Tima:
: 2 Tol:_123456
Fafermng agency/namcn rame: Seeo Intnaction Pasreond
= - Tal;
= . Harme of parson e anging ta vk
Bppontrent B0 8. DOCOCEGT

. Click onto the ‘X’ in the top right hand corner to close the

mcml

el w81 al ul

template

e Now ‘Close’ all applications.

3
bep G5 FPRC  WAND  Bropogsle
You should now be back at the ‘FP Premises Record Card’ e P ki e BYTT o g | g
Hal s A m "";: sf;
W0 Code: DO
,:_I::;nwr RE Wi | Unseno | B |
et et L o |
ik B e e =
:‘:’.L‘:Lh: Lt imansgs. | e —
As you can see, all of the information you have entered has now . X
been entered into the ‘FP Premises Record Card’. bt ol B . E':::’.*‘*M“”m--g
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Enforcement, Prohibition, Alterations and Prosecution Notices

Once an ‘Audit Form’ has been filled in but there is an Enforcement Notice, Prohibition Notice, Alterations Notice or a

Prosecution Notice has been issued due to the Audit the Job MUST NOT BEEN COMPETED.

The stepping stone are:-

Completed Audit - No Enforcement Notice, Prohibition Notice, Alterations Notice or even a Prosecution Notice have not

been issued
. Fill in the Audit Form

. On part D > page 20
. Inspection Audit completed = YES

Incomplete Audit - Enforcement Notice, Prohibition Notice, Alterations Notice or even a Prosecution Notice have been

issued
. Fill in the Audit Form
. On part D > page 20

. Inspection Audit completed = NO

If the Audit is Incomplete then follow the instructions within this manual to enter the Enforcement Notice, Prohibition

Notice, Alterations Notice or Prosecution Notice.

When entering an Enforcement Notice, Prohibition Notice, Alterations Notice or Prosecution Notice you will need to go to

the Premises Record Card to open the form within fireSpace.
Premises Record Card

From the ‘Global Navigator’

. Click onto ‘Fire Safety’ button

1
Fire Safety |
This will now appear in the toolbar
|1 FP premises records =] E
e Click onto ‘Fire Safety’ b G5 PEC WAD B
Hame and address: File s Find Yool Back.
e  Click onto ‘FP Premises Record’ s st | biose £
FSEC =
0 Cade i Bt S
L] B: IIIIIU‘C iz L L3

Appesls
Aspocisted iecoids
Contraventions
Diocumants snd Images

The ‘FP Premises Record’ will open

Endoecament nofices
Fila teachoer
pection ¢andar

nipactions snd vist
Job managanant =

I inc arch
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Search for the Premises Record Card

To search for the premises

Click onto the ‘Search’ button

Search...

Select one of the fields to ‘Search’ the premises on

Enter the ‘Name/File Number’ of the premises

Click onto the ‘OK’ button

10) 9 records where File name Begins with SHELBOURNE

[ B Records found

[_[DIx

Brint list... &

File rumber
]
531415722
5314152
511422298
511¢22297

S11126

Address

B3 Hill Street, Newny
Shelboune Motors
Shelboume Motors
BE Shelboune Motors 50 Belfast Road, Hewny
B3 Shelboume Motors - Nissan
Shelboume Motors Ltd

52 Shelboune Motors Lid

Click onto the ‘Premises’

Click onto the ‘Open’ button

16 Hueens Parade. Bangor

Tandragee Road, Portadown

B3 Shelboune Motors - Renaul| T andrages Road. Portadown

334, Tandiagee Foad, , Portadoun, .
33 Tandiagee Road, Portadown

334, Tandiagee Road, . Portadown. .
334, Tandragee Road, . Portadown, .

"a

e B

Number’ or ‘HO Code’ next to it. There are two

[EFP premises reconds

Flease select a field to search on:

ok | Camdl |

Station -
FF file number

FSEC Gioup
OldHO Code
Cert/eremp no
0 Code

40 Description
Cettficate date
Last inspection
District

Fallow un j

Please enter a value to search with:

Flease select a seaich lype:

Equalto
Not equal to

Gireater than o equal to
Less than or equalto

Ends with

Contains

Is emply

Is nat empiy

Dioes nat begin with

Dies nat end with

Dies not contain =l

| SHELBOURNH

Within this example, some of the Premises

do not have a ‘File

reasons behind this...

The Brigade is using a ‘Gazetteer’ and the premises have not

been linked to the ‘Premises Record Card’.

The premises may be a ‘Duplicate’.

[ [o=]
Hep G5 FPAC  WAND  Propogels
Home ord addess Fieno 521,000 Find Hest C Bk
SHELBOUANE HOTEL Slaler 521 ;
16 Qusen Parsde A s F et Mubioce.. Edt
Earne FSEC.  F : - =
Hasthe heland 0 Code. CH Aichire. Pt Gesrch.,
Sec use!
It s h
N e 5k Unseno, | Bah |
wanee Hol speciied :
Contact  Gisham W 02007 727011
Post code BT21 385 B ol T :
- Powers ul Irnpectors
Dliatrict Houthesn eland Frecuency thet Matherr b
FF Olficer: Lattinzp: 03092009 Olher :f:h‘:z?e i
Fedow up e | DM Link.
FU dste: ]
Site R AFP_M3800
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ADD AN INFORMAL NOTIFICATIONS & AGREED ACTION PLAN

An Action Plan is an informal agreement between the responsible person and the Fire authority to focus attention on
identified risks and the preventative and protective measures that may be necessary to either remove the risk or reduce
the risk to an acceptable level. An action Plan may be considered for use in situations where immediate formal
enforcement action is unnecessary. The Plan should be discussed between the inspecting officer and the responsible

person together with the projected time scale for implementation/completion of the measures identified.

The ‘Premises’ will appear in the ‘Record Card’

[EJlFe premises records =lolxl  Within the ‘Sub Menu’ options

Help GIS FPRC  WAND  Propogate

MName and addiess: File no: 52114793 FEind.. Mewt Back

I “E G e Hutioss £ e Click onto the ‘Informal Notifications and Agreed
Bargor FSEC. F ichive. Fint... Seach.. .

LR Action Plans’
[ ny - Hold Unusno, | Bawch |

Owner: Mot specified Show...

Enn:actd g%hgga\f e Erforcemsnt Notices "

0st code: ase dale: H ¢ ’ ¢ 1fi i

Disict.  Aucs Borough Counc Fromience +§£D|g$"'nwces — If there is a ‘+’ next to ‘Informal Notifications and Agreed
FP Officer: Last revinsp: prar———y— i s . . .

Folor.s e “ Action Plans’, this means that there is a notices attached to
FU date:

+ Jab managemen! this Premises. If there are no ‘+’ then the premises have no

Un Specified Cerlfication Stas Lesnses |

Booked out to Al Keln 5 I e arch associated notices.

e Click onto the Add button Add...

Open and Updating fireSpace

Make sure you are connected to the Internet

Launching Application

A Launching Application box will appear for a few seconds to check if there
are any Updates to fireSpace, then it will disappear 'J;j 9

Verifving application requirements. This may take a few moments,

If there are Updates to fireSpace

Update Available EI
Application update ! \?’J An Update window will then appear asking would you like to update the version
& new version of fireSpace is avallable. Do you wank b download ik now? ‘

you have of FireSpace

Hame: fireSpace

From:  www.safeashouses.net

— Click onto OK button

The Updating window will appear

{100%) Updating fireSpace BB

This will update the files and open fireSpace .

@ firespace

This will only take a few seconds

Once fireSpace is open

. Click onto the’ Active Forms’ tab
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INFORMAL NOTIFICATIONS & AGREED ACTION PLAN

and Agreed Action Plan

i Pt and g ved ron s |

- |

=

—————
—_—

To associate the Audit to the

. Click onto the grey square

Aszociated Audit:

fireSpace will open the ‘Informal Notifications and Agreed Action

Plans’ form

Associated Audit

The ‘Informal Notifications and Agreed Action Plans’ must be
associated to a completed audit. FS1 only returns ‘Informal
Notifications and Agreed Action Plans’ that are attached / associated

to incomplete audits.

An ‘Associated Audit’ box will appear

. Click onto the magnifying glass icon

All incomplete audits for the selected premise will be returned and

appear in the ‘Associated Audit box

. Double click onto the (if there is more than one) appropriate

audit

| Associated Audit /

I -
Associated Audi |

Fire Safety Audit - Mothern Ireland {Created: 07/10/2...

Asgociated Audit

it - Nothen lreland [Creat 09] LY

Associated Audit
Fire S atety Audit - Mothern Ireland [Created: 07./10/2009]

This is so the hours spent on the audit and the hours spent doing the ‘Informal Notifications and Agreed Action Plans’ can

be recorded and linked together.

As you can see the selected audit will appear in the ‘Associated Audit’ box

|l719,r03,r2010 vl
El ™archzoio A

Mon Tue Wed Thu Fri Sat Sun
22 23 24 2% 20 27 4
1 2 3 4 &5 & 7
g 9 10 11 12 13 14

22 23 24 25 26 27 I8
29 30 31 1 oz 3 4

SOPHTLOGIC — COMMERCIAL IN CONFIDENCE

Agsociated Audit

Fire 5 afety &udit - Mothem Ireland (Created: 07/ | -

Within the ‘Date’ field, a ‘Date’ will automatically appear. To verify that this ‘Date’ and (in some

= 16 17 =B - Parts of the form) ‘Time’ is correct, you must tick the check box where there is a ‘Date’.
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. Click into the ‘Date’ the action plan was assigned

. Click onto the arrow to change the Date (if needed)

. Enter details about the agreed Action Plan in the ‘Informal

Notifications and Agreed Action Plans Notes’

Recording of Time

S Mot ks el o) b s
2l
Inspecting Officer
|
—
[
g
2
l_ ,
d '_ |
Supervisory Dlficer
|
|
[
4 m— oo

Inspecting Officer

. Click onto the ‘Allocated To’ grey square
The ‘Allocated To’ box will appear

. Click onto the magnifying glass icon
A list of ‘Allocatee’ and their ‘Location’ will appear

. Scroll through the list

. Double click onto the Inspection Officer

As you can see the selected officer will appear in the

‘Allocated To’, ‘Service Number’ and ‘Name’

. Enter the Date

. Enter the Details of Work done

Date: |E_1910312010 'I
Motes: Enter details about the agreed Plan between the inspecting ;I
officer and the responsible person with the projected time
scale For implementation/completion of the measures
identified,
box
=

To Record the Time spent

. . Record Time: (&
. Click onto the Yes option s e e
o
This will activate the other fields
There are three ways to record the ‘Times’
Inspecting Officer
Supervisory Officer
Admin Support
Allocaked To: I
= [ e ja—

Mocaed To

[FE_PRIFE_PRIF [Perscoeel]

Allocated To: ALF1 - ALF - Brown A (Personnel)
Service humber: ALFL

Mame: IALF - Brown A

Date: IE_lgmajzmu 'I

Details of Work: Enter Details of the work that was done

To enter the time spent on ‘Informal Notifications and Agreed Action Plans’

SOPHTLOGIC — COMMERCIAL IN CONFIDENCE
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. Enter the ‘Informal Notifications and Agreed Action Plans’

time, Admin time and Travel time — in minutes

Supervisory Officer

. Click onto the ‘Allocated To’ grey square

The ‘Allocated To’ box will appear

| AP - ALF - o b {Persannel] -

Adacated Ta °
| R — .
[ Locshen -

Sullok Headauanien

AL Fiel et Saber

Sudlelh Humcputoe:

A Siatios

ALY Petared Sisbon
Faluresd Gision

JALH

D845 - crtwwch § [Prsreml] 54
1445 -ciwick 5 Peisceral] Sultoh Masdusters

000815 - Goodchid I H [Perscrnel Stcmaket Slation .
Sutiok Hesdquarien

ALD Relareed Stalen -

STIH0H - Goodehdd H W Personned
JEDY - faod ) Persirns]

As you can see the selected officer will appear in the

‘Allocated To’, ‘Service Number’ and ‘Name’

. Enter the Date

. Enter the Details of Work done

K
e  Enter the Checking Time — in minutes Checking Time: IT Mins
Admin Support
. Click onto the ‘Allocated To’ grey square Allocated Ta:
The ‘Allocated To’ box will appear
| AP - ALF - o b {Persannel] - [
e et ri 1 e  Click onto the magnifying glass icon %
: s |Lv=au=~ln -
SAEKY AENSOMA Fosmrns prromtimo g = A list of ‘Allocatee’ and their ‘Location’ will appear
fkl AACKSON A [Persornell An rwmb:m
B s ey .
T ook i i P Skt laion. e  Scroll through the list
JED - ded | Persuren] Aamn kdu—-nlfliw - ) 3 )
T R e Double click onto the Inspection Officer
As you can see the selected officer will appear in the Alacated Tos RIS )
Service Number: ALFL
‘Allocated To’, ‘Service Number’ and ‘Name’ e T
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Click onto the magnifying glass icon

Time spent on Informal Motification and Action
Flan:

=
Em

Adrin Time Spent an Informal Matification and

Action Flan:
Trawel Time Spent on Informal Motification and I 25
Action Flan:

Allocated To: I

@,

= Allist of ‘Allocatee’ and their ‘Location’ will appear

Scroll through the list

. Double click onto the Inspection Officer

Mins

[ins

Mins

Allacated Ta: ALF1 - ALF - Brawn A (Personnel)
Service Humber: [ALF1
MName; |ALF - Brown &
Date: |E_1910312010 'I
Dietails of Work: Enter Details of the work that was done =]




. Enter the Date Date: |E_1910312010 'I

. Enter the Details of Work done Details of wark: Enter Details of the work that was done ;I
. Enter the Admin Support Time — in minutes ) ) )
Adrmin Support Time: 15| Mins
Once you have completed the form
. Click onto the OK button
> 5 GhE W BoeEE The form will disappear in display field 3 and the job will
S ElbUEKE G o el T o B St disappear in the ‘Open Documents’ window
16 Qusen: Parade S EN Foto Insert Multi-oce. Edit
Bangor FSEC:  F
g e vy Archive Fint. Search
Bl oo e Hod | wneeo. | sa | Go back to Premises Record Card

Ohiner Mot specified E Fire Safety Audit and Data Ga~| ~ Show.

Contact  Graham W' Enforcement Notices

Post code:  BT20 3B Base date: Enforcement notices Add.

District: Ards Borowgh Council Frequency: + File hacker Motes

FP Officer Last ie-insp: J =

Follow up: " . . .

Fll date Inspection cafendet Refresh the window — click onto a different sub menu then back

+ Inspections and visits
+ Job management

leenses onto the sub menu
I™ Incarch

Site Ref AFP_D35ER3

Un-Specified Certification Status
Booked out to Rief. Kelm 5

As you can see a ‘+’ has appeared next to ‘Informal Notifications and Agreed Action Plans’

) Show... |
. Click onto the Show button

As you can see the ‘Informal Notifications and Agreed Action Plans’ you have just completed has appeared in the ‘Informal

Notifications and Agreed Action Plans’ window

(B Informal Notifications and Agresd Action Plan Revise...
: Date Motes &
*  Click onto the Job 18032010 |Enter detais sbout the agieed Flan between the nspd £ |
View.
e  Click onto the Revise button Pt

This will reopen the form. You can update / complete information regarding the ‘Informal Notifications and Agreed Action

Plans’

. Click onto the OK button

To check the times have been entered and linked to the correct Audit

Within the Sub-Menu

e Click onto Inspections and Visits

[ Inspections and visits
. Created | Stated Firished | Type| Insp Hrs | Admin Hrs | TravelHrs | Coding | Offices
d Select the open audit 0309 2009 |03 09 2009 |07 09 2009 |CLAU 0 i o[ F  |AF-BrownA
09102009 0910 2009 |0310 2003 [4UDI A1 - Brown 4

Fevize...

. Click onto the Revise button o ol

as you can see the ‘Informal Notifications and Agreed Action Plans’ has appeared as a job in the job summary window

. Click onto the Job Job summary
Job no. Created Due Date Wizit Allocated to Job [FS0 &Admin | Tra | .
i i . 0000330/03] 07 10 2009 07 10 2009 | 07 10 2003|AF - Brown & &0 0| 0| =
° Click onto update job button Update job 0000334/08| 27 102009 28102009 | LA - Brown A i

0000421410 19 010 19
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ndow
Job shaet rumbes [ DIO0IZT 0 JobTyper Mot spscied =
Ousdun [ QRGN Pecevedby [ iniomal Noticsion =
Code 1o 5N)  Name e Sumame)]
Moot e [ ALF1 [ALF - Browma La D
[ Wakcongie? I Coale folow up spacion . . . . e .
o T | As you can see the information you entered in the ‘Informal Notifications and
|| ] = Agreed Action Plans’ has appeared in the job window.
wpacin: [ V[ 15 | eiea | |
FsOadun: [ | ® Feazn [ tevoemal Fistic sten =]
Twel: [ | = Tod =
- e Click onto the OK button
Fruderue. 0
I~ F5150 Completed? "_‘""‘
Cortavertinbound 7 None Lt detads of otk =
™ Gieneestn e g::‘o
l
oK. I Cancel

ADD AN PROHIBITION NOTICES

This form applies where; dangerous conditions can be reported or discovered by station personnel during operational risk
visits, following attendance at an operational incident, or by a Fire Safety Inspector (FSI) subsequent to a complaint or
during a routine audit. For example: involve a risk that affects relevant persons' escape from relevant premises in the

event of fire is so serious that use of those premises ought to be prohibited or restricted,

The ‘Premises’ will appear in the ‘Record Card’

[EJFP premises records [[Ex] Within the ‘Sub Menu’ options
Help GIS FPRC  WAND  Propogate
Name and address: F\\epu. 521/00001 Eind.. Hext Back A - )
. = g:;g;"- B = Moo, | Ede. e  Click onto the Prohibition Notices
8 F .
Nenhern relard W0 Code: CH gichive) ElL Seacl)
ﬂET;;SE Hald Unsero. | Bash |
Duner Mot spesiied i Trerensner s |f there is a ‘+’ next to ‘Prohibition Notices’, this means that
Contact  Giraham W 02857 727011 Licenses : ;dd :
Potcode, BT B, Base dale. Petobun rses . there is a notices attached to this Premises. If there are no ‘+’
quency: otes.
FP Officer: Last insp, 03092003 S 2 . A A
el p,nsewnmﬁ@pﬁh ik | then the premises have no associated notices.
late: —
Sits Flef AFP 013800 | | + Pedistered addresles
Risk profile
Un S peciied Carticaion Status DHECT J
facked aul o Difcer et Af-Erovn 2 e e Click onto the Add button Add...

Open and Updating fireSpace

Make sure you are connected to the Internet

Launching Application

A Launching Application box will appear for a few seconds to check if there are
any Updates to fireSpace, then it will disappear 3 9

“werifying application requirements. This may take a few moments,

If there are Updates to fireSpace
An Update window will then appear asking would you like to update the version you have of FireSpace
. Click onto OK button

This will only take a few seconds
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Prohibition Notices

fireSpace will open the ‘Prohibition Notices’ form

Within the ‘Date’ field, a ‘Date’ will
automatically appear. To verify that this
‘Date’ and (in some parts of the form)

‘Time’ is correct, you must tick the check

I 16j0z/2010 =
n February 2010 n

Mon Tue Wed Thu Fri Sat Sun
25 26 27 28 29 30 31
1 2 3 4 5 86 7
§ 9 10 11 12 13 14
15 BLN 17 15 19 20 21
22 23 24 2% 26 Z7 28
1 2z 3 4 5 & 7

! box where there is a ‘Date’.

. Click into the ‘Date Notice Number Assigned’ box

Date Matice Number Assigned:

. Click onto the arrow to change the Date (if needed)

The ‘Prohibition Notice Number’ will automatically populate once the form has been ‘Saved’ to the Premises Record Card

I Zauko number = I PGS

Prohibition Motice Mumber:

. Click into the ‘Date Notice Served (Article 36)" box
Date Motice served (Article 36):

|I7 16022010 v|

. Click onto the arrow to change the Date

Prohibition Notice Type, click into either the

Prohibition Matice Type: € Prohibiting the Use of Premises

. Prohibiting the use of premises

. Restricting the use of premises (¥ Restricting the Use of Premises

By selecting the ‘Restricting the use of premises’ option will activate the Notes box

L]

Restrict Use of Premises Motes: Mandatary - Enter brief details why you have restricted the premises.

e  Enter details why the use of premises is restricted

Withdrawing the Prohibiting Notice Date

Where a notice is withdrawn by the enforcing authority for any reason (including as a result of an informal appeal made

direct to the authority or prior to a judicial hearing) this is to be recorded in the relevant column.

. Click into the ‘Date notice withdrawn Article 36(7)’ box

. Click onto the arrow to change the Date (if needed)

By clicking into the date box will activate the ‘Withdrawn Notes field

Withdrawn Notes:

e Enter details why the Prohibition Notice was withdrawn in
the Withdrawn Notes box
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Failure to comply with the Prohibiting Notice Date

. Click into the ‘Failure to Comply with the Notice Date’

. Click onto the arrow to change the Date (if needed)

By clicking into the date box will activate the ‘Notes’ field

box Failure ko Comply with Motice Date: ||7 23f0zf2010 'I

Mokes; Mandatary - Enter reasans why the premisesfperson Failled to comply with notice date

. Enter details of why the Failure to comply with the Notice

Date’ in the ‘Notes’ box

Appeals

e Tick into the County Court Appeals (Article 40) check box

. Click into the ‘Date Appeal Lodged’ box

. Click onto the arrow to change the Date

. Click into the ‘Date appeal Heard’ box

. Click onto the arrow to change the Date

Date Appeal Lodged:

Date Appeal Heard:

. Select one of the options from the ‘County Court Appeal Results’ list

e Cancellation of Notice by way of county Order County Court Appesl Result:

. Affirmation of the Notice

. Affirmation of the Notice with Modifications

¥ Counky Court Appeal (Article 400

|I723fc|2;2|:|1|3 v|
|I728r|:|212|31n v|

" Cancellation of the Motice by way of County Order
& affirmnation of the Notice

€ affirnation of the Notice with Modifications

If Prohibition time needs to be recorded please create a new ‘Inspection Type’ of type ‘Prohibition’.

Once you have completed the form

. Click onto the OK button

The form will disappear in display field 3 and the job will disappear in the ‘Open Documents’ window

you should now be back in the Premises Record Card

Refresh the window — click onto a different sub menu then

back onto the Prohibition Notices sub menu

As you can see a ‘+’ has appeared next to Prohibition notice

. Click onto the Show button

SOPHTLOGIC — COMMERCIAL IN CONFIDENCE

[ FP premises records M= B3
Help G5 FPRC  WAND  Propogate

N snd adhass: Filner 521/00001 Fird Hest Back
SHELBALIRNE HOTEL Station. 521 -
s | T Insert. Mulioce... Edt..
Bangar F
Northern Irsland 0 Code: CH AL Print Search

[ ST;:SE: Hold Unuse no Batch
Owrer  Not specified + Inspections and visits Hide
Contact  Graham'w’ 02887 727011 + Job manogement
Fostcode:  BT20 38 Base date [ Add
Distict Neathern Irsland Frequercy o o
FP Officer Lastinsp 0309 2009 T i
Follow up DM Link.
FU dats

St Flef: P 014245 Piosecutions snd Appesls
+ Fiegistered addesses
Un-Specified Certfication Status Risk profile =l
Bk ot b Officer Pk A1F - Brown &
I~ Inc arch,
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As you can see the ‘Prohibition Notice’ you have just completed has appeared in the

. Click onto the Job Date No| Prohib] Date No| Prohibition Motice Type:| Restrict Use of Premises MNotes:

. Click onto the Revise button

This will reopen the form in fireSpace

K1l
You can update / complete information regarding the Prohibition Notice

. Click onto the OK button

ADD AN ALTERATIONS NOTICES

@- Prohibition Notices Reyise
Date Mo| ‘withdrawn b e,

16 02 201 P5 16 02 201 Restricting the Use of Pre| Mandatarny - Enter brief details vwhy | —
Wiew...
Frint...

s

This subsection applies where there would be a serious risk to relevant persons in respect of harm caused by fire in the

relevant premises. In this Article, "appropriate person”, in relation to relevant premises, means a person subject to a

requirement under Article 25 or 26 in relation to the relevant premises.

The ‘Premises’ will appear in the ‘Record Card’

10 FP premises records M=l E3
Hep &5 FPRC  WAND Fropogats Within the ‘Sub Menu’ options
MName and address: File no: 521114733 Find. Mext Back
SHELEOURME HOTEL :
SR H e Inset. Mulioce... Edt.. Click onto the ‘Alterati Notices’
Bangor FSEC F o o — . ick onto the erations Notices
W0 Code: C164
1
[ . Hald Unsero. | Bach |

Owrer: Mot specified Alarm Spstems [Dataset) Show... . P ‘ H H ’
Coriact,  Graham W v If there is a ‘+’ next to ‘Alterations Notices
el i PR e b N . _ _ _
FP Ofcer Last1einsp: o v e W *- | there is a notices attached to this Premises.
Pl up: Contraventions °
FU dater H i i

" SieRel  AFP_035683 Documents and Images then the premises have no associated notices

E Fire Safety Audit and Data Ga
Un-Speciied Certfication Status e e e =l
Booked out to Ref: Kelm 5 I Inc arch
f Add..
. Click onto the Add button

This will open fireSpace

Alterations Notices

fireSpace will open the 'Alteration Notice' form

Associated Audit

, this means that

If there are no ‘+’

The ‘Alteration Notice' must be associated to a uncompleted

- audit. FS4 only returns ‘Alteration Notices' that are attached /

5 associated to uncompleted audits.
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To associate the Audit to the Alterations Notice

. Click onto the grey square Associated Audit: |
An ‘Associated Audit’ box will appear [ A ~
Associated Audt |
e  Click onto the magnifying glass icon =

All uncompleted audits for the selected premise will be returned and appear in the ‘associated Audit box

Fs54 - Alteration Motices |

|Fira Safety Audit (Created: 19j03/2010)

. Double click onto the (if there is more than one)
Associated Audit

| , appropriate audit

Fir Faat [Created 19/03/2010) - . )
Fire Safety Audt [Created: 16/03/2010] This is so the hours spent on the audit and the hours spent doing
Fire Safety Audit (Created: 13/03/2010)

the ‘Alterations Notice’ form can be recorded and linked together.

As you can see the selected audit will appear in the ‘Associated Audit’ box Fire Safety fudit (Created: 1900320100
[ 16f02jz010 =

KN rFebruary 2010

Mon Tue Wed Thu
i Within the ‘Date’ field, a ‘Date’ will automatically appear. To verify that this ‘Date’ and (in some parts

& 9 10
15 BiN 17

of the form) ‘Time’ is correct, you must tick the check box where there is a ‘Date’.

. Click into the ‘Date Notice Number Assigned’ box

Dake Motice Mumber Assigned: ||7 19/03/2010 'I

. Click onto the arrow to change the Date (if needed)

The ‘Alterations Notice Number’ will automatically populate once the form has been ‘Saved’ to the Premises Record Card

Alkerations Mokice Mumber: I <auto nurmber =

. Click into the ‘Date Notice Served (Article 38)’ box

Drake Motice served (article 387 ||7 19f03z2010 'l

. Click onto the arrow to change the Date (if needed)

This will activate the Alterations Notice Type, Regarding radio buttons and the Alterations Notice Notes field, click into
either...
Alterations Motice Type: 7 38(2) Premises Constituke Risk

. 38(2) Premises Constitute Risk
¢ 3831 Premises will Constitute Risk if Alkered

. 38(3) Premises will constitute Risk if Altered
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Select one of the options from the ‘Regarding’ list

. Change to the Premises Regarding: % Change to the Premises

e Change to the Service " Change ta the Service

. ' Dangerous Chemicals
. Dangerous Chemicals o :
Zhange of Use

. Change of Use

Alteration Mokice Mokes: Enter details about the Alterations being done| ;I
. Enter details why the Alterations are being done in the

‘Alterations Notice Notes’ box =
Withdrawing the Alterations Notice
Where a notice is withdrawn by the enforcing authority for any reason (including as a result of an informal appeal made

direct to the authority or prior to a judicial hearing) this is to be recorded in the relevant column.

. Click into the ‘Notice Withdrawn Date Article 38 (7)’ box
Motice Withdrawn Date &rticle 35 ||- 19j03/2010 vl
. Click onto the arrow to change the Date (if needed) [ T

By clicking into the date box will activate the ‘Withdrawn Notes field

e  Enter details why the Alterations Notice was withdrawn in """ 4l
the ‘Withdrawn Notes’ box &
Failure to comply with the Alterations Notice Date
. Click into the ‘Failure to comply with the Notice Date’ box Failure bo Comply with Motice Date: |l:_19;03;201u v[
. Click onto the arrow to change the Date (if needed)
By clicking into the date box will activate the ‘Notes field
e  Enter details why the Alterations Notice Failed to comply " B
with the Notice Date’ in the Notes box =l
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Appeals

APPEALS

I County Court Appesl (article 400;

Date Appeal Lodged: I 19/02j2010 >
Date Appeal Heard: I 19/02/2000 =
County Court Appeal Result: © Cancellation of the Natice by way of County Order

€ nffirmation of the Notice

 iffirmation of the Notice with Modifications

. Click into the ‘Date Appeal Lodged’ box

. Click onto the arrow to change the Date

. Click into the ‘Date appeal Heard’ box

. Click onto the arrow to change the Date

e Tick into the County Court Appeals (Article 40)

check box
¥ County Court Appeal (Article 40k

Date Appeal Lodged: ||7 22{03/2010 vl

Date Appeal Heard: ||7 05/04/2010 'l

. Select one of the options from the ‘County Court Appeal Results’ list

. Cancellation of Notice by way of cou nty Order County Court Appeal Resulk: € Cancellation of the Motice by way of County Order

. Affirmation of the Notice

& affirmation of the Motice

€ Affirmation of the Motice with Modifications

. Affirmation of the Notice with Modifications

Recording of Time

: I |
—_—
|
=
L]
'_ "
e~
—
ee————————— | 4
—_—
|
| =¥

Inspecting Officer

. Click onto the ‘Allocated To’ grey square

The ‘Allocated To’ box will appear

. Click onto the magnifying glass icon
A list of ‘Allocatee’ and their ‘Location’ will appear

. Scroll through the list

SOPHTLOGIC — COMMERCIAL IN CONFIDENCE

Record of Time

Record Time: ¥ ‘fes

. Click onto the Yes button
0 Mo

This will activate the other fields

There are three ways to record the ‘Times’

Inspecting Officer

Supervisory Officer

Admin Support

Allocaked To: I

8273 - DORMAN J (Personnel)

Allocated Ta
IDolman Y

Allocatee
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. Double click onto the Inspection Officer

Inspecting Officer

As you can see the selected officer will appear in the ‘Allocated To’, ‘Service  alorat=cTo: 5273 - DORMAN 1 (Persannel)
Number’ and ‘Name’ Service Mumber:  [3273
Mame: [porsman 3

R Enter the Date Date: |E_19;03;2010 vl

Details of Work: Enter Details of the work that was done ;I

=

. Enter the Details of Work done

Alceration Time: I 75 Mirs
Alteration Admin Time: I 25 Mirs

Alkeration Travel Time: 25| Mins

. Enter the Alteration time, Admin time and Travel time — in minutes

Supervisory Officer

. Click onto the ‘Allocated To’ grey square allocated Ta: |

The ‘Allocated To’ box will appear

. Click onto the magnifying glass icon 16 - ROWLAND 1 (Persormel)

&llocated To

Rowland

A list of ‘Allocatee’ and their ‘Location’ will appear

. Scroll through the list

. Double click onto the Inspection Officer

Supervisney Oices

TTL6 - ROWLAND H (Persunnsl)

As you can see the selected officer will appear in the ‘Allocated To’, ‘Service

Number’ and ‘Name’ e | e
e  Enter the Date Date: [Z 153200 =]
Dietails of Wark: Enter Details of the work that was done ;I
. Enter the Details of Work done
[
. Enter the Checking Time — in minutes o
Checking Time: 15] Mins
Admin Support
. Click onto the ‘Allocated To’ grey square Allocated Ta:

The ‘Allocated To’ box will appear

. Click onto the magnifying glass icon N

7716 - ROWLAND H (Personnel)

Allocated Tor

A list of ‘Allocatee’ and their ‘Location’ will appear Fowland

Allocates __| Location
77l N el istrict
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. Scroll through the list

. Double click onto the Inspection Officer

Supervisney Oilices

As you can see the selected officer will appear in the ‘Allocated To’, ‘Service TG - ROWLAND H (Persannel)

Number’ and ‘Name’ |

R Enter the Date Date: |l§_19;03r201u vl

i Details of Work: Enter Details of the work that was done ;I
e  Enter the Details of Work done

K1

. Enter the Admin Support Time — in minutes Checking Time: 15] Mins

Once you have completed the form

. Click onto the OK button

The form will disappear in display field 3 and the job will disappear in the ‘Open Documents’ window

Go back to Premises Record Card

10 FP premises records

M= E3
iy @5 FEEE PP G Refresh the window — click onto a different sub menu then back
Mame and addiess: File no: 52114793 Find. Mext Back
SHELBOURNE HOTEL Station: 521 ibiti i
e 5 3 = Tl PR onto the Prohibition Notices sub menu
Bangor F
e by Archive. Pint Search
Sec uge:
[ - Hold Unuse no. Batch |
Do ot peciis am Systems Datasel] = As you can see a ‘+’ has appeared next to Alterations Notice
ontack: rahan
Post code:  BT20 384 Base date: Appeals
District #rds Borough Council Frequency: Associated racords Metss
E;‘Ez‘t;' Last reirisp fudi and Dats Bathering Mot
FU dale Eonlravenions — . Click onto the Show button
Site Ref AFP_086583 Documents and Images
E Fire Safety Audit and Data Ga
Un-Speciied Certfication Status Enforcement Notices =
Booked out to Ref: Kelm S
™ Inc arch

As you can see the Alterations Notice you have just completed has

[ Alteration Notices

Revize...

Date No|_Aherat] Date No|_Alterations Nofice Type:| Regarding: Aleration Not|_oice Withdrawi Bemave,

. . . - 1903201435 1903 201 38(3) Premises wil Constit) Change to the Premises | Enter informati ;I —_—
appeared in the Alterations Notice window View
Piint.

. Click onto the Job

e Click onto the Revise button Ll

This will reopen the form. You can update / complete information regarding the Alterations Notice
. Click onto the OK button

To check the times have been entered and linked to the correct Audit
Within the Sub-Menu
e Click onto Inspections and Visits

. Select the open audit

e  Click onto the Revise button Revise...

SOPHTLOGIC — COMMERCIAL IN CONFIDENCE BUILD 2059 v2 PAGE: 58



As you can see the ‘Alterations Notice’ has appeared as a job in the job summary window

. Click onto the Job

. Click onto update job button Update job

As you can see the information you entered in the ‘Informal Notifications and Agreed Action Plans’ has appeared in the job

window.

. Click onto the OK button

COMPLETE THE ENFORCEMENT NOTICES FORM

An Enforcement Notice is a document which is sent to the responsible person from a fire authority stating that the
enforcing authority (fire service) is of the opinion that the responsible person or any other person as is applicable has

failed to comply with any provision of the Fire Safety Order 2005 or of any regulations made under it.

The notice shall state what the failure is, specify why they consider the person has failed to comply and specify the action

to be taken.

The ‘Premises’ will appear in the ‘Record Card’

e et s -0l Within the ‘Sub Menu’ options

Help IS FPRC  WAMD  Propogate

Name and address: Fileno:  $$$/185663391 Eind.. Mext Back

SHELTER (M )LTD Station:  $$%

128 FOUNDRY LiKE B s so0 ety ] Mo, S e  Click onto the Enforcement Notice
OMBEH V0 Code: 252 Archive... Print... Search.

sl [ P Hold Unsero.. | Bach |

[u} 3 M ified i - P H 4 ‘ H ’ H
o e st and Data Gathering Nonr 2 | Hide If there is a ‘+’ next to ‘Enforcement Notice’, this means
P Cartravertions
Postcode:  BT781ED Bass date: Dacuments and Images Add.. X . i .
ptnat [Li?'.‘:?fﬁn E Fire Safety Aucit and Data Ga No_tes.i that there is a notices attached to this Premises. If there
" L Eriomement Nofices

Follow up: r DM Link... . . .
FU date: _— — Entafgrent natices =% are no ‘+’ then the premises have no associated notices.

N

e plifications and Agree
Un-$peified Certification Status e o el =l
Biooked out to Ref: Marshall 5 D

™ Inc aich,
. Click onto the Add button Add...

fireSpace will open
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Enforcement Notices

fireSpace will open the ‘Enforcement Notice’ form

== Associated Audit

Here you need to associate the ‘Enforcement Notice’ to the correct

audit. This is so the hours spent on the audit and the hours spent

5 = doing the on the Alterations Notice form can be recorded and linked

together.
To associate the Audit to the ‘Enforcement Notice’ /
e  Click onto the grey square Associated Audi |
Associated Audit
; § ~
Associated Audit I
An ‘Associated Audit’ box will appear
. Click onto the magnifying glass icon %

Uncompleted audits that are associated to the premises will appear in the box

F355 - Enforcement Matices I

ENFORCEMENT NOTICES

Associaked Audit: IFire Safety Audit - Mothern Ireland {Created: 15/12/2009)

DETERMINATION OF DISPUTES Associated Aud . Double click onto the (if the re is more than one)

|Fi|e Safety Audit - Nathem Ireland [Created: 15412/2009) LY

I Determination of Disputes Garticle 39) - - correct audit
Associated Audit |

Date Referred to Department: Fire Safety Audit - Mothern lreland [Created: 24/11/2009)
Safety Audit - Mothern Ireland [Created: 15,

Diake of Hearing:

As you can see the selected audit will appear in the

Result of Hearing:

‘Associated Audit’ box

Determination of Disputes

DETERMINATION OF DISPUTES

[ Determination of Disputes (Aticle 39)

Date Referred to Department: [ 17/0zjz000 ‘I H ° Click into the ‘Determination of
Date of Hearing: I~ 17/0zi2010 'I

Disputes (Article 39)’ check box

Result of Hearing: € Affirmation of the Notice
€ Affirmation of the hotice with Modifications

€ Notice not issued V¥ Determination of Disputes {Arkicle 390

If ‘Affirmation of the Notice with Modifications’ option is selected this will automatically populate the Withdrawn Notice field

as a result of the ‘Informal’ hearing

Withdrawn Hotes: Motice withdrawn as a result of the 'Informal’ hearing. ;I
% Affirmation of the Notice with Modifications
[
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This will activate the ‘Date Referred to Department’ Date box I 16/0z/2010 =

EN rfebruary 2010

Mon Tue Wed Thu
25 26 27
Within the ‘Date’ field, a ‘Date’ will automatically appear. To verify that this ‘Date’ and (in some 123

8 9 10

15 gy 17

parts of the form) ‘Time’ is correct, you must tick the check box where there is a ‘Date’.

e Click into the ‘Date referred to Department’ box
Date Referred to Department: ||7 17/02/2010 'I
. Click onto the arrow to change the Date (if needed)

. Click into the ‘Date of Hearing’ box
Date Referred to Department: ||7 17/02/2010 'I
. Click onto the arrow to change the Date (if needed)

This will activate the ‘Date of Hearing’ date field and the ‘Results of Hearing’ radio buttons

. . . . Result of Hearing: € affirmati i
e Click into one of the ‘Result of hearing’ option . Affirmation of the lofice

£ Affirmation of the Mokice with Modifications

7 Motice not issued

Notice Issued

’:’l_’“‘J ] e Click into the ‘Date Notice Served (Article 3)’ box
Evmrr 5
o [C ] Date Motice served (Article 37): ||7 17/0z/2010 v|
=
| ;
‘ B

. Click onto the arrow to change the Date (if needed

The ‘Enforcement Notice Number’ will automatically populate once the form has been ‘Saved’ to the Premises Record Card

Enfaorcement Motice Mumber: I

. Click into the ‘Date Notice Served (Article 37)’ box
e  Click onto the arrow to change the Date (if needed) Date Notice served {fArticle 37): I|7 17/02/2010 :l'

. Click into the ‘Date Notice Served (Article 38)" box

Matice Expiry Date: Il_ 1710212010 'I

. Click onto the arrow to change the Date (if needed)

. Click into the ‘Date Notice Served (Article 38)’ box - T Im
. Click onto the arrow to change the Date (if needed)

e Click into the ‘Date Notice Served (Article 38)’ box _ !
Further Extension of Time Dated To II- 17022010 vl
. Click onto the arrow to change the Date (if needed)
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Withdrawing the Alterations Notice

Where a notice is withdrawn by the enforcing authority for any reason (including as a result of an informal appeal made

direct to the authority or prior to a judicial hearing) this is to be recorded in the relevant column.

. Click into the ‘Notice Withdrawn Date Article 37 (7)’ box

Dake Motice wWithdrawn Article 37(2)(a) ||- 17022010 'l

. Click onto the arrow to change the Date (if needed)

By clicking into the date box will activate the ‘Withdrawn Notes field

. 3 A A Withdrawn Motes: Notice withdrawn a5 a result of the 'Tnformal =]
. Enter details why the Enforcement Notice was withdrawn in the hearing.
. [
‘Withdrawn Notes’ box
Failure to comply with the ‘Enforcement Notice’ Date
. Click into the ‘Failure to comply with the Notice Date’ box Failure to Comply with Motice Date: [Ci7jozfz010 =
. Click onto the arrow to change the Date (if needed)
By clicking into the date box will activate the ‘Notes field
R ) R R . Motes: ;I
. Enter details why the Alterations Notice Failed to comply with
the Notice Date’ in the Notes box =
Appeals
APPEALS
I County Court Appeal (article 403
Date Appeal Lodged: [ temzjzorn <] e Tick into the County Court Appeals (Article 40) check
Date Appeal Heard: |I_:_16fnzjzmn VI box
County Court Appaal Result: € Cancellation of the Motice by way of County Order v County Court Appeal (Article 400
€ affirmation of the Notice
€ affirmation of the Notice with Modifications
e Click into the ‘Date Appeal Lodged’ box Date Appeal Lodged: ||7 23/0z{2010 "'l
. Click onto the arrow to change the Date
. Click into the ‘Date appeal Heard’ box Date Appeal Heard: |I7 28/02)2010 v|

. Click onto the arrow to change the Date

. Select one of the options from the ‘County Court Appeal Results’ list

. Cancellation of Notice by way of cou nty Order Counky Court Appeal Result:  Cancellation of the Notice by way of County Order
& affirmation of the Motice

L] Affirmation of the Notice © affirmation of the Matice with Modifications

. Affirmation of the Notice with Modifications
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Recording of Time

FEA - ferabion Notices.
_ﬂ Record of Time
e Record Time: % yes
e  Click onto the Yes button I
| Mo
—_—
I
= d This will activate the other fields
|
=
— There are three ways to record the ‘Times
—
| . Inspecting Officer
—
[ Supervisory Officer
[ ] -
| =l Admin Support
Inspecting Officer
. Click onto the ‘Allocated To’ grey square Allocated To: |
The ‘Allocated To’ box will appear
AP~ ALF - Browm A (Persomnal) | ] . Click onto the magnifying glass icon Y
Allocated To
[FP_PRIV - FP_PRIV F [Persannel) 'Y
Alocates [ Locafion - . . . .
i e Faal St A list of ‘Allocatee’ and their ‘Location’ will appear
- sam "ersonne| wifolk Headgquarters
989898 - SAM4 5 B (Personnel] AL Hetam:iSAatmn
989898 - SAM4 5 B (Personnel] Suffolk Headquarters ]
JACKT - JACKSON & (Personnel) Arfield Station
JACKZ - JACKSON & (Personnel) ALOT Retained Station .
. . Scroll through the list
B1i45- ok el S heviaater. e Double click onto the Inspection Officer
8008135 - Goodchild B M (Personnel] Stowmarket Station
5318008 - Goodchild B M (Personnel] Suffolk Headquarters
e e AL01 Retaned Statin E
As you can see the selected officer will appear in the Alacased To: e
) Service Number: ALFL
‘Allocated To’, ‘Service Number’ and ‘Name’

Mame: |ALF - Brown A

. Click into the ‘Date’ box

Date: |l7 17/0z}2010 'l

. Click onto the arrow to change the Date

° Enter the Details of Work done Dietails of Wiork: Enter Details of the work that was done =]
ErforcementTime: I 80 Mins
. Enter the Enforcement time, Admin time and Travel time — in
Enfaorcement Sdrin Time: I an Mins
minutes
Enforcement Travel Time: I 4n Mins
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Supervisory Officer

. Click onto the ‘Allocated To’ grey square

Allocated To:
The ‘Allocated To’ box will appear
| AP - ALF - o b {Persannel] - 1
Adcated T H i H s
T . e  Click onto the magnifying glass icon “
T Locon -
» sam I Peronned ¥ ool Stabon
21 - 3am B Personnel Sutiok: Mesdguanen
SRR SAMA S 8 Petsorend] AL Relarwd Stabon . . . .
SAEKY AENSOMA Fosmrns prromtimo g = A list of ‘Allocatee’ and their ‘Location’ will appear
JACKZ - JACKSON A Personnell ALY Pstared Stabon
ALF1 %
k. § [Parscremd] % Tass
1445 - oiwnck § Paisonral] ultok: Hasdauaters .
0815 Goockhkd M Perscrnsd Sovmakt Sl e  Scroll through the list

STIH0H - Goodehdd H W Personned Suttob: Mesdauarier:
JEDY - faod ) Persirns] AL Fietared ol »

As you can see the selected officer will appear in the P —
‘Allocated To’, ‘Service Number’ and ‘Name’ Service Number:
Mame:

. Click into the ‘Date appeal Heard’ box

. Double click onto the Inspection Officer

ALF1 - ALF - Brown & (Personnel)

ALFL

JoLF - Brawn &

e Click onto the arrow to change the Date — [ 17i0ziz010 ]
° Enter the Details of Work done Deetails of Work: Enter Details of the work that was done ;I
[
. Enter the Checking Time — in minutes Checking Tims: IT Mine
Admin Support
. Click onto the ‘Allocated To’ grey square Allocated Ta:
The ‘Allocated To’ box will appear
| AP - ALF - o b {Persannel] - I
R Rt e  Click onto the magnifying glass icon %
e s |Lv<w=~ln_ -
Ea e e
Mﬂ.‘:r::,“ = A list of ‘Allocatee’ and their ‘Location’ will appear
- s .
N G P . Scroll through the list
JED - ded | Persuren] -
. B e Double click onto the Inspection Officer
As you can see the selected officer will appear in the Alacated Tos RIS )
Service Number: ALFL
‘Allocated To’, ‘Service Number’ and ‘Name’ e T
. Click into the ‘Date’ box
Drake: |I7 17j0z{2010 vl
. Click onto the arrow to change the Date
. Details of wark: Enter Details of the work that was done ;I
. Enter the Details of Work done
=l
Enter the Admin Support Time — in minutes
* PP Adrain Support Tirme: I i] Mlins
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Once you have completed the form

. Click onto the OK button

The form will disappear in display field 3 and the job will disappear in the ‘Open Documents’ window

Go back to Premises Record Card

10} Fi premises records M=l |
Hep  GES  FMIC  WAND  fropogabn
e i st Hede st iosiogal; frd. He feck Refresh the window — click onto a different sub menu then back onto
128 FOUNDEY LANE = | GIC:LI: 5010 L i i Edd. .
v oo 0 dackive Pirt Searh the ‘Enforcement Notice’ sub menu
A1 1D = S'H“.‘I'a'c Hakd Urnare re. Bach |
|L‘>«:'| ?;WDK::‘J e Fuall ard D ala G atheomng [Nolh & Hrde
nlacl £l ipact Coniavesiions e
Prst eode:  BTTRIED Raze date ocarinris i InesgsE A 3 ’ « H ’
e Fraeney it O As you can see a ‘+’ has appeared next to ‘Enforcement Notice
F,i'f"d;e"“ Erdoicement nosces
e et 106077006 [ |+ Fie '"':;' =
Informal Notihc shions and Agiee .
Inspection ealeevtet - . Click onto the Show button
I inc mch.

As you can see the ‘Enforcement Notice’ you have just completed has appeared in the

. [ Enforcement Notices Revise..
® Click onto the Job Detqd Date Ae| Dateof | Result of Hearing: Date No| Enforcer| Date Nof Notics E| Extensio] Further Remove...
A A “YES [1903 20119 03 201| Affimation of the Notice 1903 20700010 (1903 201 o) —
e  Click onto the Revise button et
FErint...

This will reopen the form

You can update / complete information regarding the ‘Enforcement Notice’

. Click onto the OK button

|
This record could not be completed as one or more attributes have not been entered
. R . Enforcament Motices - Record Time:
If any of the Mandetory fields are not completed a dialog box will appear

. Click onto the OK button

To check the times have been entered and linked to the correct Audit

Within the Sub-Menu

. Click onto Inspections and Visits

. Select the open audit

e  Click onto the Revise button Revise...

As you can see the ‘Enforcement Notice’ has appeared as a job in the job summary window

. Click onto the Job

. Click onto update job button Update job

As you can see the information you entered in the ‘Enforcement Notice’ has appeared in the job window.

. Click onto the OK button
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COMPLETE THE PROSECUTION FORM

Complete this form if the Fire Safety Legislation has been breached

The ‘Premises’ will appear in the ‘Record Card’

10 FP premises records [_[O]x]
Help GI5 FPRC  WAND  Propogate
Name and address Fieno:  $3%/185668391 Find Mest Back
SHELTER [N 1)LTD Stalion, §3% - -
o OUNDR e Sl oo Inset Multi-ace Edit
OMAGH FSEC: &
%’}A ;?gaﬁg o ot 250 Archiye.. Eint. Search...
Sec use:
B [ e Hold Unsera. | Bash |
Ouer Mot specified Wl Fire Safely Audit and Data Go~ | Hide
Contact  Contact not specified Petroleum oanses —_
Postcode:  BT781ED Base date Protibition Natices dd...
Dt [ZT“,Z,?,T:D Prohibition tarsactions otes
Eiu.;.:l:p A DM Lirk...
Site Feet 1sEa770e | | - Registercgddiesses
Riisk profils

Urn-Specified Certification Status
Booked out b Ref: Marshall 5 0

Site contacts

™ Inc arch

. Click onto the Add button

This will open fireSpace

Tabs

Add..

Within the ‘Sub Menu’ options

. Click onto the ‘Prosecution Notices’

If there is a ‘+’ next to ‘Prosecution Notices’, this means that
there is a notices attached to this Premises. If there are no ‘+’

then the premises have no associated notices.

Depending which ‘Fire Safety — Non Satisfactory Outcomes’ option you select will depend how many Tabs will appear in

display field (3).

The Form is divided into Four Parts;

In this example | have selected Prosecutions

Tab 1: Prosecutions

Tab 2: Prosecutions — County Court Appeals

Tab 3: Prosecutions — Crown Court Appeals

Tab 4: Prosecutions — Recording of Time

Prosecutions Notices

5

SUPH ITOGIC = COMMERCIAL TN CONFIDENCE

is a ‘Date’.

Within the ‘Date’ field, a ‘Date’ will automatically appear.
To verify that this ‘Date’ and (in some parts of the form)

‘Time’ is correct, you must tick the check box where there

Prosecutions | Prasecutions - County Court &ppeal | Prosecutions - Crown Court &ppeals | Recording of Time

fireSpace will open the ‘Prosecution Notices’ form

7 15/12/2009 +
KN Decemberzooa

Mon Tus Wed Thu Sat Sun
a1z 3 4 5 6
78 9 10 11 12 13
14 pER 16 17
21 22 23 24
26 29 30 31

Click into the ‘Date Notice Number Assigned’ box

Click onto the arrow to change the Date (if needed)

Date of Prosecution Under Article 41:

BUILD 2059 v2
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The “Prosecution Notices Number’ will automatically populate once the form has been ‘Saved’ to the Premises Record Card

Case Mumber: I 2

Associated Audit

Here you need to associate the ‘Prosecution Notices’ to the correct audit. This is so the hours spent on the audit and the
hours spent doing the on the ‘Prosecution Notices’ form can be recorded and linked together.

. Click onto the grey square fesnciated dudit:

An ‘Associated Audit’ box will appear

Associated Audit /
I :

Associated Audit I

Click onto the magnifying glass icon

Uncompleted audits that are associated to the premises will appear in
the box

Prasscutions |Prnsetutmr\s - County Court Appeal | Prosecutions - Crown Court Appesls | Recording of Time |
PROSECUTIONS

Date of Prosecution Under Articls 41: [7 15/12/2009 =

Case Number: 2

Associabed Audit:

Fire Safety Audit - Nothern Ireland (Created: 15/12/2009)

e Double click onto the (if the re is more than one)
Articles and Requlations Relating to Prosecutions: esosaied uch di
' [Fire Safety it - Nothern lreland [Created: 15/12/2005] . correct audit
T wticles 25 and 26 - Fire safsty duties
Associated Audit [
T asticles 25 and 26 and Regulations 3 - 9 - Risk assess|

T fsticle 27 - Implementation of fire safety measures

™ regulation 10 - Fire safety arrangements

As you can see the selected audit will appear in the
™ Regulation 11 - Elimination or reduction of risks from . . s
™ regulation 12 - Firefighting and fire warning Associated Audit’ box
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To select the Articles and Regulations that relate to the Prosecution

e  Click into the check boxes that apply

I articles 25 and 26 - Fire safety duties
I articles 25 and 26 and Regulations 3 - 9 - Risk assessment
I article 27 - Implementation of fire safety measures

r Regulation 10 - Fire safety arrangements

(I Regulation 11 - Elimination or reduction of risks from dangerous substances

r Regulation 12 - Firefighting and Fire warning

r Regulation 13 - Means of escape

r Regulation 14 - Procedures For serious and imminent danger and For danger areas {evacuation)
r Regulation 15 - Additional emergency measures in respect of dangerous subskances

(I Requlation 16 - Maintenance

r Regulation 17 - Safety assistance

r Regulation 13 - Provision of information to employees

(I Regulation 19 - Provision of information to emplovers and the self-employved from outside undertakings
r Reqgulation 20 - Training

r Regulation 21 - Co-operation and co-ordination

[ article 25 and Requlation 22 - General duties of employees ak work,

™ Article 30 - Power ta make regulations about Fire precautions

I article 34 - Authorised Officers
I article 38 - Alteration Natices
[T article 37 - Enforcement Matices

™ Article 36 - Prohibition Motices
I Hat Applicable - Firefighters' switches For luminous tube signs, etc
I article 31 and Requlations 23 and 24 - Maintenance of measures provided for prokection of firefighters

[ article 41 - Other matters not recorded elsewhere

Withdrawn the Alterations Notice Date ™ Erosecution Withdrawn?

Where a notice is withdrawn by the Enforcing Authority for any reason (including as a result of an informal appeal made

direct to the authority or prior to a judicial hearing) this is to be recorded in the relevant column.

. Click into the ‘Notice Withdrawn Date Article 38 (7)’ box - — m

. Click onto the arrow to change the Date (if needed)
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Court Appearance

CourtAppearance

Hearing Date: T i7pmzfz010 =
Froszedion Resul (‘: N . Click into the ‘Date Appeal Lodged’ box
Convicted

£ acquited . Click onto the arrow to change the Date

Prosecution Notes: =
| Dake Appeal Lodged: |I7 23/0z2/2010 v|

Fine: Mone -
Custodial Sentance: Nfa [

™ appeal Lodged:

Prosecution Resulk: T Mia
e  Click into the option that applies for the Prosecution Results & Corvicted
' Acquitted
R . . Prosecution Motes: Enter details about the Results of the Prosecution ;I
. Enter details in the Prosecution Notes
[
. N = MNone hd
e  Enter the Level of the Fine Fine: INDHB :l Ploass Sohet

Level 1
Level 2
Level 3
Level 4
Level 5

e  Enter the months for the Custodial Sentence Custodial Sentance: 2 |

e Tick into the check box if an Appeal was logged ¥ Appeal Lodged:

Depending on what is ticked in tab one will grey out questions in the Prosecutions — County Court Appeal

Prosecutions — County Court Appeal Tab

Pommites Prescines - Coiet e Al | cnsito - o Car s | Bacing o o |
[ |

. Click into the ‘Date Appeal Lodged’ box

Date Appeal Lodged: |I7 23(02{2010 vl

. Click onto the arrow to change the Date

Appeal Hearing Date: IE_ZS,!’DZ,!’ZDID = l

To select the Articles and Regulations that relate to the County Court Appeal Articles 25 and 26 - Fire safety duties: © Acquitted

" Conviction Upheld

. Click into the options that apply for each Article / Regulation

Article 27 - Implementation of fire safety measures:  acquitked

& Conwiction Upheld
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Appeal Mates: Enter Details about the Appeal

El

. Enter details in the Appeals Notes field

Fine: Please Select j bl =
Flease Select
Level 1
Level 2

. Enter the Level of the Fine

Level 3
Level 4
Level 5

e Enter the months for the Custodial Sentence Custodial Sentance: Nfa -

e  Tick into the check box if an Appeal was logged ¥ Crown Court Appeal Lodged:

Depending on what is ticked in tab one will grey out questions in the Prosecutions — Crown Court Appeal

Prosecutions — Crown Court Appeal Tab

d tnat Aotk | incorddng of Time |

Spped Hearng Dste:

. Click into the ‘Date Appeal Lodged’ box

Date of Appeal: |l7 25/02/2010 v[

. Click onto the arrow to change the Date

&ppeal Hearing Date: [ osjozfzo0

PO 00 00 00 8D BE

To select the Articles and Regulations that relate to the Crown Court Appeal

. Click into the options that apply for each Article / Regulation avticles 25 and 26 - Firs safety duties: & acitted

& Conviction Upheld

e  Enter details in the Appeals Notes field Appeal Hotes: Enter Details about the Appeall =

=
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Recording of Time Tab

Record of Time
3 ecord Time: Il
—— *  Click onto the Yes button o o
—_—
I
= d " This will activate the other fields
=
i — o There are three ways to record the ‘Times
| . Inspecting Officer
. .
I Supervisory Officer
[ =] .
| =l Admin Support
Inspecting Officer
. Click onto the ‘Allocated To’ grey square Allocated To: |
The ‘Allocated To’ box will appear
. . . Y
. Click onto the magnifying glass icon T T
Allocated To
tarzhal
A list of ‘Allocatee’ and their ‘Location’ will appear Hocates [ Losation

. Scroll through the list

. Double click onto the Inspection Officer

0427
0845
3049
BO03

Inspecting Officer

I i i Il d To
As you can see the selected officer will appear in the plocsted o

. Service Mumber !
‘Allocated To’, ‘Service Number’ and ‘Name’

Mame:

. Enter the Date Date:

. Enter the Details of Work done

SOPHTLOGIC — COMMERCIAL IN CONFIDENCE

Details of Work:

-MARSHALL D [Personnel]

-MARSHALL H J [Personnel]

-MARSHALL K L [Persannel]

-MARSHALL J (Personngl]
LL

8126 - MARSHALL 5 D (Personnel)

Coleraine Fire Station
Maghera Fire Station
Contrals

Comber Fire Station
e

|8126

[MaRsHaLL s D

|l7 16/02/2010 vl

Enter Details of the work that was done =]

Enter the Prosecution time, Admin time and Travel time — in minutes

BUILD 2059 v2

Prosecution Time:

Prosecution Admin Time:

Prosecution Trawvel Time:

=

45 Mins

IT Mins
I—

30 Mins
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Supervisory Officer

Click onto the ‘Allocated To’ grey square allocated To:

The ‘Allocated To’ box will appear

. . . . - 8126 - MARSHALL 5 D (Personnel)
e Click onto the magnifying glass icon s pr—
M arshall
Allocates [ Location |
. . , - . P 0427 - MARSHALL D [P I Col Firs 51
A list of ‘Allocatee’ and their ‘Location’ will appear e e e
3049 - MARSHALL K L (Personnel] Controls
B003 - MARSHALL J [Persannel] Comber Fire Station
8117 - MARSHALL D G (P I} Administrat
e Scroll through the list
L]

Double click onto the Inspection Officer

Inspecting Officer
As you can see the selected officer will appear in the

Allocated Ta: 8126 - MARSHALL 5 D (Personnel)
i Service humber: |8126
Allocated To’, ‘Service Number’ and ‘Name . FRGHLED

. Enter the Date

Dake: |l7 16/02/2010 vl

Enter the Details of Work done

Dietails of Wiork: Enter Details of the work that was done =]
. . . . Checking Time: 10| I¥ins
. Enter the Admin Support Time — in minutes
Admin Support
e  Click onto the ‘Allocated To’ grey square Allocated To:
The ‘Allocated To’ box will appear
e  Click onto the magnifying glass icon % Sl St (ol
Allocated To
tarzhal
Allocates [ Location |
i ¢ ’ ir ¢ i ’ i 0427 - MARSHALL D [Py 1 Cal Fire Stat
A list of ‘Allocatee’ and their ‘Location’ will appear i Ty Fiaaaie Fre Steton
3044 - MARSHALL K L [Personnel] Contrals
6003 - MARSHALL J [Personnel] Camber Fire Station
A 5
. Scroll through the list
L]

Double click onto the Inspection Officer

Inspecting Officer
As you can see the selected officer will appear in the

Allocated Ta: 8126 - MARSHALL 5 D (Personnel)
Service Mumber: |8126
‘Allocated To’, ‘Service Number’ and ‘Name’
Mame: | )
¢  Enter the Date Date: [F 1efzrzot0 |
) Details of wark: Enter Details of the work that was done ;I
. Enter the Details of Work done
[
. Enter the Admin Support Time — in minutes
Checking Time: 10| Mins
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Once you have completed the form

. Click onto the OK button

The form will disappear in display field 3 and the job will disappear in the ‘Open Documents’ window

Go back to Premises Record Card

NI’I‘:ED’OIUJI?‘?E!.\ISOT . Fler 521700000 Eend.. Hed Back
SH YNE HOTE Staeer 521 T 5 H i
16 Queen Posocks s T e ifices £ Refresh the window — click onto a different sub menu then back onto
Darepe FSEC i Bird Search
Huathen lietand N Code: CH . . )
| W | uwew | ean | the ‘Prosecution Notice’ sub menu

Owwer. Hol speciied Inspection calendie Hidn
Corkact Giraham W 02557 72701 + Inspactions ard visils
Post code: D720 20 Dase due: e —— Add
Diigtiict Horthesn leetand Frequrey Licenses Moges.. (g « H H ’
POk Lt e || poe — As you can see a ‘+’ has appeared next to ‘Prosecution Notice
+ Prokisition Noticer =
i cate Sin Rind AFP_(M4245 J
Freancatinns and Appeal:
UreSpecified Cosilicaton Statu L = .
Bocked out 10 Ofices Flet AF-Dipu 4 Plins . Click onto the Show button

As you can see the ‘Prosecution Notice’ you have just completed has appeared in the

@- Prosecutions Rewise.

Date of Prosecut| Date of 4ppeal: Hearing Date;] Cage Muml Prosecution Result:
19032010 24022010 |B3 Corwicted

. Click onto the Revise button View...
Erint..

. Click onto the Job Appeal Hearn Eie | |E—

This will reopen the form
You can update / complete information regarding the ‘Prosecution Notice’

To check the times have been entered and linked to the correct Audit

Within the Sub-Menu

. Click onto Inspections and Visits
. Select the open audit

e Click onto the Revise button Rexise..

as you can see the ‘Prohibition Notice’ has appeared as a job in the job summary window

e  Click onto the Job
. Click onto update job button Update job
As you can see the information you entered in the ‘Informal Notifications and Agreed Action Plans’ has appeared in the job

window.

. Click onto the OK button
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