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Options

Hazard Based

There are six sections within the hazard-based risk assessment module that require completion in order for the
module to effectively function. These sections are:

e Table definitions:
a) JHSC/H&S Rep
b) Hazard Affects
c) Control
d) Request/Other
e Risk Priority Table
e Location Table
e Hazard Type Table
e Link Location to Administrator (Optional)
¢ Email Message Template

The above sections are explained below and can be accessed by selecting the following Risk Assessment menu
items: Options > Hazard Based

Table Definitions

JHSC / H&S

This table provides you with an area to record your
Health and Safety representative(s), or teams, who
were involved in the assessment. To populate this EEIOTET S -
table: ' '

1. Enter “1” in the No. field
2. Tab to the Description field

3. Enter name/team

4. Press tab - this will take you back to the No.
field

5. Enter “2” and continue with the above steps until all desired persons are in the table

This table allows you to replace names as they change without affecting prior records.
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Hazard Affects

Navigate to this table by selecting the Hazard Affects button. This section is to record who the hazard affects, i.e.
staff, visitors, staff and visitors, etc. Populate this table as above.

Control

Navigate to this table by choosing Control button. This section is meant for your controls and recommendations.
Like the hazard table, It is recommended that these are kept as general as possible. Standard controls in hierarchal
order are:

e Elimination

e Substitution

e Engineering

e Administration

e Personal Protective Equipment

The above controls are recommended for this table as a free-text field is available on the assessment to detail the
controls you are recommending.

Note: due to its hierarchal order, this is the only table that does not appear alphabetized on screen.

Request/Other

Parklane provides tracking of three different hard coded types of hazard based risk assessments. They are:

e Workplace Inspections
¢ Incident Related (i.e. post incident investigations)
e Government Inspection

The Request/Other table, however, gives you the freedom to track any additional types of assessments that may
be relevant in your business, i.e. New Construction Safety Assessment, Manager requested assessment, etc. Using
the same method as the previous tables, populate what kind of additional assessments you wish to categorize and
track.
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Risk Priority Table

This table is used to populate your risk matrix | CRA10Hazard Risk Priority Table X
details, i.e. numbers/letters, corresponding
priority and how many days/years given to = Priat
address the hazard. This table will allow the
Review Review
system to automate the due dates and follow Risk _ Priorty Days Years
. lLevei 1] | |urgent 1

up dates on the assessment. This also ‘ |

Level 2 High 3
permits you to pull reports by Risk and Level 3 Medum 7
Priority iLeveI-t vLow I '30

Level 5 Low1 a0

Level 6 Low 2 180

Le'."el 7 Low3 365

e Click into the Risk field and enter
desired risk letter/number

® Press tab and enter corresponding
Priority

* Press tab and enter number of days,

or years, allotted for successful
control of the risk.

e Click Exit when completed

Location table

The Location table enables you to narrow down and report on the location of the risk to employees in your
organization. There are three reportable fields and one free text field. Therefore, you can identify and report on
three different location identifiers. i.e. Location 1: Building A, Location 2: Second floor, Location 3: Room 209.

The example above allows you to pull a location report on Building A, floor, or room number. Location 3 will be
ultimately used to identify the specific location of the hazard identified in the assessment.

Note: The Location table described above is also available in the Task based section.

Adding:
Follow these steps to add to your location table:

1. Place cursor in first Location field and type description, i.e. Building A
2. Click Add or press Enter — this adds what was typed to the location table
3. Continue adding Location descriptions
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4. When completed, highlight one of the locations you added in the first column and in the Sublocation 1

field, type a location which falls within the highlighted 1st location, i.e. Second floor
5. Continue adding location descriptions which correspond with highlighted location in first location.

6. When completed, highlight one of your locations you added in Sublocation 2 and in the Sublocation 2, type

a location which falls within the highlighted location, i.e. Room 209

7. Continue to add to this table as necessary.

= CRAS0 Location Table

Location ‘TAdelauce Bldg

Firehouses
Parklane Bldg
Picadilly 8ldg

Sub Location 1 | 1stFloor

4th Floor

Sub Location2 |

Room 101
Room 103
Room 105

Deleting/Updating:

Should you need to delete a location, simply highlight the location and click Delete. Should you need to change the

name of the location (i.e. spelling mistake), highlight the location and in the description field above type over or

amend the description. Once finished, click Update.

Note: Any changes to locations will affect previously entered assessments.
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Hazard Type Table

This table is where you may record the
types of hazards found in your
organization. Itis recommended the
hazards be as general as possible as the
detailed specifics of the hazard can be
recorded on the assessment itself in a
free-text field.

This table is two tiered, therefore
allowing you to categorize your
hazards. This table allows you to pull
reports on these hazards in the future,
therefore great care in determining the
best approach for your organization
prior to populating is recommended.

e Place cursor in Hazard Type field
e Type in hazard category and press Enter or click Add

= CRADS Hazard Type Table

[ mandatory Option
Please d

Hazard

= Print
Hazard Type ?Blolugxcal

|iF]E}]xF]l.............................................
Chemica

Ergonomic

Physical

Psychological

Ship/Trip/Fall

Hazard Type 2

|Bacteria/Virus

8lood Exposure

Body Fluid Exposure
Fungi /Mould

Medical Sharps (dirty)
Other Biohazard

| EXitEf2.

e Highlight the category and place cursor in Hazard Type 2 field
e Type in hazard and press Enter or click Add

Mandatory Type 2

You can make the selection of the Hazard Type 2 mandatory for all users by checking the Mandatory Option box.

[ ]Mandatory Option

Please selectif Hazard
Type 2 is mandatory for
a Hazard Type.
selecting this option
you MUST enter

Hazard Type 2 for all

Hazard Types

By

Page 10.




Hazard Based Risk Assessment Module

Hiding Hazards and Locations

You can hide items in both the Location and Hazard Type Table. This functionality is useful, for example, if a
location is no longer being used and you wish to hide this selection from the drop down when adding an

assessment.
To hide a location:

1. Click on the Location, or Sublocation, you wish to hide
Check the Hide checkbox on the right
In the example image below, Floor 3 will no longer appear in the Sublocation 1 drop down when adding an
assessment going forward. In addition, all Sublocation 2 will no longer appear in the drop downs either.

However, these hidden selections will still appear when pulling reports where a location can be chosen, so that you
can still access the historical data. They will also appear in the Review/Follow Up section if looking for a control
related to that location.

To hide a hazard:

1. This functionality operates in the same manner as hiding a location above.

=% CRAS tocation Tatshe x

= Print

Location Admin Building Hige [

294 "
A Building

Aamia 8uliding

Arenas

Bond Wing

euildinY 2

Cardinal Carter wing

Corporate Policies v

Sub Location ¢ |Floor 3 |Hide &

Floor 1
Floor 2

Sub Location 2 Hide O

office 330 - pr. smith
outpatient clinic
Patient room 310
Patient room 311
Supply closet room 301

NI
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Hazard Based Risk — Escalation

Risk Assessment has the ability to send automated reminder emails sent out regarding coming due or overdue
controls. Every Monday, an email will be issued to the persons responsible fitting either of the following criteria:

e A control is coming due in the next 7 days
e A control is overdue

This email will notify the person responsible that they have a control coming due OR that they have an overdue
control they have yet to respond to. The email will contain a PDF with the controls listed, as well as the hyperlink
needed to respond.

You can turn this functionality on or off. There are no modifications available to the email or persons receiving.

To activate this option:

1. On your Parklane Login screen, type: /HAZESC in the password field and press enter.
2. Login as normal

To deactivate this option:

1. On your Parklane Login screen, type: /HAZESCOFF in the password field and press enter.
2. Login as normal

Link Location to Administrator

If a Parklane User wishes to be notified when the escalation emails are sent out and to whom they are sent, you
can assign who gets notified based on Location. In other words, if there are two administrators, each responsible
for the follow up of certain locations, you can assign which administrator gets notified based on the location they
are assigned.

= CRAZ4 Link Location to Adminstrator x>
KANE, SARA, Email Address s kane@parkianesys.com
Name Location Selected
AFFLECK BEN Adetaide Bldg Adelalce Blog
BOYNTON, NCRMA Firehousas Parkiane Biog
CLARKSON, ALBA Pardiane Bidg
DOE. JANICE Picacisy Bidg

FERRELL, KAREN

HOPE. ROBERT
HORTON, Ti
HOWARD, SHERRY
HURT, JOHN
JOHNSON, FRANK
JOHNSTON AMY
KANE, DEAN

ORFAQ, ANA

Pitt, Brad

SAWYER, BRAD
SMITH, ROBERT (BOB)
SUMMEROFF, PETER
Taylor, Sara

WALKER ANDREA
WELSH, KRISTA
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Email Template

The Email Template allows you to customize the header and
footer of the email message sent from the system.

You may populate multiple email templates to use during an
assessment which can be customized based on: i.e. who is
sending the email, or the type of message you are sending,
etc. The first template will be the default template

Email Template

Default Email ~

Reminder Email
Not Defined
Not Defined
Not Defined
Not Defined
Not Defined
Not Defined

Llot Diafinad

Select first template.

In the Name of Email Template, Peme dLe i (eipiee
. {0efault Email
provide a name for the template.
To appearin the FromLine
3. Inthe From line — Enter desired text [occupational Health and Safety
of where the email is from, i.e. H&S Toabpeatinhe subjectiay

Department

{There is 3 nsk to employees found in your area

Textto appear in the body of email regarding this Contral _

4. Subject line — Enter subject of email,

i.e. A risk was found in your area [ifthere are any questions or concerns, please contact John Doe at Occupational Health and Safety at
|extension 7772

5. Footer section — This section is for 3
{Regards,

your complimentary close and |John Doe
i Safety Officer
contact information ‘
6. To create another template, click
Next and select the next undefined
Enter the information you wish (o appear in the e-mail that E  E—
template. will be sent out Prior to sending an email, you will be given

‘iPlease compiete the above control by the due date spedr@l and submita 195p0NSA of the action
{taken by clicking on the hyperlink.

the opportunity to change the subjed line and message of
the e-mail if required

Note: Parklane automatically completes the body of the email.

Editing the Email Template

The template may be changed at any time should there be a need for a change in content. i.e. phone number

change, etc. Alternatively, you may edit the email “on the fly”. When sending the email from the system the email

template will appear, it is at this point if you wish to add any further instructions, you may do so prior to sending.

This will not affect the original template.
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Email Technical Setup

The Email Technical Setup must be completed in order for emails to be sent from the Parklane system.

From the main menu, go to Maintenance

From the menu list choose System Maintenance

Click Email Technical Setup

Fill out the technical form and send test email. Assistance from your I.T. group may be necessary.

i S

CF81 SMTP Email Setver Information

SMTP Server Name:

Selthe SMTP-server to the name or IP address ofthe SMTP server you will be using to send an email,
SMTP Port Number: | 025 |
Setthe SMTP-PORT to the port number the SMTP sarver listens on. Most use the default port of 25

ST 0 - No Authentication (default)
SMTP Authentication:  CHAN RO %Al

3 -Plain 4-NLM Auth 5- Automatic

Setthe SMTP-AUTHENTICATION to the authentication method desired. There are 4 different authentication protocols
supported by SHTPSimple, In addition to allowing no authentication. CRAM-MDS usas an MDS hash key for password
authentication. Auth and Plain are two other methods of password negotiation and authentication Setthe value as

appropriate to your situation.

SMTP User ld: Complete only if the authentication method chosen requires it
E&kme@paﬂdanewsterrs.oom I
SMTP Password (enter TWICE): Compléte only if the authentication method chasen requires it
i............ | i............ |
SMTP From Emaik: Complate only if SMTP sarver must use Internal domain name,

Default noreply@parklanesys.com or noreply@yourdomain.com

[C) Do not use Display Name (recommended for Office 365 only)

Send TestEmail F5 ExtFi12
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Online Form Setup

Two webforms are available with the Hazard Based Risk Module

1. Online Risk Assessment
Conduct hazard-based risk assessments on location on a mobile device (i.e. tablet) or laptop. Internet
connection is required.

2. Risk Response Form
Webform to provide a response to emailed controls online. This is a non-configurable form.

Technical

As part of this module, Parklane provides the ability to be mobile in creating your Hazard-based Assessments. Also
included is a webform that is used by others in response to your emailed controls. If the latter is enabled, the email
sent will include a hyperlink for those responsible to simply click on, and will take them to a webform, where they
may indicate the action taken to your controls. The response they provide will be populated automatically in the
module for your review.

To access the setup from the main menu, follow these menu items:
GoTo > Maintenance > System Maintenance > Web Server URL
Enter the full address to your internal web server directory for the Parklane Webform:s.

Example: http://mycompany/intranet/parklane

Online Risk Assessment

A section is provided for you to customize an introduction that will appear on the Online Risk Assessment webform
for your users (i.e. inspectors). To access from the main menu:

Options > Introduction Online Risk Assessment

Fill in field provided.
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Introduction Online Risk Assessment

Enter text to introduce users to the Risk Assessment web form and provide any instructions necessary to complete

the form.
= CR3X Risk Assessment Introduction X
The text below will be the same for esch company.
Below is the introduction that will appear on the first page of the RiskAssessment Report
!'Welcome o Hazard Based RiskAssessment - please enter your pass code and complete the assessment form as itis presented
{and submit If you have any questions, please call the Safety Office at ext 7702
-

Passcodes and Email Recipients

Passcodes are used to provide users access to a Parklane Webform. This identifier allows for multiple users of the
forms without providing direct access to the Parklane system itself (ie: JHSC users).

Using Passcodes will also differentiate between who and/or which location the submitted webform has originated
from. Inthe Passcode set up section, you may also determine custom notification based on which passcode was

used. To access from main menu:
Options > Passcodes and Email Recipients

In the example below, there are five locations. In order for persons from Picadilly to access the webform, they
must enter the passcode JHSC1. This
will open the webform for them to

i i ¥ » aisted ) : . R PESTCONy ANy dccd Remve Passcodo |
begin their assessment. \ sy 2 e % e 1
Entor ho Tadle number fromthe bax on the right or click on Table entry Locations currently enadled

S CR3Y Pass-codes for Risk Assessment X

Once they have submitted the = Remiamenngomnony

. Locaton(s) usng Nis Pass-code o
webform, the assessment will be PicadRy B3 W0 SR
entered IntO the mOdu|e The S:;LD;\::::O::;:::}nwmcBcam Risk (in this mocule) when an Risk Is 4

PB HSC

assessment created will indicate that _|-¥ ‘

(I Chack here, # no enaiis ce 10 be senl when this pass-code is used

this assessment was created by PB
JHSC UseriD  Check dreciplent i not a User Email Acaress & F2 ‘,

SARA ] |skane@parkdanesyscom 19

This example also indicates that one vt R oot
p / .
Parklane user and one external

O >
2 v

person be given notification that an ——

assessment was created in the

system.
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To complete this section:

Enter “1” in the first field.

1.

2. Indicate the Passcode that will b ed
by person(s) at a given Io%\

3. Enter Location of the person(s) using

the above passcode.

4. Indicate how you want the UserID of
that person/location to appear when
an assessment is submitted to the
module.

5. If you do not wish for notifications to
be sent each time an assessment.i
submitted, click the Checkbox and then
Next Passcode. If you wish
notifications to be sent, leave
unchecked and continue to next step.

6. If one of the notification recipients of
this passcode is a Parklane User, click
Get and choose the user who will
receive notification. Enter their email
address in the field provided.

~

Ly

A 7
‘.

: Enter the Table number fromthe box on the right or click on Table entry

Pass-code (up to 20 characters)

]

Location(s) using this Pass-code
Picadilly Bidg JHSC

User 1D that iste appear in "Entered By™ on the Risk (in this moduie) when an Risk is

added under this pass-code.

iPéTlHSC

[[J Check here, if no emails are to be sent when this pass-code is used

OR: Enter the recipients that will receive an email when a record has been recorded
UserlD  Checkif recipientis not a User Email Address

;éAhA 1 (| s kane@parklanesys com

.NotAUser s mecarthy @gmail.com

7. If one of the notification recipients of this passcode is not a Parklane User, indicate by clicking Checkbox

and enter their email address in the field provided.

8. Click Next Passcode and repeat above steps
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Action Emails

The Action Emails option allows the setup of email notifications to be sent to various personnel when a user
performs one of the actions shown. Ensure that the email protocol has been set up under the Maintenance panel
by clicking Email Technical Setup. This may require consultation with your I.T. Support Team. (See page 12)

Note: Before using this feature, all users and recipients must be setup in Security.

There are two options for sending Action Emails. An email will be sent to everyone that is in the email list for the
specific Action, or an email will be sent to those who are in the same Work Group as the User.

Work Groups must be pre-defined when choosing the second option. Click on Options/Action Emails/Email
Recipients by Work Group.

Click on the drop down for Select Email Work Group and click on a work group heading to rename.

Select Email Work Group ‘ vl
~

Email Group Name | Work Group 01 ‘-’

Work Group 02

Work Group 03

- Work Group 04
-F1 > | Select Email Re Work Group 05 - f

Work Group 06 Select Email Work Group [Work Group 01 v

‘ Work Group 07

Work Group 08 Email Group Name [safety Team

Select Email Recipienis for this Work Group
Dave Smith - Safety There are 2 method

Click on F1> and begin to select the email recipients for this Work Group. Enter the next available line number and
click Get-F1 to select the email recipient from the list provided. Up to 200 email recipients may be selected per
Work Group.
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CIBS Usars in Work Group

Work Group
Satety Team

Enter line number fromfrom box on the nght
[+ ]
GetUsar Name Fram Security File

UseriD
DAVE

Name
Dave Smith - Safety

Emaill Address

{d.smh@somm«ooo.m

* SFT Rerrove

Cument List

Pt ——

1 Dave Smith - Safaty
2 Karen - Cims Mgr
3 SaraK

When an Action occurs, the system will determine what Work Group(s) the User is located in and will send an

email to all other recipients within the Work Group(s).

To setup the Action Emails click on Options/Action Emails/Action to Prompt Emails and select the action(s) that

should prompt an email notification.

For each Action shown, you can indicate which users will prompt an automatic email and which person(s) or
workgroups will receive the email. Check the Action that should prompt an email.

Check the Actions that should peompt 3n emall notification Action By

*etHazard Baseg't
[J n Controts are closed for 3 Hazstd
Al Hazaras are closed for 2 Risk
Risk is closed
Added 2 Worrplace Inspection Risk
Added 3 Incident Related Risk
ACCHd 2 Government Inspection Risk
[J Addeda Request/ Cther
Remove a Risk
Changed Hazard Dus Date
Changed Hazard Risk level
Remove a Hazad
Changed Controd Due Date
Remave a Control
Control resolution 3dded VIA Web
Delate Review / Inspechons
Review Response added VIA Wed

0a

<
®
"

0 0000004aooac

Email To

00oa

00000D00D00O000aAa

Yes

CRABZ Action Emails Make sura tha amaii protocol has D2en Saup ueder Maintansace

-
Emanl ootiications can be sent 1o various personne! whena
user parforms one of the actions shown
For each action shown, your can ingicale niich users wil
prompt an automatic emall and which personys) mill recene
the emad,
Before using ihis featire, all users and recipievis must be
selup in Secunty
Mow & works
Check the action that should prompd an ema

Check the Action By box which will activate & pog-up
wnoow  Indicade he Users Mhat miV prompt an emall

Check the Email Yo box which aill activate 8 pop-up windos
inmcate the peopie who will be the recipvents of he emait
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Click the Action By box which will activate a pop-up window. On this window indicate the users that will prompt an
email to be sent. Up to 120 users can be identified.

CiB1 Users that should prompt an email

. &7 Res N
Action: Added a Workplace Inspection Risk i
Current List
Enter line number from box on the right 1. WEBOPER ~
2 SaraK &
] 3
4
Get User Name From Security File g
7
User ID and Nama 8
9.
10.
Email Address 1.
12.
13,
14,
15

Next, click the Email To box which will activate another pop-up window. On this window indicate the people who
will be the recipients of the email. Up to 20 recipients can be identified.

CTB2 Email Reapients resulting from an action

Action: Added a Workplace Inspection Risk W 57 Rerove tame
Current List
[ Send emaiis using Work Groups 1 Sarah Mc- Cims Co-Ord
2. Karen - Cims Mgr
Enter line number from box on the right 3
] 5
6.
To select User Name from Security File. g
If not in Securtty, enter any D, ther name & email 9'
E&her way, cick Submit to add o table, 16
1.
User ID and Name 12
| I I l 13.
14.
R 15,
Email Address 16
| | 17.
18.
SUbMit F2 19
20,
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Alternatively, click on the check box to Send emails using Work Groups. Once checked, all other fields will be
grayed out. As previously described, when an Action occurs, the system will determine what Work Group(s) the
User is located in and will send an email to all other recipients within the Work Group(s).

Enter line number from box on the right

Each time an Action is executed by a listed User, the Recipient will receive an email advising that the Action

occurred.
Sara Kane
From: Health Safety Application [noreply@noreply.com]
Sent; Tuesday, May 20, 2014 3:16 PM
To: Sara Kane
Subject: Notification of User Action

Action: Added a lost time incident
Date: 29 May 14 at 15:16

User: Sara Kane

Module: Incident Reporting
Employee: HREICH, JUDITH

Employee Key: ©00119
Incident Date: 2@ May 14

The following action was taken in the Parklane System.

Department: IT, Information Technology

Please do not reply to this automated message

Review Email Template

The Review Email Template allows you to customize the text of the Review email notification sent from

the system.

You may create multiple email templates which can be
customized for each category of Review.

'SL94 Select one fromthe list

Email Template

1. Policies & Procedures A

2. Fire Drills

3. Fire Extinguishers
4. Not Defined

5. Not Defined

6. Not Defined

Mot Dofing
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Select first template

In the Name of email Template, provide a name for the template

In the From Line — Enter desired text of where the email is from, i.e. H&S Department or John Smith, Safety
Specialist

Subject line — Enter subject of email, i.e. Your policy is due for review/revision

Body of email — Enter the text that will appear in the body of the email sent by the system.

PDF — Enter the text that will appear on the email PDF attachment regarding the Review. Eg. step by step
instructions

To create another template, click Next and select the next undefined template.

The template may be edited at any time should there be a need for a change in content, i.e. extension
number change.

Name of e-mail Template

[Fire Extinguisher Inspection

To appearin the FromLine
|Health & Safety Department

To appearin the Subjectline
A recurring review requires attention in your area.

Textto appear in the body of email regarding this Review

|Please see the attach PDF in regard to an upcoming inspections required in your area.

Textto appearin the PDF regarding this Review

Please complete this Review by the due date specified and submit a response of the actions taken by |
clicking on the hyperlink.

If you have any questions of concerns, please contact John Doe, H&S at extension 7772.

Regards,
Safety Officer
Health & Safety Department

The Email Technical Setup must be completed in order for emails to be sent from the Parklane System. Please refer
to Email Technical Setup in this guide for those instructions.
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Using the Hazard Based Risk
Assessment Module

Parklane’s Hazard-Based Risk Assessment Module is designed to assist you in keeping track and on top of all your
assessments and help to ensure the controls and recommendations have been addressed. Regular monitoring
and appropriate use of this module may contribute substantially to the reduction of incidents in your workplace.

Add New Hazard Assessment

On the left hand side of the main menu are your selections in the Hazard Based Risk Assessment Module. These
selections can also be found at the top on the menu bar. To begin creating a hazard based assessment:

1. From the panel on the left (or

CRAD2 Risk Assessment Record =2 Printto PDF ¢ Undo B rex

menu above) choose Add New
Hazard Assessment
Next Review Data 3
2. On the Risk Assessment O Govemmentinspection Clossd [J

O Regquest/ Other

Record panel, enter the date JHSC Present? (]

O Workplace inspaction Date of Assassment | "iJ AssessmentNumber [ 15 |

O Incigent Related

Inspector | |EFs
]

the assessment was
conducted.
3. Using the Location drop

Location v

Sub Location 1 | v

Location Other

downs, select the location — 1 R
where the assessment was ' [ -
conducted.

4. Select Type of Assessment
from the radio buttons

5. Indicate whether a JHSC

member/team or H&S Rep is

Record entered by | | | Copy Detais 3 View Matrix

present by clicking the check
box and then selecting from drop down menu which will then appear.
6. Select the Inspector or who conducted the assessment.
7. Add any additional inspectors or comments
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Assessment Types

Assessment types enable the user to narrow down the assessments they wish to view when opening the

assessments, review/follow up of assessments, and pulling of reports.

Workplace Inspection

Indicates the assessment conducted was a general workplace inspection.

Incident Related [T —

Choosing Incident Related assessment type
indicates this assessment was initiated
because of an incident(s) at the workplace.
Should an incident investigation be necessary, | AR
select Incident Related radio button and two
buttons appear: Link-Employee/Incident and
List-Employee/ Incident. The Link Employee
Incident button allows the user to link this RSO oees
assessment to a particular incident, or multiple s -
incidents.

PUL Compuery 17

R

Linking incidents:

1. Click Link-Employee/Incident F6

2. Search and choose an employee by
clicking on the name.

3. Click on incident related to the hazard

assessment.

4. Incident is now linked. Should another need to be added, simply begin again at step 1.

List incidents:

1. Click List-Employee/Incident F2

2. Alist of incidents linked to the CAAOR P Mvsosement Lin
assessment will pop up.

M Lo Tirw ALREWE (0

3. Double clicking on any of the listed

DO Sy Vep o F e

S AR SR

incidents will open that incident.
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The list of incidents includes the classification, incident type and name of person(s) involved in the incident. If a
user does not have access to Incident Reporting, they will not be able to access the incident from Hazard Based Risk
Assessment.

Note: The linking feature to incidents will not function without Parklane’s Incident Reporting Module.
Government Inspection
was conducted either by a government official or that one was present. A field will appear on the main page in

which you can indicate the name of the government official. This category, for example, can be used to record
audits and track any resulting orders.

Request/Other

Choosing the Request/Other selection allows you to choose from a custom list of assessment types. When this
radio button is selected, a drop down field will appear to select from.

Adding Hazards

Once the Risk Assessment Record panel is complete, the hazards identified during the assessment can be recorded
using the following steps:

Risk Assessment Record

K 5 CRA25 Hazards
Risk Document Folde)

R‘Sk Docurmnt unks Haz# Hazard Type Sub-Location-2 Risk Status #Ctrl Review Dt Due Dt.

Aod Hozard Ji W Hazard Found [ View Vx| Send a e.mai [l View Hozard Detais |

To add a hazard click on the button above
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CRAO3 Hazard Details S Print N Undo B R

Hazard Details ‘ 1 ‘

Hazard Type | physical 7, Due Date [27/06/2024 | = Closed [
Hazard Type 2 [guuckAgainst o Hazard Affedis ; All o]
Sub Location 2 |RoomW120 |ElFs
Risk | evel7 v Prority [Low3 | NextRev Date [27/06/2024 |

Descriplion | moving heavy equipment in storage area - review and revise equipment fayouf

Record entered by ] View

From the side bar click on Hazard Details.

Your hazard list window will appear. Choose Add Hazard on bottom left of the screen. The Hazard Detail
panel will appear.

Choose Hazard Type and Hazard Type 2 from drop down:s.

Choose from Sub-location 2 drop down, indicating where the hazard is specifically located.

Describe hazard in further detail in the Description section

Choose from the Hazard Affects drop down. (not mandatory)

Choose the appropriate Risk level you wish to assign this hazard (click View Matrix for custom guide).

® N U kW

After choosing risk, the Priority field and Due date field will populate automatically according to how your
Risk Priority Table was set up.

Once the above steps are completed, the hazard details section is complete and controls, or recommendations, can
be added. Alternatively, click Close and the hazard will be saved and another hazard can be added by simply
repeating the steps above.

Reporting No Hazard Found

Risk Assessment will also allow you to indicate when no hazard was found. From the main Hazards panel.

1. Select No Hazard Found
2. Select from the drop down which location there were no hazards found
3. Any comments you wish to associate with this location can be entered in Comments
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Including Outstanding Hazards

Should you wish to include any hazards still outstanding in Sub Location 1, simply select Include Outstanding

Hazards from the main Hazards panel (Figure 23). Parklane will search the database for outstanding hazards (not

closed) that match exactly the Location and Sub Location 1 indicated on the main details page.

Note: Once the hazard is finally closed on the most current assessment, Parklane will simultaneously close all the

original hazards found at that location.

Adding Controls

Once the details of your hazard are complete, you may add your controls.

1.

Click Add a Control at bottom of
Hazard Details panel.

The Control Details panel will
appear.

Select type of control from
Control drop down.

Due date auto-populated from
your Hazard Details — should you
wish to extend date (based on
complexity of control) you may
alter this.

In the Recommendation field,
describe in detail the control to
be implemented.

Search for a primary person you
wish to assign responsibility,
based on location, or control, etc.,

CRADA Comtred Detnts = Pt " 1
Mazara Detads
i Prysica D Dot 27T708G024
7 Btk Agans B I Ream W12

’ wd Affeciz M " Leval ¥ P Low ]

MOVNG Nhedvy SGADTHAL IN HEr30e 23 - T W AN revite o guapment My ont

Controt Detads

ASTEn et atiy LN e@anianes s cem

KANE GARA

Raviow id revise saugment lay ol

o N o B N

by clicking on the search field under Responsible.

Search and select name — should the email address be populated on the Personal Demographic record, it

will then appear in Email Address field. If this is not the case, you may add manually in Email Address field

or update the personal data record itself.

To add more than one email, press enter to add another.

Once complete, click Send Email to send control/recommendation and click Close. Alternatively select

“Send all Emails” on Hazard Description Panel when complete.

10. Repeat above steps to add multiple controls for the hazard
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Sending an Email

Email controls are at the bottom of the Control Details panel. A check mark to the left of the button will indicate
whether an email has been sent or re-sent.

o O

|

CRATY Emadl Template

MName of e-mad Tenplale

et ema |

To &ppear in e FromLing
Qccupational Health and Safety |

To appear m e Sublect ling
There is 3 risk 10 smployees found in your area |

Taut o appear n Me Sody of small 1Isgardng Tes Coovol

(A hazard control has been (econTrended Please see the atiached document for informsca snd
(nSEuUchons should 2paciBic ackons be requred.

Textto appeat inthe POF regardng W Review

‘Please complele the adeve control by the cue date spéuﬂ:o andﬁujﬁ;v;a response of the action |
taken by dicking on the fiyperink

If here are any queshions or concems. please contact John Doe at Ocospabional Heath and Safely at
\extonsion 7772

'Repards
John Doe

When the control is entered and the
email address is entered, perform the

There is a risk to employees found in your area
Occupational Health and Safety <noreply@parklanesys.com>

following steps: Sent Thu 2023-08-17 12:47 PM
Ta Sara Kane
. . || Message ™% s.kane@parklanesys.com.pdf (5 KB}
1. Click Send Email
2. Your email temp|ate will appear, A hazard control has been recommended. Please see the attached document
.. . for information and
giving you an opportunity to instructions should specific actions be required.

adjust content prior to sending.
Alternatively, select Switch
Template to use a different email

template.

i You have received the attached Workplace Inspection Assessment.
3. Click Send. Please refer to the attached PDF for further details.

Company: 002 - PKD-Company 062
Risk Assessment #: 9080016

Assessment Date: 28 Jun 2023

Thank you.

Please note that we are unable to respond to any replies to this email.
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Parklane will collect the details of your control and hazard and creates a PDF document which is attached to the
email. The following fields auto-populate PDF attachment:

®  Aresponse link

®  Date of assessment
®  |ocation

®  Hazard type

®  Hazard description
(] Priority

®  Who it affects

e  Control

®  Recommendation

° Due dates

Resend Email

The Re-Send button can be used:

e should there be no response to your original email regarding the control and you wish to resend. Again,
your email template will appear and perhaps the subject line can be changed to indicate this is the second
notice. Or, create an email template which reflects the email is a second notice.

e if additional details of the control have changed and you wish to send an amendment.

View Email History

Click the View Email History button to see a list of the emails sent regarding that particular control. This lists the
date sent, the time, and the recipient. Double click on any of these to view the content which was sent. Should the
control have been amended, for instance, it keeps a history of the change and the original sent.
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Send All Emails

Should you wish to send all of your controls via email at once (they must all use same email template), you can do
this on your hazard details panel. Simply click Send all E-Mails button and the system will create a PDF, attach it to
an email and send to the person(s) responsible for those controls.

—

[osnncws [ st e Ovanons e | M

The PDF will contain all of the necessary informations, including hyperlinks to respond to each control.

PKD-Company 002 A1X
Control EMad Sent 17 Aug 2023 1244
Risk D000016 Hazard: 0000001 Hazard Dese: Stuck Against Page: 1

Comparny. 002 - PKD-Company 002

Risk Assessment #  (02-0000016-5300001-8100001

Inspeciorn

Date of Assessment: 28 Jun 2023

Location: Parklane Bidg

Sub Location 1: West comdor

Sub Location 2 Room W120

razard Type: Physical
Stuck Against

Hazard Descriphion.  movng Heavy equipment in SO0 aréd - review and revise oquipment layout

Priocity: Low 3

This affects Al

Controi- Adminisirative

Person Responsible.  KANE, SARA
Recommendation Review and 1evise equipment yout

The above recor must be comp by 27 Jun 2024

We will be folowing up with you on; 27 Jun 2024

Pleasa complete the above control by the due date spacified and submit a response of the action
taken by chicking on the hypertink

if there are any questions o CONCEMs, piease contact John Doe 3t Occupational Health and Safety
at extension 7772

Regards,

John Doe

Safely Officer

Piease note that we are unabie 1o respond to any repbes to this email
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Hazard Comments

Like other Parklane modules, the Hazard Based Risk Assessment module gives the user opportunity to add
comments to risk assessments.

CTM1 General Comments $ " o FE Print

1. While in an assessment, on left
side bar click Hazard _ —
Comments Date - received call from Supenisor - would like email sent to managedq Page s

20082023 |2

2. Date auto-populates, however,

Entered

can be changed.

3. Enter comments.

Changed

Exit by choosing another tab
on left sidebar.

First 8 Last
Comment Dates

No, of Comments

Comments will automatically
populate the user, the date and time i b

addtions ace not
ncluded in the counts

the comments were entered. This and dates

appears once the user exits and

returns to comments. “Homer11 [l WemuFi2 |

Hazard Document Folder

Document folder allows the user to keep a record of any text documents related to the assessment record.

Adding a Document Folder:

While in an assessment record, click Hazard Document Folder tab on the left sidebar.
Document Folder screen will appear. Type name of document in Reference field.

In field below, type or paste text to save up to 8000 characters .

Exit by choosing another tab from the left sidebar.

P whPR
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CRA88 Document Folder Ak Racced s Liv$ B Frin | [ B

Reference |Discussion during Inspection| |

When we arrived at the storage areato i;s—pec(ilge'Maﬁarger pdin(éd out that ...

SARA
1710872023

1257

Comments’Sourca |

honcse W tomerii [ wenuriz

The user, date and time are populated automatically once exiting Document Folder.

Viewing a Document Folder Entry

1. In Document Folder click See List from the menu bar at the top of Hazard Document Folder window.
2. A window will appear with a list of the Document Folder entries to view.
3. Double click on the one you wish to view.

Deleting a Document Folder Entry

Open a Document Folder entry (see above).

2. Click the Remove button on top right of entry.
A note will appear asking to Delete this record. Should you click Yes, the folder and any record of it will
delete.
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Hazard Document Links

Document Links allow the user to attach any electronic document to the assessment, i.e. jpegs, emails,

spreadsheets, etc.

Adding a link:

Document links will automatically populate the user and the date the links were made.

While in an assessment, on the
left sidebar click tab called
Hazard Document Links

The cursor will appear under
Origin. Type name or
organization of origin of
document

Enter the date of the document
Under Description, enter
description of document you
are adding, i.e. Photo of area
On the right is a side bar with
links. Click Link F4

A browser window will pop up.
Location file, select file, then
click Open

CTLY Dot Links

3 [ Paok of rage and

When document is linked, user will receive message that Document was linked successfully

Exit by choosing another tab on the left sidebar

Viewing a link

el

In Document Links place cursor on description of link you wish to view.

Click View F2 from right sidebar.
Document will open.

Simply close document when finished viewing.

Deleting a link:

In Document Links place cursor on description of link you wish to delete.

Click X SF7 Remove Link at bottom right of panel.

A note will appear asking if you are sure. Should you click Yes, the document and record of it will

delete.
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Review and Follow up Hazard

This unique section assists you in keeping track and on top of any outstanding controls/recommendations.
Only those assessments, hazards and controls that are NOT closed (still outstanding) will appear here.

Review/Follow Up Selection

1. From the main menu of the Hazard Based Risk Assessment module, click Review and Follow up Haz tab
on left sidebar.

2. The Review/Follow Up Selection panel will appear (Figure 34). Choose Assessment Type you wish to
view.
3. Choose Type of Review you are making, i.e. controls, hazards.
4. Date options:
a. Should you wish to see those records that are due between certain dates, fill out dates under
Next Review Date.
b. Clicking Include Overdue Reviews will bring in any outstanding reviews that are overdue
outside the date range indicated.
c. Leaving dates blank and clicking Go will return all open records regardless of due date
5. Should you wish to additionally filter by location, select the desired locations.
6. Once Go is selected, a list will appear below.

CRA19 Review / Follow up Selection ~
Assessment Type Type of Review Next Review Date Sort Options
@Al O Risk Assessment Start Date | 3 m
QOWwaorkplace inspection O Hazards L
Oincident Related ® Controls OBlank emails Stop Date ﬁ =
(O Goverment Inspection _
O Request/ Other OOnew web [inciude Overdue Reviews S
Resolution(s)
| contoct |
Location =
Sub Location - 1 v g
Sub Location - 2 v
RAZ Due Date Location Hazard Description Control Contact
13 07 Mar 2023 Parklane Bldg fix asap Elimination KANE, MAE
14 04 May 2023 Firehouses haz description Elimination KANE, MAE
15 24 May 2023 Adelaide Bldg CRAO3 Haz Details Descript Elimination KANE, SARA
16 27 Jun 2024 Parklane Bldg moving heavy equipment in Administrative KANE, SARA

7. From the list, click on the record you wish to view
8. Another panel will open which contains details of the risk assessment

9. To advance to the next assessment on the selected list, click the direction arrow on the top right of the
panel
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Using the Review/Follow up

Once in an assessment, you may record your findings, close off any completed controls or hazards, or adjust
due dates. The Past Review Dates comments keep a summary of all comments made about this record. This is

used as follows:

CRA24 Risk Assessment Controls
AssessmentNo.| 16 [ Date |28/06/2023 I Hazard Details N
Location |Parkiane Bldg ] Type %Pnysical Stuck Against 1‘
Sub Location 15West corridor ] Risk |Level 7 Priority|Low 3 ]
Sub Location 2[RoomW120 ‘ who [Al Due Date|27/06/2024 |
Control Details| 1 | Description |moving heavy equipment in storage area - review
Responsibie [KANE, SARA J {and revise equipment layout
E'“a”"*GGTESSfé,kaneéparﬁénesys,com 1 ]
i
Control [ dministrativi Due Date [27/06/2024 | RevisedDue 3
[Aaminisrate | [ ] Do |
_Recommendation Resolution
{Review and revise equipment layout
[SARA 171082023 | [ | Resovea[" |2 O
1 Date | . Ciosed
PastReview Dates Comments
‘ | WEBRec [
Date of Review
1710812023 |
—
Review comments:

1. Place cursor in Comments section.

2. Date of Review defaults to current date — you may change this date if necessary.

3. Write any comments regarding your review, i.e. call made to those responsible for status update.

4. |If revised due date is necessary, you may change it at this point by entering new date in Revised Due
Date.

5. Multiple comments can be made as Parklane will track each date under Past Review Dates. Read the
comments by clicking on the comment date, which will bring up the comments the user made on that
day.

6. Click Exit F12 to return to the list or the directional arrow to advance to next review on selected list.
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Closing Records

Closing a Control from Review/Follow Up

Note: Before a risk assessment record can be closed, all hazards and controls must be closed. Before a hazard

can be closed, all of that hazard’s controls must be closed. To close a control, you must have the resolution

field completed and a resolved date.

1. Once the control has been
resolved, the action that
was taken will appear in
the Resolution field, the
resolved date will be
populated and the name of
the person who submitted
the resolution will be
present.

2. |If you are satisfied with the
action taken, click the
Closed check box.

3. When refreshing your
Review/Follow up list, this
control will no longer
appear on the list.

CRAM Risk Assasument Contrals

rwint Mo "w
atan Parlane Bidy
0 1 West comder
Locabon 2 /RoomW120
Control Detaty 1
Rempon

O KANE BARA

E-M a0 A0Ore % 1 an@pandanays com

OHTE LA grranetrative

TYTRNZtan

| Raview 300 raviss sguipmant ysut

Oule 28052023

<)
Harnd Detmds 1
Tipn Poywcyl Stuck Agamat
Aist Levet Y oot Low 3
el | DueDs fe 27062024

1 mEVINg Redvy Sudrment in MOrA0s M08 - Terisw
AN revise aGuement lay ot

Due O3t 27062024 Ravized Due 3

Ry

EQuipmwet Ty out Teviewa d 141508 and documented

= g

BARA 17020 Resstiad [1400202)
iles TR
E8Rec [
1708023 |~
|
I

Should the control require attention, or there simply is no resolution provided by the due date, there are

additional options available.

o Send Email — this will let you send off a reminder email to the person responsible indicating the

resolution has not been received. This email will include the original hyperlink and details.

o Revised Due Date — should you wish to give the personal responsible additional time to complete the
control, enter the new due date in the Revised Due Date field.

e Edit Control — Should you need edit this control, this button opens the record to allow you to edit the

control and resend the email.

e Open Asst. — This function will bring you directly to the actual assessment. View all hazards, controls,

inspectors, etc. Once complete, clicking closed will bring you back to the Review/Follow up page.
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Closing a Hazard from Review/Follow Up

1. Follow steps outlined in Review/Follow Selection, choosing Hazard as the Type of Review.
2. Should all controls be closed, click Closed check box.
3. Exit, or advance to next hazard.

Closing a Risk Assessment from Review/Follow Up

Follow steps outlined in Review/Follow Selection, choosing Risk Assessment as the Type of Review.
Should all hazards be closed, click Closed check box.

Exit, or advance to next risk assessment.

CRA23 Hazard Details

Assessment Number| 16 ] Location |Parkiane Bidg J

Date of Assessment|28/06/2023 Sub Location 1|West comidor ]
Sub Location 2[RoomW120 J

Hazard Details -
1 '.'hof‘ All
T)’DG[Pnysical ] Description| moving heavy equipment in storage area - review and revise
equipment layout
[smumgainst |

Risk[Level 7 Priofity m Review Date[27/06/2024 Due Date[p7/06/2024 | Closed ]
[SARA ]17,03,2023 J Revised Review Date] = Revlsea |-3
¢ L | DueDat I

PastReview Dates Comments

Date of Review
[17082023 |2

]
Status Control Due Date
Open Administrative 27 Jun 2024
ExitF12
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Searching for a Risk Assessment Record

Should a user wish to search for a record, a few options are available as search fields.

1. Risk Assessment number: Should the you be aware of the risk assessment number, type it in the Risk
Assessment Number field and click Go.

2. Risk Assessment Date: If the date is known, or you wish to pull assessments that occurred between
two dates, fill in the date fields as indicated and click Go.

3. Status: You may also narrow down the search further by indicating whether they wish to see Closed
assessments, Open assessments or Both.

4. Location: If you wish to only see assessments that occurred in specific locations, you can narrow down
your search by general location, or right down to the room number or specific location based on your
location table.

5. Go: Simply click Go and a list of every risk assessment will be presented.

CRA12 Open Risk Assessment and Select Record

Rizx Asssszment Start Duate = Stop Dae

Emes numtes and cice an Go. Or enfer & date range and'or sistus and/or
locaon A Cic - records Ihat match ine crilena. You

ey hen seledt he dosiad recodd from he it

Closing Risk Assessments (Manual Method)
As controls are implemented and hazards eliminated, the user must keep the risk assessment record up to
date. In addition to updating the record from the Review/Follow Up section, you can also update it by opening

up the original record itself.

On the left sidebar, click Open Hazard Assessment

Search for the assessment and double click to open

Click on Hazard Details from the left side bar to bring up your hazard list
Choose the control you wish to close and double click

el

Note: To close a control, you must complete a resolution/action and the date it was resolved.
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0 N o wr

10.

11.

12.

CRAO3 Hazard Details

Hazard Details If

|&re

HazardType Prysical v
Hazard Type 2 | gtuckAgainst ¥
Sub Location 2 |RoomW120

Risk |{gvel 7 7

= Print ¥ Undo B reoe
Dus Date [2710872024 | 2 Closed [
Hazard Affects [AII V]
Priority [Low 3 NextRev Date [27/06/2024 | =

Description | moving heavy equipment in storage area - review and revise equipment layout

Ct1 Control

Status Rcspon.sib‘le Resolve Dt Date Due
1 Administrative Open KANE, SARA 27 Jun 2024
Record entered by (SARA 17os2022 | [IEEEETE AddsControt J View ControiDatsss |  ExHF12

Enter resolution in the Resolution field.
Enter date in Resolution Date field.
Click on Closed checkbox to close.

Exit the control by clicking Exit button.
This will take you back to the hazard
details and the status of the control in
the window will say Closed. Note: This
control will no longer appear in the
Review/Follow Up section.

Once all controls are completed, click
Closed checkbox on the hazard details
screen.

Once all hazards are closed, return to
the risk assessment main page and
click the Closed checkbox, unless
annual or

semiannual review is necessary.

CAAD Comntrid Dmladn s " 2N Unay Cuangen ] *

Hatort Cmiads

Azt Tips | Pryes Ove Danel 27000004

RawaTree ! [ guctAgene Luaen I [Rsen W1

Hazwd A%acw (AR B Lesl Y Pronty Low 3

Casseptie

TN S0YY 0QGOMETE IV FII00 37R3 - IPVMN A Ien I8 O3PS Lag st

Cootrel Drtathe - ooy
Emas Aaoem

s Ene@sariares s om

G | Aqmnaritve

Nasozausis [KANE, RARA [» (2]

Dus Dy 27002024 3 fasshasData V00D |8 Clasedfd

Racommen cane

Keven a0 revine equo=wet liynd

evasd mne

Recerd srserne m{gazR 0 RN o I BN s

frmezezs

Should this risk assessment need to be reviewed in a year or two, simply leave the Closed checkbox on

the risk assessment main page unchecked and indicate desired follow up date in Next Review Date

field.
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Webforms

The Risk Assessment module also includes two webforms.

Online Risk Assessment
Conduct hazard- based risk assessments on location on a mobile device (i.e. tablet) or laptop. Internet
connection is required.

Risk Response Form
Webform to provide response to emailed controls online.

The Online Risk Assessment operates similarly to the database, however, is limited. You may create an entire

risk assessment and send your control emails, however, Review/Follow up, Comments, etc., are not available

online.

When a control is emailed to someone for completion, the email contains a unique link that will bring them to

the Risk Response Form online.

Online Risk Assessment

Using a tablet, laptop, or desktop, open the Online Risk Assessment (ORA) webpage and enter a passcode

(see Passcodes and Email Recipients (page 14))

1.

N

Fill in assessment details as described in Add New Hazard Assessment.

Indicate first what location (Sublocation 2) you are assessing by clicking: Add a Location. Once selected
and confirmed ORA will default to say “There are no hazards associated with this location”.

Should a hazard be found in this location, select Add a Hazard and complete details.
Add your control(s) and send your emails.
Continue assessment until next location is reached and then add your next location (step 2).

Once assessment is complete, click Submit.
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Upon submission, three choices will appear.

o Will create a new record but will fill in the [ New Report - Continue with existing details
W ]

same date, assessment type, inspector, —|
and JHSC details for you. [ New Report - Blank

o  Will create a new blank record. /

e logs out of the online form. — % Log Out

Another great feature of the ORA (making data entry on a tablet easier) is e

when searching for a name in the Parklane database. Once a name, or sfrptecce
names, are chosen, the next time you search for a name, click Past —
Selections. This will bring up a list to choose from of the people you have ot
searched for during this session. e

Action Emails

The Hazard Based Risk Assessment module automatically will send an email when a specific Action is executed
by an identified user. Because the user may not necessarily be a Parklane user, the user name will become
“WEBOPER”. If Action Emails are used, the user name “WEBOPER” must be added as a Parklane user in
Security (see page 16).

Risk Response Form

Please describe action taken:

i i Risk Assossment 8 002-0500010-000000 1000000
Once those responsible have implemented your control, they pSa —nl

Submined By Ma

must click on the link provided in the control email. They will be Dato Comploted 032

brought to the webform to fill only three fields:

1. Their name
2. Date the control was implemented
3. The action they took to control the hazard

Clicking Submit will submit this information directly to the Describe Action

Taken

Hazard Based Risk Assessment Module.

Parklane will take this information and populate the Resolution field with the contents of action taken, will
include the submitter’s name, and populate the Date Resolved field with the date it was implemented.
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Viewing Webform Submitted Responses

To review controls submitted using the
Webform:

From main menu, click
Review/Follow Up.

Click All radio button under
Assessment Type.

Under Type of Review, check New
WEB.

Click Go.

A list of all responses to controls
will appear in window below.
Click on first to view the details.

CRA19 Review | Follow up Selection

Assessment Type

Qall

(OWaorkplace Inspection
(lncident Related

(O Government Inspection
O Request/ Other

Type of Review
(O Risk Assessment

(O Hazards
(O Controls

Should you be satisfied with the submitted details, close the control and advance to next..

Viewing Blank Email Fields

Should you be unaware of the name or email address of the person responsible of the area at the time of
submitting a Risk Assessment record on the webform, you can easily return to each control and update the

field.

ok wnNR
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From main menu, click Review/Follow Up.
Click All radio button under Assessment Type and Controls under Type of Review.
An additional checkbox will appear called Blank Emails. Check this box.

Click Go.

A list of controls with no email assigned will appear.
Access each control, update information and send email if desired.

CRA19 Review / Follow up Selection [~ Frirt
Assessment Type Type of Review Next Review Date Sort Options
@Al Risk A j
O Risk Assessment Start Date ‘_JJ m
(O Workplace Inspection O Hazards L
Qlncident Related ; —
@ Controls OBlank emails Stop Date | =
(O Government Inspection ¢
-
O Request/ Other [CNewweb [include Overdue Reviews
Resolution(s)
Location Y
Sub Location - 1 v g
Sub Location - 2 v
RA# Due Date Location Hazard Description Control Contact
13 07 Mar 2023 Parklane Bldg fix asap Elimination KANE, MAE
14 04 May 2023 Firehouses haz description Elimination KANE, MAE
15 24 May 2023 Adelaide Bldg CRAO3 Haz Details Descript Elimination KANE, SARA




Hazard Based Risk Assessment Module

Time Saving Features

Copy Details

While in an assessment, the Copy Details button will initiate another assessment using the same details on that
panel. Therefore, it will copy over the date, location, assessment type, inspector name, JHSC/Gov Inspector
names(s) and any additional inspectors. This feature is especially useful when recording multiple assessments
and eliminating the need to re-enter all of the same details

Duplicate Assessment

While in an assessment, the Duplicate Assessment button will initiate another assessment and duplicate the
entire record. This includes everything included in Copy Details, but also includes the associated hazards and
controls.

Mass Close Assessment and Hazards

This feature, located on the side bar, will display a panel in which you may filter out all hazards that have all
closed controls and/or all risk assessments that have closed all hazards. This essentially is a time saving feature
which helps you keep your database clean by ensuring all hazards and risk assessments that are open and need
to be closed, can be closed quickly.

1. Choose Assessment Type and Type of 0 ok i Aaiveiodidiadar
Review (min). :
2. Select any additional filters required.

. Click Go. =
4. Click View to open and view the record ' E=3
if desired. = == ———
5. Check off hazards or risk assessments = j r,‘ i:. - '- V

you wish to close.
6. Click Close All Selected.
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Using Recurring Review

Risk Assessment’s Recurring Review section was designed to assist your organization in remaining compliant in
reviewing and revising your corporate health and safety policies, standard operating procedures, etc. To this,
you may also wish to track other tasks that aide in the prevention of illness or injury to your workers — ie. Eye

wash inspections and Fire Drills.

Recurring Review Record

Adding a record:

vk wNe

o

Select Add Record.

Enter the Policy name or other recurring review name — eg. Cleaning and Disinfection Policy.
Under Date Review, enter the date the policy was last reviewed.

Enter the number of years, months or days the system is to calculate the next review .

Select 3 Locations or Categories in which the review belongs — eg. Adelaide Building, Policies, Infection
Control.

In the Control section, enter the specific instructions for completing this review.

Select the F4 button to select the person Responsible for ensuring the review is completed — if email
addresses are included on employee files in Personal Data, the address will automatically populate the
email section.

To add multiple email recipients, enter a semi-colon after each email entry.

Select the F7 button to select a person to Escalate any overdue reviews — once a review becomes
overdue, the person selected will receive an email indicating the review is past due.

10. When complete, exit the panel.

CRAS1 Recurring Review Record = Print k|

Review Name Antibiotic R Org: 1s Policy Last Compieted Date 19/02/2019 Review Number 12

Next Review Date 02/03/2020 =
Date [15/12/2014
Sadey Email Sent
Years Months Days
Review S . - =
Schedufe L Responsible FINKLE, BRENT |Fa
E-mail Address finkle@email.com

Location / Category Corporate Policies

Sub Loc 1/ Category 1| infection Control

Sub Loc 2/ Category 2 Antibiotic Resistant Organisms P
E-mall Template Policies

Location Other Escaiation FERRELL, KAREN 1F7
Control Past Completed Reviews
Annual reviewlrevise policy 225190, Respond on or before due No. Oper Name tec Da < t
date and attach copy of the policy by clicking the h, riink.
Py PORSEE 9 e 4 Sarah 19 feb 19
3 Sarah G5 Dec 17
2 Sarah 14 Dec 16

1 Sarah G1 Jan 16

Record entered by SARAH 19/02/2019
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Entering Review Response

Fifteen days prior to a review coming due, the system will email the person responsible, notifying
them of the upcoming review. The email notification contains a system-generated hyperlink which
will open a web form where the recipient can respond to the notification. Responses can also be
entered within the system itself.

Responding Online

On receipt of the notification email, read detailed instructions.

Click on the hyperlink included in the attached PDF.

Enter name of person providing the response.

In the Response section, enter any details you wish documented in the system with the review.
Indicate the status of the review.

Selecting Yes indicates the review is complete and tells the system to calculate the next review date.

Selecting No indicates the review is not complete and simply records a response on the review record.

© N vk W R

If there is an attachment to submit (eg. revised policy), select Choose File, search for document, then
select Upload.

9. When complete, click Submit Response.

Note: the system will attach the document with today’s’ date and file name in Document Links on
that record.

parkiane Review Response
Recurring Review

Plaase descrba acions takan
Revdew # 010-92-0000014

Rasponse Frem Joa Safety

Response [Dacummnt has boen reviewed and ravised o conjunction wih the JHSC Policy i
attached |

Vou Rave S471 characiens el

Resporse Closed? ' Yes No

File Uplosd

D koolcvgocx || Delete Filo

Choose Fie | No e chesen Ugload
File Uploaded Successhuly

i
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Responding In Parklane

From the sidebar, choose Open Review, then search for and double click on desired review
Select Enter Review Response from the sidebar
Enter the date the response was issued

If review is complete, select Completed checkbox and indicate the date of completion

vk wNe

Enter the response received by the person responsible in the Response field

CRAS52 Review / Inspection Response ) o=
Review Name |C.Diff Infaction Control Policy
Location [Adelaide Bldg Response From
Sub Location 1 [1¢1 Froor Date Received D 3 WEB Flag [J
Sub Location 2 [Room 101 Completed []
Location Other Date Con’clet-:-c" =

Response

Record entered by [

Past Reviews

Risk Assessment will keep track of all past reviews. In a recurring review record, there is a window on the
bottom right of the panel. This panel will list all response submissions and indicate those responses in which
the person responsible indicated the review was completed. To access any of these responses, double click on
the one you wish to view.

Past Completed Reviews
No. Oper Name Completed Date Completed
3 Sara Yes 06 Jan 18
2 Sarah 05 Jan 18
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Review Comments

Referring to the Sidebar menu select the next panel General Comments. Comments may be documented on
this panel. Today’s date will auto-fill the Date field upon accessing this panel. The date may be changed if
necessary. This is the ideal location in a program record to do your detailed documentation. This panel will
assist in the elimination of a paper program file.

CTM1 General Comments

-

Date

(170812023 |2 )

Entered
SARA
17/082023

1428

Changed

First & Last
Comment Dates
04/03/2018

No. of Comments
1

This session’s
addtions are not
included in the counts
and dates.

Review Document Folders

The Document Folder feature allows the user to paste text documents or type notes for future review. (Text
only, no pictures or images.) The maximum number of characters is 8,000 (equivalent to approximately two
pages of a MS Word document). The format of the document may vary slightly from the original document.
Once a document is entered, changes may be made until midnight and only by the original author. The See List
feature lists all documents in the Document Folders.

Access to the Remove function is controlled by Security.
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CRAG68 Document Folder $ AxiRocod

’ Ramove [3
Reference ll

i
h i3
- !

Ses List

Entered by:
iSARA

70872023

[14:39

Review Document Links

Automatic Document Links

When a document is received via online response page, the document is automatically attached to the
document links section in the applicable recurring review record. The document date is provided by the
system at the time of submission. The document description is populated with the name of the attached

document.
CTL1 Document Links Mo of Links: 1

No. User Date Origin DocDate = Description
1 lsara 17082023 | [RVW | 1510812023 |[Copy of new policy] ] &
= . l ]l “ ] Vlew F2
; [ E— 1

(4] | | I I
5 | 1 I I |
8 [ | I J

Goto Links

ol 1 - '

) — L ﬂ I '
| [ — l
0 T ]
: R 1
il S—— |
13 s z [ lI ” ] 701-800 SF8
14 v [ | I | %

*Indicates no document was lnked; x » Document may not be deleted.
* SF7 Rermove Lk
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Manual Document Links
The Documents Links feature allows the user to link and view electronic documents that are related to the
employee’s program.

Documents that can be linked include, but are not limited to:

e Documents (.doc, .pdf)
¢ Images (.jpg, .gif)

e Spreadsheets (.xls)

e Emails (.msg, .html)

In Work Accommodation, documents are linked directly to the employee. Move the cursor to the Origin
column of the first blank line. Enter an Origin and Description of the document. The system will auto-fill the
user and date entered. Click on Link. The Windows dialogue box will open and allow the selection of the
document to be linked. A note will appear confirming the document was linked successfully.

To see a document, highlight the appropriate line and click View. The system will call up that document. Up to
800 documents may be linked to one employee.

Access to the Remove function is controlled by Security. Click Remove to delete link.

For details on Document Types, Scanning Documents, Location of Original Document, and other
considerations, please refer to Parklane Support of the Special Features User Guide.

CTL1 Document Links No of Links: 2
No. User Date Origin Doc Date & Description
1 lsara_ [1708r2023 | [Rvw J15/0872023 |[Copy of new policy | 8 kA
2 SARA 1710812023 | [skane HPhotos of storage area layouf [ m
: ' I IC ]
2 ' )l | | 4 FileName F3
C ‘? |
f I ]
Go 1o Links
7 f | |
8 ‘ I |
9 [ [ I J
10 f I |
11 f I ]l |
12 [ ) | T 1
13 ' I |
14 f L | | v
"indicates no document was Inked; x = Document may not be deleied
® =7° T
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Reports

Parklane reports are found along the top menu bar. Simply make your selection and follow the queries to

produce the desired report. These reports can be printed to PDF and emailed.

e Graphs Using Excel are designed, formatted, print-ready and customizable.

e Most reports within Hazard Based Risk Assessment can also be exported to txt file or directly to Excel

for further analysis.

e Some of the reports in Hazard Based Risk Assessment are specifically designed to go directly to PDF. If

you do not have a PDF writer on your workstation, Parklane provides one for their clients on the

Parklane Forum.

Should you not find the report you are looking for, call Parklane Support for assistance!

' = Parklane

Hazard Based Risks

1. Opén Hazard Assmt

2. Add New Haxard Assmt

3, Review and Followup Haz.
4.Mass Closa Assnt & Haz

Recumng Review
5. Open Review
6, Add Review

7. ListReview

HazardBased Review Reports | Optio
e

= Parklane

Hazard Based Risks

1. Open Hazard Assml.

SUUUAF RSP S AR
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Hazard Based Review Reports Options Home

ns Home
dR AHA Overdue/Open Controls
A1B Risk Hazard Control List AHB Overdue/Open Hazards
A1E Hazards by Priority AHC Location Status
ATF Hazards by Risk AHD Hazard Stats
A1G Hazards by Location AHE Risk Report
ATH Hazards by Responsible AHF Review Follow up Report
AlJ Risk Assessment Listings AHG Assessment
ATK Hazards Counts AHH Safety Report
AT1Q Areas Not Assessed AHM Assessment Status Report
ALA Imported Risk Resolution
A1P Web Risk Added and Errors
AW No Hazard Found Listing
A1Y (pdf) Outstanding Controls By Res
A1Z Location Compliance Summary
A1M (pdf) Risk Assessment Record
AdM Risk Assessment Record
ATN (pdf) Hazard Status Listing
A4N Hazard Status Listing
A1V (pdf) Hazard Status Listing Loc.
s 00 |
Hazard Based Reports
, singbcel AH) Status Report

ASA Review by Responsible AHK Reviews

ASB Review by Location

A5C Coming Due/Overdue

ALR Review Response Import Audit
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Action Emails - 17
Adding
Controls - 26
Document Folder - 30
Document links - 32
Hazards - 24
Annual review - 38
Assessment type
Selecting - 23

Email set up - 12

Email template - 12

History - 28
Technical set up - 13

Index

G

General Comments - 46
Government Inspection - 6, 24

C

Closing - 37

Closing a Hazard - 36

Closing a Risk Assessment - 36, 37
Comments - 30

Control table - Hazard based - 6
Copy Details - 42

Creating a Risk Assessment - 22

H

Hazards table - Hazard based
Adding to table - 9

Hiding Hazards and Locations - 10

History - 28

D

Deleting
Document folder - 31
Document Folder
Adding - 30
Document Links
Adding - 32
Duplicate Assessment - 42

Incident Related - 23

Location - 5, 7, 22, 28, 32, 37
Location table - 7
Adding to table - 7

E

Email
Content - 28
Editing template - 12

Deleting - 8
Updating - 8
M

Mass Close Assessment and Hazards - 42
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N

Next Review Date - 38

)

Search - 37
Sending Email - 27
Status - 37

(0]
Overdue - 33
R
Reports - 49

Request/Other - 5, 6, 24
Request/Other table - 6
Response link - 40
Review/Follow Up - 33
Closing a risk assesment - 36
Closing hazards - 36
Closing records - 35
Comments - 34
Using - 34
Risk Assessment Date - 37
Risk Assessment number - 37
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