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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}
Windom H
= You can choose any of the options for your search by
[rm=sm] clicking onto the arrows.
Where the | Date due | Location [Allacations -] [ Contains =]
Add query line.
isbetween [01 =] [March =J[2010 =] supplementay ine ne [Equalte = | [ Efmio |
and [31 l[vach — =][2010 5] e puer [Equalto =
Inspype | Allinspection pes = Fremises name [Equal to =l
Receiptype | Alliecsipt iypes -] Risk [Equalto = .
Assigned o [% Schedued 7 Programmed [ Frenices . Enter the date criteria you want the search
4l people, posts, locations and watches =] I include scheduled premices FSEC
Personnel upe Includs: @ Incormpele work oy N to be between.
€ Caomplete and incomplete work
@& Al © FPS list staff ¢ Operational
GEHEieH (B  Unalocated work HO Cade l—

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

Blue —
Complete

No

Blue

Red —
Complete

Yes

Black —
Complete

Yes

Black —
Complete

No
Red and Black

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

Unallocated and Inactivated, no Job number assigned and therefore does not exist as an Inspection in the Inspection and
Visits Sub Menu Option against the Premises.

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.

These are Jobs which have been allocated and activated (Job number assigned and recorded as an inspection in the
Inspection and Visits sub menu option of the PRC) yet have exceeded the due date and have not yet been completed.

Work that has been allocated and completed regardless of whether the work was completed on or after the due date.
Premises

Work, which has been allocated, not yet completed, but has not been exceeded. Its due date and is netherless

outstanding as it has been scheduled to be done.

Inspection Jobs were either originally generated as a programmed inspection or manually entered via the Inspection and
Visits sub menu option.

M P Soecuiel wet ~ Opatonad

As you can see the Jobs that have been set up in Inspection and Visits will

appear in this list

[ Renis b vy
I m.—am| ot et
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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

. The ‘Allocate To’ window will display
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Allocate Eo...

Allocate b

The system defaults to the ‘Allocate to’

[ ]
Code: | . .
Locatior: | e Enter details of the ‘Post’, ‘Person’, ‘Watch’ or ‘Location’ or enter an
Divisior: | letter
Watch: |
Past [
I Book fles out to e  Press the Tab key

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
o [
Owmiers [ Alecalsls - .
r— fr ol whom the job is to be allocated to.
Post: -. 7 Laft podl -
T Overide s dole? it
I Mebins e Click onto the Tab button on your key board — if there is
o 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.
. Click into the ‘Book Files Out To’ option W Book files out to Marshall 5 D
e 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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