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Copyright

The CHASE computer program is Copyright O 1996-2011 Health And Safety Technology And Management Ltd
(HASTAM). Itis illegal to make copies of the program, other than for legitimate back-up purposes, without
written permission from HASTAM.

Crystal Reportsa is a product of Crystal Decisions.
Polar Spelling Component is a product of Polar.

Graphics Server is a product of Graphics Server Technologies.

Trademarks
All product names mentioned in this User Guide are acknowledged to be the marks of the companies producing
them.

Software Support
HASTAM provides a telephone support service for its software. This operates from 9.00am to 5.00pm UK time,
Monday to Friday with the exception of public holidays and the period 27 - 31 December inclusive.

If calling for support, please try to have the following information to hand.

The serial number and version of the CHASELINR I NI Y 6f 221 Ay | St Lju! 62dzi X0
The nature of the problem, including any error messages.
The version of Windows being used.

Please try to be at the computer when you call, so that one of the support team can talk you step by step
through the difficulty, or if you fax or e-mail us, please include as much detail as possible about your problem,
including the version number of the CHASE program you are using. This can be found in the AboutCHASEOption
in the Help menu.

The telephone number for support is 0844 561 0434. Please ask for CHASE support. Alternatively you can e-
mail support@hastam.co.ukith details of the problem. We also have a World Wide Web site which includes a
CHASE support page listing a number of common difficulties together with their solutions. Go to
www.hastam.co.uio find our Support Page.

Health And Safety Technology And Management Ltd
Suite 729

10 Sovereign Court

8 Graham Street

Birmingham

B1 3JR

United Kingdom
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User Guide Page 1
Section 1 CHASE Introduction

Purpose of this User Guide

¢CKS o0dzZ 1 27F (CKASE isduiiltSnkIEha programhittel§ in the2Help files. These can be accessed by
choosing Helpfrom the CHASE main menu or by pressing the F1 key. This User Guide is designed to get you to the
stage where CHASE is running on your computer and to show you the main features of the system. The first
section gives you an overview of CHASE and how it is used in an organisation; the other sections concentrate on
guiding a new user into CHASE for the first time and show what kind of displays to expect on screen. If you are
already familiar with the CHASE concepts, perhaps in one of its earlier versions, you can go straight to Section 2
which introduces the program itself.

CHASE Overview

CHASE can be used to manage the results from audits, self-assessments, active monitoring, behavioural safety

int SNDASgazx AyallSOoidizya SioOo ¢CKS GSNY aS@Ifdad GAz2ye
Data from completed evaluations can be presented in tabular format, graphical format or as report. Data from

different evaluations can be compared or combined into a single set of summary scores. Facilities are provided

to export data to other packages, such as spreadsheets or graphics packages.

Using the CHASE program greatly increases the amount of information that can be extracted from evaluations as
it allows rapid processing and comparison of scores over time or between locations and tracking of
recommendations.

Terminology used in CHASE
CHASE uses the terms Module, Area Evaluationand Audit throughout so these will be introduced now.

A Module is the set of questions and guidance used to form the basis of the evaluation.

An Areais the area of responsibility within the organisation which is going to be monitored or audited using
CHASE.

An Evaluationis the set of answers, notes and recommendations made by the user when answering the
guestions in the module with respect to the area on a particular date. Evaluation encompasses audit,
assessment, inspection, monitoring and other similar terms.

An Audit is an evaluation that is carried out by an independent person or body. CHASE permits a manager to
carry out a self-evaluation and then a second person to independently verify the answers to produce an audit.

Before a module can be used to carry out an evaluation it has to be associated with an area. This can be done on
a one-off basis or an Allocation can be created which can be used to schedule repeated evaluations.

CHASE Management Principles
CHASE is designed to help management and specialists satisfy the requirements of a standard management
model, which is shown in a simplified form below.

) PLAN Coorrerennnnnniie
— IMPLEMENT D TS R AUDIT
| MONITOR Goeeorsontossonsesiensasannd

Plans are normally sets of statements, but they can also be expressed in the form of questions as in this simple
example.

The statement

Gttt YIyFr3ISNE 6Aff KFEGS I 2 NAGGSY anhdlly dndiupdate ag R { |
y3O0Saal NB¢
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Page 2 CHASE
could be expressed in the form of the following questions addressed to each manager.
G52 @e2dz KF@gS + 2NAGGSY |1 SHEGK TyR {IFSde t2
Gl @S &82dz NEBOASHGSR @2dzNJ | SFfdK FyR {FFSie t
GLE IBFENIK yR {FFSGe t2fAade dzd 62 RFGSKE
A complete plan is expressed in the form of a structured set of questions, which called a modulein CHASE
terminology.

A
t

> (O¢

t
2

You can write your own modules or purchase ready written ones from HASTAM. Modules are available for a
range of topics including health and safety management (CHASE SMS and CHASE SMi in HSG65 or OHSAS 18001
versions) and environmental management (CHASE EME). They can be used without modification or, using the
optional CHASE editor, tailored to your own requirements by adding and deleting questions or amending them to

e Ke¢
Oe
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safety programme, SAM Details of SAM can be found at www.hastam.co.uk and follow the links to SAM

Since questions may refer to topics which are not familiar to those people answering them, CHASE can show

guidance to each question. For example, in the simple questions above it may reasonably be expected that all
YIEyF3SNR ¢Aftf dzyRSNRGFYR aflad GsSt @S Y22y (iKaész odzi
in a Health and Safety Policy. The Health and Safety Policy question could therefore contain information on the

required contents of such a policy and information on where to obtain help in preparing one.

Using the blueprint provided by the module guestions and guidance, managers can implement appropriate
actions. They can also use the module questions to check periodically that things are going as planned. For
example, managers could answer all the questions on a quarterly basis to monitor that things they want done,

FNE Ay FFEOG:Z 6SAy3a R2ySo 2 KSNBE GKSeé& FTAYyR dtheh & GKSe

take appropriate remedial action.

In addition, they can pass a copy of their monitoring results to the senior managers, or the specialists who issued
the module, so that they too can keep track of the implementation of their plan. The senior managers and

AaLISOALFEfAAGA OFy GKSY IYSYR GKSANI L IFyax yR Ff G4SN (K¢

The last element is audit. In the CHASE terminology, audit is used to mean a check on all aspects of planning,
implementing and monitoring, by persons independent of the line management being audited. Audit is
recognised as an important aspect of modern management systems. CHASE modules can be used for audit
purposes if the questions and guidance in the modules reflect the standards to which the organisation is
operating, and the questions are answered (or verified) by independent, competent auditors. Separate guidance
(Verification guidance) is also provided in a number of the HASTAM modules to assist auditors.

CHASE can therefore be used by a number of different categories of people, for a variety of purposes. The table
below contains a summary of these people and purposes.

USERS
Senior managers and specialis] Managers Auditors
Create modules embodying their | Use questions and guidance asa | Use questions and guidance as a
plans in the form of questions blueprint for what they have to statement of the standards to
with guidance on what is implement. which the organisation is
required. operating.
Ask questions periodically about | Ask questions and collect evidence
the area for which they are to support the answers. Suggest
responsible (Monitoring). Take remedial actions as appropriate.
corrective action as necessary. (Auditing)
Examine monitoring and audit Feed back results to senior Feed back results to senior
results and take remedial action | managers and specialists. managers and specialists and
as necessary. managers responsible for areas.

Setting up CHASE Modules

Preparing Questions and Guidance
The usefulness of CHASE will depend to a large extent on the effectiveness of the questions and guidance
contained in the modules. If these do not reflect accurately what is required, the monitoring and audit results

Copyright © 2011 Health and Safety Technology and Management Ltd
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obtained will be of limited value. For this reason it is important to put thought and care into the setting up of
modules. If you do not have the optional Editor on your copy of CHASE you will need ready written modules,
either from HASTAM or a third party. HASTAM has a range of modules for Health and Safety and Environmental
Management.

Preparing Modules for use by Managers

Typically, aCHASEY 2 Rdzf S ¢Aff 0SS dzaASR o6& | ydzyo SN BMihedithaghtt 3 S NE
safety module would be applicable to all managers. In order to conduct monitoring or an audit, a module (the

questions) has to be linked to an area of responsibility. An area, so far as CHASE is concerned, is simply a name,

F2NJ SEIF YL ST at NPRdzOGA2Y RSLI NILYSyidé 2N aDfl &a326 &7

CHASE allows virtually unlimited creation of audits or evaluations for each area-module combination. The audits
or evaluations can be carried out on one central computer with managers completing paper audits, or they can
have their own copies of CHASE, complete their own audit or evaluation on their own computer, possibly a
portable, and send the data to a central co-ordinator on disk or via a network.

Use of Modules by Managers

Data Input

When using CHASE for monitoring purposes, the main data input task is to answer the questions contained in the
module, following, where necessary, the guidance given. However, there are two optional additional input
facilities available for each question.

Notes User may make notes about their answers, for example recording details of why a particular answers was
given.. These notes appear on the screen for the question to which they refer.

Recommendations It may be the case that a user wishes to record or recommend remedial action. CHASE
Recommendations include priorities and dates and CHASE keeps track of them so that users can, for example,
print a list of outstanding recommendations. The creation of Action Plans in this way can be very effective in
assisting managers to plan how they are going to achieve continuous improvement in their performance.

Analysis
CHASE provides a wide range of data analysis options. The principal uses of data analysis are as follows.

Trend analysis By comparing the results from the latest monitoring with previous ones, managers can see
whether their performance with respect to the issues covered by the module, is improving or deteriorating.

Identifying strengths and weaknesse8y looking at the answers to groups of questions within a module and
comparing the results from different groups, managers can identify areas of strength and weaknesses.

Use of CHASE Results across an Organisation
In addition to the use of CHASE analysis by individual managers as previously described, those with access to
CHASE results from more than one area can also use CHASE to carry out the following additional types of analysis.

Comparison of areasThe results from one area can be compared with the results from one or more other areas.
This allows the identification of relative strengths and weaknesses from one area to another.

Combiring results from one or more areagdViost organisations are arranged in hierarchies with, for example, a
number of areas making up a Division and a number of Divisions making up a Group. CHASE allows results from
any number of areas to be combined to give a composite score. Where, for example, areas are combined
because they form a Division, CHASE can produce a composite score automatically, reflecting the performance of
the Division as a whole. Divisional composite scores can then be combined to give a score for the whole
organisation. This process of combining scores can be repeated for as many organisational levels as are required.

Comparing combined score§he combined scores described above can be compared with each other when
required. For example, if two or more Divisional composite scores have been prepared, these can be compared
to identify Division wide strengths and weaknesses and trends in Divisional performance.

Organisation of Modules, Areas and Evaluations

A module can be small with perhaps only 20 or 30 questions or large with several hundred questions, depending
on the purpose, depth and extent of the desired evaluation. A number of modules are available from HASTAM,
as listed in the previous section, to evaluate a number of different aspects of Health, Safety and Environmental
management. In addition modules can be created using the optional Module Editor, or existing modules
modified so that the questions and guidance match more closely the requirements of the organisation.
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An areais an area of responsibility that will be evaluated. It is usually one physical location or site but could be
several locations, if small and the responsibility of one person. The management structure of the organisation

will help to determine the precise nature of the areas. Areas can be grouped together as sub-areas of another
area for easier management of large numbers of them.

An evaluationis created by linking a module (ie the questions) to an area and then answering the questions on a

particular date.

- CITTTTTPPRTPIPIIN A"OC&tlon [EXTEETEETTOUOPPPPPIPRRRED 3

Date

Evaluation

If required, the module and area can be linked together in an allocation. When the allocation is made you also
determine how often the area should be evaluated using the module. This is convenient for evaluations that will
be repeated on a regular basis.

The evaluation records hold the answers to the questions, notes that were made when the questions were
answered and any recommendations made when the evaluation was completed.

The scores from several evaluations can be combined into a summary This allows an organisation with a number
of regions or departments to combine evaluations at different levels within the organisational structure.
Ultimately this provides an overall score for the whole organisation, as summaries may themselves be
summarised.

Finally, a specialised type of evaluation can be created called a target. A target is a copy of a completed
evaluation where a manager goes through the questions identifying (targeting) questions where he or she
believes that a No answer will become a Yes answer by the time of the next evaluation. This can generate a
target score which can be subsequently compared against the actual score, and a list of targeted questions that
can form an action plan for the manager.

This completes the introduction to CHASE principles. The remainder of this User Guide is concerned with the use
of the program itself.

Copyright © 2011 Health and Safety Technology and Management Ltd
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Section 2 Installing CHASE

System Requirements
CHASE requires Microsoft Windows 98, NT 4.0 (Service Pack 6), Me, 2000, XP or later. For good performance use
a PC with a 300MHz or faster Pentium, 128MB or more RAM and an 800 x 600 or better display.

Installation
CHASIS supplied on an individually created-R@isk, which is not as robust as a rassiuced CEROM.
Please handle it carefully and do not\eat in direct sunlight.

Close down all applications before installing CHASE. Place the CHASE disk in your CD-ROM drive. If your drive has
Autorunenabled, the setup program will start automatically after about 15 seconds. If nothing happens, click on
Startand select R u n Enter d:setup.exavhere 'd" is the letter corresponding to your CD-ROM drive.

The Setup program

CHASE is installed by an InstallShield® program which uses the Windows Installer program, introduced by
Microsoft with Windows 2000. If your computer does not have this program installed already, this is set up first
and your computer re-started before CHASE itself is installed.

Most of the questions posed during the installation {8 CHASE - InstallShield Wizard
should be self-explanatory. However, the following Destination Folder
. . Click Mext to install ko this Folder, or dick Change ta install ko a different Folder. %A
may require further explanation.
) . ) ) G Install CHASE to:
The Destination Foldeis the location of the CHASE CiPragram Fies(HASTAMICHASE) Gnge..._|
program files. This is usually within the Program Files 18 CHASE - InstaliShicld Wizard
folder on your C:\ drive. If you alter this, please Database Folder o
Click Next to install to this folder, or click Change 1o install to a different folder. %A
make a note of the new folder. ]
. X G Install CHASE database to:
The Database Foldeis, by default, located in the — CiWyDocumEnts\CHASE databass)
dza SNyIDacumentsfolder. However, you may prefer e prvreer—T— 0
to locate the CHASE data files elsewhere, for example on Change Current Destination Folder B
a network server. This could be desirable for two o Drovsetothe destinstion flder. A
reasons. tiin
. . — (] CHASEDatabase j o~
1. The C\: drive may not be backed up regularly while most S 3 Floppy (A7) = |-
network servers will be. In the event of a computer or e
disk failure data will not be lost. ., )
ﬁ D Drive (D:)
. . . ) €D Drive (E:)
2. Ifthe data is on a shared network drive other users will g dek 2 iF)
be able access it. S
(Administratorsplease note that if you are installing on e
behalf of a user you should take care to ensure this is set to a x| condd |

-'szFVQSNJl]KSé gAff Kl@g |COSaa Uz Z y I y Z U ez uzvg 2
520dzySyiGaé oo ¢ 2 OKI y IS aih gl eéitber séldctahk fal®r, cCehterRsSPME & S
directly, as shown in this example.

[ - D Mapped network drives will appear in the drop-down list.
e e e M However, if the mapping is not permanent, it is better to use the
R, universal naming convention as shown here as drive letters
 Tpical assigned by the mapping could change. The files placed in this

@ All normally required items installed (recommended For most users),

folder are CHASE.MDB, CHASE.MDW and CHASE.CFG together with
the Crystal Reports files (if these are installed ¢ see below).
W You will also need to select the set up type required.

Chonse which program features you want installed, Recommended
Far advanced users.

In the vast majority of cases, Typicawill be suitable. This installs
the CHASE program files, the empty data files, Crystal Reports and
< [ _mes ] e || the documentation.

InistaSield

If you are setting up additional networked workstations or have specific requirements, select Custom. This
option allows you to select which components you want to install.
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Page 6 CHASE

The custom options are shown here. Click on the drop- i o o it s g T T T x|

down buttons on each of the features for the installation E‘:T“‘:’;‘E‘““ — — A:
. el 2 program Features you want installed.

options.

Click on an icon in the list below ko change how a feature is installed,

Feature Descripbion
The CHASE for Windows
application and Help files

(= This feature wil be installed on local hard drive. AD Files

Documentation

Diata Files

‘windows System Files

Crystal Reports

Spelling Checker This feature requires 1368KE an
vour hard drive.

(=3§ This feature, and all subfeatures, will be installed on local hard drive.

=0 This feature will be installed when required

XK This feature will not be available.

To install a feature, select either of the top options. To

Install to!

leave out a feature select the last option. i\Program Files{HASTAN|CHASEL Gz

Installstield

We do not recommend use of the "Install when required"

. Help | Space | < Back Mext = Cancel |
option. | |

Application Files includes the CHASE program and its Help files, Documentation includes this document and
technical specifications in Microsoft Word and PDF formats, Data files are the empty database files and Windows
System Files are additional files necessary for the CHASE to work which are installed in the Windows/System (Or
Winnt/System32) directory. The Crystal Reports option installs the Crystal Reports files and reports and Spelling
Checker installs the Polar SpellChecker Component.

Onceall the settingsarS O2 NNB OG X 62 NJ { KNER dzFK n.iTHnfstalatoN G IShgirdallydzy G A
Fff2¢ @2dz G642 OASe I+ awSIR YS¢ FAES gA0GK GKS f
already installed on your computer, you may be told to re-start your computer first.

[N

A program group called CHASE is created containing a short cut to the CHASE program. If you have purchased
HASTAM modules (eg CHASE SMS/SMi or CHASE EME), these are installed from within the CHASE program - leave
the CD-ROM in the drive until this has been carried out.

Example Modules are automatically included in the trial version and do not require loading.

Multiple Copies

If you have bought two or more copies @HASEyou must install each copy with its own serial nurmband
not use one number several timesThis is because, when transferring records between two CHASE systems,
errors will occur if the two copies have been installed from the same set of disks or CD-ROM. Each copy of CHASE
is issued with a unique serial number and this is used to identify its own records.

Backing up data
You should always ensure you have up to date backup copies of CHASE.MDB, CHASE.MDW and CHASE.CFG.

Moving CHASE
If you need to move CHASE from one computer to another, please refer to details of how to do this at the end of
this User Guide.

Removing CHASE

If you need to take CHASE off a computer you should use the Add/Remove programs function in Control Panel.
The data files above are not removed by the uninstall program and will always have to be deleted manually. This
action is deliberate to reduce the risk of accidentally deleting all the CHASE data.

I f you have Probl emsé

The HASTAM help line is available Monday to Friday, 9am to 5pm. Call 01621 854111 for assistance, preferably
while you are at the computer screen, and we will talk you through any difficulties. You may also find it useful to
consult our website (www.hastam.co.uk) where there is a CHASE support page.

Copyright © 2011 Health and Safety Technology and Management Ltd
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Section 3 Using CHASE
Starting CHASE

Page 7

The Setup program places a CHASE icon on your desktop. Double-click on this icon to start CHASE

Alternatively, if this icon is missing, click on the Start button, select Programsthen the CHASEBuUb-menu and finally

Chase

If this copy of CHASE is being run for the first time, it will ask you to enter the name of your organisation and the
program serial number, unless it is a trial copy, in which case the serial number has already been entered. This
number is on the CD-ROM. If you do not have this number, please contact HASTAM. Please ensure you enter

82dz2NJ 2NBlFyAaldAz2yQa yIFYS O2NNBOGfe Fa AdG OFyyz2id o068
If the program has already been installed you may get a logon screen into which you have
Fessspemyausminesmivss® | to enter a User name and/or a
trt e | password, which will have been given e
Password: l— .. Hide  Back F‘ it Option
you by the system administrator. —— Introduction 3
ey you are the only user and no T ||| overvien s s
password has been set up you will automatically logon to the e o o with
CHASE database as the Default user. W{h”u;hm{%p'vnhﬂT:Jtuhmd;:,{;tm{m
This document is intended as an introduction as the bulk of ghp”‘{:zt‘“r%:'"?h;gyymp‘dgm":hw
the User Guide is in the on-line help. Select Helpfrom the :gﬁf’f’, ;E s fxt:“h'fbg‘p%&g‘,hd:bld't.‘tlﬁwtdt”t
YIEAY YSydz 2NJ LINSaa Cwm T2M]¢&mma_ e e e e e K ST
LI NI 27 0KS LINBINI Y 82dz | NG Ee | i et DU A
DdzA RS¢ @KAOK Aa Retshonth& R & | i
toolbar.

Importing Modules

(This does not appto thetrial system) If you have purchased HASTAM modules these can be imported now.

[2]x]
A N e

Open

Look i | £ CHASE database

|CHASE HBS Modules, exfi

File name: |‘_cx|

DOpen |
| Cancel

Files of type: IEHASE Expoit File [*.cxf)

A

They are on individual floppy disks or the CD-ROM and are CHASE Export
files. Click on the Filemenu option and choose Importfrom the file menu.
A standard Windows Open File dialogue opens, as shown here. Modules
are identified by their name - eg the CHASE SMS/SMi modules are in
CHASE H&S Modules.c$tlect the appropriate drive, click on the desired
module and select Open This displays another window showing the
contents of the file (eg: @CHASE SMS HSG@5 the left pane. Some
modules have multiple parts and there may be several entries in the left

pane. Items to be imported are moved into the right pane, headed ltems
selected for Impohty selecting them with the mouse and clicking on the right pointing arrow between the two
panes. Click on the Importbutton to copy the data into the CHASE database - this can take several minutes if
loading from a floppy disk. When this is done, close the window to return to the main CHASE program.

Toolbar
R tREN SO
Clipboard / /
functions Find Areas
. New
Allocation  gya)yation
Printing
functions Modules

Show Evaluations

“QJIIiIHEH

Recommendations

il:ll
) These buttons used in
Analysis and Reports

Users
Show Quick
Analysis and Guide
Reports

The toolbar provides short cuts to the main functions and behaves in a similar manner to other Windows
G KAOK YSI yatthétdpdfth®l vy A -

L
ly @&

G22ftol
aO0ONBSy

NE ©
G2

Aad 452011 o0f S¢
20KSNJ SR3S

2N KI

?S

AG FE21GAy3

a few words of explanation if you allow the mouse pointer to rest over it for a second or so. Not all users will see

all these buttons

The menu at the top of the CHASE Window has similar functions to most other Windows programs. The choices

available will depend on which CHASE window is being displayed.

Copyright © 2011 Health and Safety Technology and Management Ltd
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Setting up CHASE
Before you can use CHASE you need to set up a number of items.

You need to set up areas which are the parts of your organisation you wish to evaluate using the modules.

You also need the modules which are the actual evaluation questions. These may have been imported already in
the previous step, or you may have the Editor program installed which allows you to create new modules or
modify existing ones. The Editor is described at the end of this section.

Finally you need to allocatethe module(s) to the areas. These terms are explained more fully later. If you have
translated an S-CHASE program, the areas, modules and allocations will be set up for you already and you may
find it easier to move straight to Answering an Evaluation

Remember to use the F1 key for more information as you go through the program. The other Windows feature

dza SR SEGSyaAr@dSte Aa (KS aupyghi dBtivaled by Siokingdh&right ous® K A & | &
button. The contents of this menu depend, as the name suggests, on the position of the mouse pointer. Try it

often in the early stages of using CHASE to find out where it is useful.

Areas (Administrators only)

Click on the Areasbutton or select View|Areagrom the menu to open the Areas window. An example of one with a
number of areas i shown below. In a new system you will only have only the name of your organisation and you
must create the others areas underneath it.

”‘SE“”’S] — ;%Iill This shows the areas fitreed
s=s 2 SR Jew Zooh ST °!L-ep =181Xl] hanel and the details of the currently
GR|iEEH| SR CRO( B vz H| Lo | selected area in the top of the right panel.
Al You can edit the name and description
ID: |04416 Hidden: __—— fie|ds. (The ID is generated by the
HEme: |Assembly Area l //’ program and cannot be altered.)
o
% Manchester / Description: [The final part of the producton plant wherae” 2 It is also useful to include the name of a
-3 Rail Depots the finished products are assembled. _+ contact person and their telephone
-0 Education / number.
=@ =
[ Contact IJohn Srriythe P Below these details is a list of the
: modules allocated to the area including
01234 567 8490 /1 ) 3
% Eactcw Telephone: | / the interval between evaluations and the
shoratories ) .
- [#1 Maintenance Modules allocated date the next (or first) is due.
[ Office bocule | Interval | Due | i i i i
! To edit the list point at it with
- Production CHASE EME TBmonths 197112006 the mouse andpclick the right [ Add. |
-~ Security CHASE Shi 18001 1 year 01/04/2007 erg Edit...
& Stores CHASE Shi HSGRS 1@ manths  22/04/2007 button to pop up an edit Delete
-9 Workshops | | DEE Self Assessment 26 weeks 054032007 menu, shown here, or select
=1 Other = Allocation from the Edit menu option at
[52 areas el the top of the screen.

2dz OFYy GRN}Y3 YR RNRBLXE I|NBFa 2yiG2 SIFIOK 2GKSNJ dzaAy 3
shown. Any allocations and evaluations already existing will move with the area.

To create a new area select File|New areaThe newareawit £ 06 S | dcdr&nilythighlightedfared firS

example, click on the top name (HASTAM Demonstratisnthis example) to highlight it, then open the file menu and

select New aredo create a new main area. Click on an existing area (eg Depots) before selecting File|New areto

ONBI GSF NBla&a ddA G KAY 5SLR2Gaod ¢KS 3INRdzLIAY3a 2F | NBlFa&a aKz
structure.

The top area (Root) is the organisation name. This area has a special function within CHASE and is created when
you run the program for the first time. Once you have named it, it cannot be altered. All areas are linked to this.

Some displays, such as the analysis table, will need to shorten the name because of on-screen space limitations.
Try to keep names to around 20 characters maximum if possible.

The program always uses the ID to identify the area record. If you change the name or correct the spelling,
evaluations will still remain attached to the same ID number. If you delete an area, its ID is never re-used. Areas
that have evaluations cannot be deleted unless the evaluations are deleted first.

Areas no longer in use can be hidden from the other CHASE windows by clicking in the Hiddenbox. The Depots
areas in the above example are hidden - note the different icons.
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Modules (Administrators only)
Click on the Moduledbutton or select View|Moduleto open the modules window, similar to the one below.

EASE"d"'es — — *'%'g The module names are listed in the left
File Edit  Wew Tools Wikdow Help = .
: v = . panel and the details of the currently
SR+ EEMSHFECEOER C V= HE 9| highlighted module are shown in the
top of the right panel,
ID: |Duusu:uuuus Hidden: [~
CHASE Law Modul . .
CHASE S 18000 If you have the Editor you can edit the
I N ICHASE EME — o )
CHASE SMi HSGES = Name and Description fields. The
e e Version: [41 A~ created date field is filled in
O5E Self Assessment Description: |CHASE Enviranmental Management Evaluation. automatically. (The ID is created by
HASMAR Y1 B This Evaluation updates the HASTAM Enviranm the program and cannot be altered.)
SaAM Assessment Audit, providing key questions relating 1o the
managerment of environmental risks = You also decide what Category of
Author: [Mirs W Lewis/Dr S A Simmons P evaluation this module is to be used for
Teleghane: Imm PR / and whether verification will be
required.
Categon: |Audit j Na verification: o .
Below these details is a list of the
Created: IMﬂDﬂBHB Updated: [28/03/2006 a112:14 areas allocated to the module. It lists
the area name, the interval between
Areas allocated s N
| | evaluations and the date the next (or
Area Interval Due 4 - H
Assembhy Area, Forfar 18 months 1971172006 fIrSt) is due.
Bay 1, South Depot, Rail Depot.. 1 year 23/05/2003 . : : : ;
|| EME Dermo, Cther 12 monthe 201072000 To edit an allqcatlon, pomt at it with the
(T - L,—' mouse and click the right button to
| pop up an edit menu or select
Allocation from the Edit menu.
| 9 modules 4

If you have not bought any HASTAM modules you will need to create one using the Editor before you can carry
out any evaluations. The Editor is an optional add-on to CHASE which gives you the capability of modifying
existing questions to suit your requirements, or entering your own modules. An introduction to the Editor is
given at the end of this section and it is described more fully in the Help files. If you are creating a new module or

KFdS Iy 2fR 2yS @2dz y2 f2y3ISN) dzAS |y R2YV Qi
Allocations

CHASE windows, click in the Hiddenbox. ~~ |Module j€-~

If you are going to be carrying out evaluations on a regular basis you can Allocatea module to an area - ie assign
a set of questions to one of the areas of your organisation you wish to evaluate. When you set up an allocation
you also determine the date of the first evaluation and the interval between successive evaluations. CHASE uses
this information to show you the state of your evaluations at any one time.

Allocation
Due date
Interval

When CHASE starts it shows, by default, the Allocation Window, which displays this information.

Click on the Allocationsbutton if it is not already displayed. An example of this window is shown below.

ioixi| The grid shows the current state of your
2P Fle Edt Yiew Tools indow Help =181x|| evaluations - due, in progress or overdue.

SR IRBASEH | CEOER W Vil Ellﬁ.ﬂ| The module names run across the top.

‘ Dz A0S | CHASE EME CHASE Shi 18001 Legal Compliance The area names run down the left.

EID HASTAM Demonstration 16/11/2006
[:I Education

=0 Farfar

| | 1 wear

|»

Areas can have sub-areas. For example, the
Forfar area has several sub-areas within it.

03112006

Grey cells are unallocated.

[51 Example
- [51 Factary
[ Laboratories

Green cells indicate an evaluation is in

[ Maintenance progress.
..[41 Dffice L .
[£1 Production Red cells indicate overdue evaluations.
[ Secur . L.
e Stme;y | White cells show when the next evaluation is
[ Workshops | due.
=3 Cther -
T The dark blue cell indicates where an
[ EMF Demo | L .
e i e | | B allocation is no longer set up but previous
evaluations are still present - no interval is
[Mat allocated but unscheduled evaluation(s) present 4| shown.

Brown cells indicate where unscheduled evaluations have been carried out.

The dates show when the next evaluation is due with the exception of green cells (evaluations started but not
completed), which show the date of the evaluation that is in progress and the dark blue cells (allocation has been
deleted) where the date is that of the last evaluation. Intervals are in units of days, weeks months or years.
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GbB¢Y AYRAOIGSA GKI G yiRthedeyasesSdndsd thd evakidticn hadbBeS gompietdd) no dzLJ
further ones will be scheduled.

If you have areas and modules but the cells are all empty, you need to allocate

the modules to the areas. To do this double click with the mouse in the e fesemidiee e
appropriate cell for the required area and module. A dialogue box opens

Module: CHASE SMi

allowing you to enter the interval between evaluations (eg 6 months, 2 years) il 2 s Bus Jroess
and the date the first evaluation is due. Once the allocations are set up you o | Cancel |

can move on to answering an evaluation.

Answering an Evaluation
The main data input task is to answer the questions contained in the module, following, where necessary, the
guidance given. However, there are two optional additional input facilities available for each question.

Notes You may wish to make notes about your answers, for example recording details of why it was not possible
G2 IyasgSNI a, Sa¢o
Recommendations You may wish to record, or recommend, remedial action. In this case you should make a

recommendation. These differ from notes in that they include priorities and dates and CHASE keeps track of
them, for example, enabling you to print a list of recommendations which have not yet been actioned.

Unscheduled Evaluations
To start an unscheduledevaluation, click on the Start unscheduled evaluation button (I*) or select New

Unscheduled Evaluatiofrom the Filemenu. . .

This displays the New Evaluation dialogue box which allows Modue: [DSE Selt Assessmant ] _setiags. |
you to select the module and area you wish to use. fres E Fotar =l
Depending on where you are in CHASE, the module and/or B ?Emﬁﬁfp"ép :‘
area may already be selected - for example, if you are in the [ My Workstation -
Modules window, the currently selected module will be - | N ey
selected in this box already. You can change either or both if I rrep——r
you wish.
Paople | Name | Rale | Status |
Next enter the evaluation date. This will default to today but =~ ™" 4d
you can edit this or click on the arrow on the right of the EN
date to pop up a calendar. - oo |
Etails: N
The category will initially be the default category for the | .
module but you can change this to any of the other [
categories. NB: Once you click on the OK button it is not ok ] e—
possible to change the category

You should also select the reason for the evaluation.

Below this you can record the names, roles and status for people involved in the evaluation. Click on Addto add

a person.
Ay x| You can type in the name or select from the list. The list is
Tam - IH o j IS s — | automatically generated from the names you enter so it
lan Jones will grow with time. Once you have entered a name you
MR [ can select a role and status.
_|James ) o i . . .
Iimiones LT &2dz ySSR (2 OKLI yHBdbutton LISNE 2 y
iy uahes to alter it or use the Deletebutton to remove it. You can
o include as many people as you like. Note that roles available depend on the category and,
Zaphod

if you change the category after entering names of people, their roles may be invalid.
Finally you can record any other administrative details in the Detailsfield.

This data can be revised after the evaluation has been started by going to the Administrative Details option in an
evaluation - see later.

Click on OK to create the evaluation record and begin answering the questions.
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Scheduled Evaluations

To start a scheduled evaluation either Overdue

1. double click on an allocated
cell in the Allocation

Window, or

2. click on the Evaluations
button <&|on the toolbar to
open the Evaluations
Window to show a list of
evaluations in progress,
due, and overdue, as
shown here on the right.
The Display byoptions on the
menu allows you to list By
areaOr By module.The Include
settings determine which
types of evaluation are

Due

Completed

Page 11

Uncompleted

ZE[/Eemlear CcedEE v AilzEan]
Dty \ N\ Includef. Schedulsd Other
|7(" Area ¢ Module T \Ernup areas ¥ Unfcheduled ¥ 9£|7 Pending ¥ Completed | ¥ Summaries W Targets
\ / /
| Due: 11/08/2005 Unti: 11\08;2005 [Dae [=
SRR A\ 21/09/2005
CHASE SMi 18001 20/06/2004
CHASE SMiHSGES 3041242003
DSE Self Aszessment 27 /0842002
Sam 13/06/2003
26/05/2005
¢ Factory, Forfar 15/01/2004 o
~ Factary, Forfar 12/09/2001
<1 Forfar 16/05/2005
lz Farfar - Farfar 27/03/2002
L Glasgow, Depots 1341172003
w( Glazgow, Depots 22/03/2000
A Laboratories, Forfar 15/07/2005 LI
Ao - . RN
|Due: 4 Evaluations: 18 Summaries: 2 Targets: 2 Items selected: O o

displayed. Double click the required evaluation to open it.

Mew Evaluation for Laboratories

Module: CHASE 5M5 18001

Ayea: Laboratories, Forfar

Interval: 1 year
Due: 01/09/2008

Date: I.-"DS.-"ZUDB 'I ™ always use today

Based on: |2E/DT/2007 'I

Copy: W Answers ¥ Notes [V Tag settings

If the evaluation is being opened for the first time you will be

s || asked complete the evaluation details.
This is very similar to the details for unscheduled evaluations
except that
N | 1. The module and area cannot be changed as they have

BReason: Scheduled evaluation

been set by the allocation. The schedule information is
shown (ie the due date and the interval between successive

one (not available for the first scheduled evaluation). If this

The remainder of the fields are the same as for unscheduled

Name | Foke [ status [ evaluations.)
) People ;
e —= || 2. The reason s set to Scheduled.
Delete
Detai: =] | 3. Thereis an option to base this evaluation on a previous
=l | isdone, the answers, notes and tags (if used) from the
o | Cancel previous evaluation can be copied into the new one.
evaluations.

Answering an Evaluation
The screen below shows a typical question. The left side of the evaluation question window shows the position in

CHASE - [Forfar - CHASE EME] =]

(3 Fil= Edit Wew Tools Window Help

=l=1x|

SR VEEMSE OGO EE| Y vz E 20|

_~

Area: Forfar
Date: 2741072006

L

=@ CHASE EME B
B+ 1. Envirenmental Mar

B 1. Environmental

[ 1. lsthere ac

E 2 Iwthe polic:__

7] 3 DodNthe E

~[F] 5. Does your
-[F] & Does your
~[F] 7. Does your
-{7] 8 Doefour

Guestion 1.1.1 ]

=

Wwieighy

| there a documented Eneironmental Policy for the evaluation ap

Angwer:  Yes

i
v ol el
Stabus:
Guidance IVGuidancel Motes | ¥ mendation | Tags | Historyl

n environmental policy establishes an overall sense of direction and sets the il
principles of action for an organization. It sets the goal as to the level of

9. Has the po ervironmental responzibility and performance required of an organization, against
El 10, Iz the Poli which all subsequent actions will be judged.
-[F] 1. 1s the poli » 7
— -.
4 | | »
| 4

-

L~

—

the evaluation, the right displays
the question.

Use the mouse to select the appropriate

" answer or N/A if Not Applicable (where

permitted)

Click on the right pointing button to move
on to the next question.

Use these buttons to go back, make
general notes or edit the administrative
details.

.Click in the left-hand panel to go directly
to different sections and questions in the
evaluation.

The bottom part of the question panel
shows guidance, notes,
recommendations or tags, depending on
which of the fAtabso
This example is showing guidance.

(V = Verification).

As you work through the

Copyright © 2011 Health and Safety Technology and Management Ltd
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questions the left-hand panes will be updated to show you your position in the evaluation. You can also click
with the mouse in either of the two left panes to navigate quickly around the evaluation. For example, click on
the module name to show a list of all the sections within the module in the lower left pane, or click on a question
in the lower left to go to that question. The question icon shows the status of the question. A[?]shows an
unanswered question, a[«] shows an answered question and [] is a verified question.

Question answers may be Yes/No, percentage or marks or there may be a list of alternatives for you to choose
from. In addition you may be able to answer N/Afor Not Applicable, in which case the answer is ignored for
scoring purposes. The Verifybutton is for situations when line managers answer the questions themselves and
these answers are subsequently verified by an external auditor. Not all users will see this button.

You can make use of the guidance if the question itself is not clear and you should make notes and comments as
these can be useful when carrying out a re-evaluation later or when you have to justify your answer, to an
auditor for example.

If an answer is Noyou may want to create a recommendation This is an

action that needs to be carried out so that the question can be answered e swm e i s ]
Yes or given a higher mark, in a later evaluation. The Recom.. tab shows ™

you any recommendations already made for this question and provides =l
you with the facility to add new ones. An example of a recommendation Consebon: [F731/102005 o] o] fiestes TI/002009
: . Eamp et IW[ Broiy: [T =]
is shown here. You may have more than one recommendation per —

question if necessary. Recommendations are dated and can be assigned ton by [ e -
to the person who is to be responsible for ensuring they are carried out. Becommendatin

Recommendations are accessible from outside the evaluation through i, T s e s et
the Recommendations Window (see later) and can be used to create ek g et

action plans. o
The answers, notes, etc, are saved automatically as you progress. = i

Completing an Evaluation

When all the questions have been answered, you should go into the Toolsmenu of the evaluation window and

select Complete evaluatiorThis marks the evaluation as complete, any unanswered questions are given a zero score

and the allocation table will show when the next evaluation in the sequence is due. Depending on the rights of

your User name, you may also be prevented from making further changes to the answers; therefore do not

complete an evaluation until you are sure you have entered all the data. For scheduled evaluatianyou must,
however, complete an evaluation before you can start the next one in the sequence for the selected area and
module.

Analysing the Scores
I £ A0l GKS & =)oisdledt Anhndistromahaziieiir@eyiu to show the score table.

Load Unload Graphs Summary Summary data will
columns column button functions appear here
CHASE - [Analysis] M=1E3

IQ File Edit Wew Tools Options Window Help _|E'|5|

SiE| &R eR e |ER | vt s =G \ If you are in an evaluation when you do
~ Option this, the scores for that evaluation will

¥ Display Magima © Marks b I I d h . h bl
[ 1 decimal place & Percentagss e calculated, otherwise the empty table

as shown below appears.

1 | |
If more rows or columns are loaded than

can be displayed on your screen, use the
scroll bars or cursor keys to move
around the table.

Each column can display an evaluation,
target or summary and the scores in the
columns can be summarised in an extra

Select all Columns [ [ [ [ column that appears in the extreme
Deselectall Cobmns | < H right of the table. The number of rows
|D Columnds) Loaded |Insert At Column 0 |D Columnis) Selected |D Rowis) Selected lilili v and CO|UmnS that can be d|Sp|ayed at

one time depends on the resolution of your computer display.

|| _Selectvisble | Clearal |

Highlighted iterm: Mone
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Click on the Load columndutton [#] to bring up the load evaluations dialogue shown on the next page. This will
allow you to select those evaluations you want to analyse from those present in the CHASE database. You can
load evaluations, summaries and targets from several areas and even different modules, allowing you to perform
awide range of comparisons-S3 2y S | NBIF Q& LISNF2NXI yOS 2 J®wdlhreas/ dzY o S
GKSNBE GKS alyYS Y2RdzAZ S KIFIad 06SSy dzaSRI 2N S@Sy 2yS ||
Load Evaluations Click here to list modules or areas. This

® Bydroa Oy Hodds example shows areas.

Ewaluation I Module |

L2 HASTAM Demonstration
(2 Depots
=3 Farfar
- [#1 Assembly Area
- [31 Factary
[5] Lehorstories
[51 Office
- [#1 Stores
- [#1 Technical Maintanz

LNext highlight an area (or module if

£ 08/02/2000 By Module is selected).

Then select the required Uncompleted (@),
Completed (+), Target ((=)) or Summary

B Workshops = (%) evaluations and click on Add to add
tems selected |, them to the list to pass back to the analysis
Ewaluation | Area | hModule | q table.
2501041998 Assembly Area, Farar CHASE SMi
<> 09/11/1999 Factory. Forfar CHASE Shi — B H R :
S 26/111339  Stores, Forier CHEaE o S Agd All copies all evaluations in the top right
dl | window to the bottom one.

= The Remove and Remove All buttons are
ﬂl used to remove evaluations that have been
E—— A"l selected in error from this list.

[ x __ Concal | Click OK to complete.

The table is then loaded with the scores from the selected evaluations - this can take several seconds as CHASE
calculates the scores for the questions. A part of a loaded table is shown below.

Display options. Scores
can be shown as marks or CHASE for Windows - [Analysis]
percentages and the maxima for |- Fle Edit Wew Took Options Window Help
each section can be displayed if

required. SR $B2EHN S O BERD

Column header

showing date, status
”ﬁ“/LQ/I area and module.

" S
— Dptions R AT 200 — — 201242003 —— .
[ Display Mazima * Marks Uncompleted Uncompleted Maximum score
Module structure. Sections I 1 decimal place ' Percentages | |Facton. Forfar Assembly e column.
can be expanded or CHASE SMiHSE | | CHAS, 1 HSE
collapsed as required. =[] CHASE SMiHSGES || |[15a7 | aez||| | 1527 | 1233
®-[1 3 1. Management Arra 425 346 425 406
=¥ 8 | ez sie || [ Tio2[ e2v
[ 1. workplaces 57 42 57 51"_éﬁgjvslsice2::eeg?;;??n
3 2 wark Equipm it 37 53 48 ercent modes
3. Display Soiee— B0 44 0 M| P :

7 4. Vehicles g8 14 88 B4
Row selectors for graphs _ 5. Manual Hand &6 24 B 48
and p”ntmg-\ ; £. Danger Areas 63 21 B3 a7
7. Chernicals atw 72 33 T2 Ef
8. Electicity TCILI B2 3 62 52| Other column data -
L d 0 Mo Compliance Mo Compliance‘—/ right click to change
Highlighted COIumn'—W Clear all l Marmal Seores Marmal Secores values.

Highlighted item; Section 2
Column selectors for graphs —4+—

A el il H s * I
and printing. = 1l
De-zelect all Columns Ij
|2 Column(s) Loaded [Insert At Column 1 1 Column(s) selected

The scores can be shown as actual marks or as percentages by selecting the appropriate Display Options (top
left). You can show original (Normal) scores or Verified scores - right-click on a column to pop up the column
menu or select Scoresfrom the Optionsmenu. Sections of the module can be collapsed or expanded by clicking on
the # and = symbols. You can expand or contract individual sections or use the buttons below the list to
expand or contract all sections to the same level. If evaluations based on different modules are loaded, the
section headings displayed will be those of the highlighted column - this is the one with the heavy border round
it. Comparing scores from different modules must be done with care.

The table can be printed out in a number of ways. Use File|Print optiongo determine what is printed and how. You
can also copy the data to a spreadsheet. The simplest way is to click on the Copybutton on the toolbar, switch to
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your spreadsheet program and select Pastefrom its toolbar or edit menu. ThereisalsoaFi | e | Saptiontoa s é
save the data in a file for use in other programs.

If you frequently reload the same set of evaluations, you can save the list of evaluations for later recall. Use the
File|Saveolumnlist option to save a list of loaded evaluations in a file for later recall.

Several evaluations based on the same module can be combined into a summary. Click on the summary butto ]
to show this. The summary data is always displayed in the right hand column of the table. If the summary button

Cl

HASE SMi H5G65

Total

1. MEnagement ATa...

2. Risk Assessment. ..

o 20

Percenta

ge

20

0 Stores

Assembly #rea

B Factory

@ 3D Bar 0 (Wi  Sections

¥ Peicentages

" Line
 Overlay [~ Stacked

Grid
M

¥ Large fonts

Colours l@

¥ Aea [ Scoe
[~ Status ™ Comp

Styles——————~ Graph Mode — -~ Display Options Evaluation Information
" Bar  Vertigal ’7(: EVE“.I&[IU;‘ I | WEwita —HV'- Date [ Tags

|

Labels LCopy I
Frint Save... I
Clase I

Reports

is greyed out, the evaluations loaded are not
compatible and cannot be summarised.

To show a graph, select a number of rows and
columns (click in the boxes by each row name and on
the selection buttons at the bottom of each column).
Then click on the Graphsbutton [li| to pass this data to
a separate program, called Graphics Server, which
displays the graph. This has a number of options for
displaying bar charts, lines graphs, 3D charts, etc. An
example is shown here.

Click on the Printbutton to print the graph.

Click on Copyto copy the graph data to other
programs using the Clipboard. Use the Labelsbutton to
edit the labels before printing or copying.

From Version 2.0.@HASE incorporates Crystal Reporta to provide

improved output from CHASE. These are generated from the Analysis
Window by clicking on the Reports button 5. The report is generated
for the highlighted column (which has a border round it). After few
seconds while the data is processed, the Report dialog appears.

This dialog allows you to select the required report in the top field, set
up standard text items to appear on the front page of the report and
alter some other features of the report as shown here. These can be

made the default settings for future reports by clicking on Make

default.

Once all is set, click on Generate to produce the report in a new

R Report [Scoretable_Recommendations_Answers{1)]

I« 1af13

L |

" | Z&d& ||50°/° v[|

CHASE

Audit Report

Total:1

DSE Self Assessment Evaluation

Prepared
wr

My Workstation, Workstations

Thiz assecem enl was cared oulby

“four G ompany Mame
“our Address

100%

Generate report B
Report able R eh (1]
i~ Frant page d
Report title: IAudil Feport
Module DSE Self Azsessment
Prepared -
Subrtitle text {for _I
Area My 'workstation, ‘Workstations
Thiz assezement was camied out by 3
Dietails text
'Your Company Mame ﬂ
Author IAudil conducted by Yiour Mame
Date 12 March 2003
¥ Centre text on report front page
Hid
IV I Front page I Headers I™ Footers ‘
!EI m Page breaks ITop level section ﬂ
1af1 Comments heading IGenelaI Comments
Admin details heading IAdministration Details
Generate I LCloze | [ e I efaulk |
window.

Reports can be printed or exported to a
range of other applications such as
Microsoft Word or Adobe Acrobat.

There is no facility in CHASE to alter the
format of a report. If you wish to do this
you will require a full copy of Crystal
Reports, available from most software
suppliers. As this is a third party product,
HASTAM cannot provide user or
technical support for it. We can also

details and fees.

Recommendations
When answering an evaluation you can make recommendations (see page 11). The Recommendations Window
provides access to these from outside the evaluations. This allows you to keep track of them without having to

design reports for you ¢ contact us for
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go back into individual evaluations to find them. It makes it easy to look at the recommendations for a number of

areas or modules simultaneously, enabling you to keep track of the progress individual managers are making

towards carrying out their recommendations. Click on the Recommendations button <| to open the
Recommendations Window.

(DA RERAAN| )1, this window opens you first need to click on one of the three buttons in the

top left corner. All Duedisplays all recommendations due on or before the untildate.
Any due before the Duedate will be flagged as overdue with a warning symbol. Findlets you refine the search - to
limit the list to one area or module perhaps. The Datesbutton allows you to change the date range used by the
search.

Find | #lde | Dates

" Crnse- Recommendations] o] .
D Eo Edt Yow ook Window Heb A Area, Module _and Question that prompted the
- = = recommendation.
GR|/REBA|SIZF CSOIBAR Y Yz HE 20| grd _ _
= Date by which recommendation should be
| Due: 16/11/2006 Unti: 18/11/2007 | Area Azzembly fvea, Forfar / > carried out.
-1
find | Gl Qa‘esl I Group areas Module: CHASE SMi 18001
Scope: |41l areas] =l Duestion 7.1.1.1 Dat dati leted
Pric.. | e date | Action by |:| z‘:;zﬁsoi;:?c\ear, wiitten description of thelﬁrkplace[s] fiar whj > ate recommenaation completed.
2 030472007 Depot Manager '
1 14N13/2007  John Smith
1 05/AN/2007  Environment M... Completion due: ] Created: 14/07/2005 Priority (1 - 99)
1 05/02X007  LuwigiDominge | o A
1 i David Janes Cinipteicel (M) Bimity:[1 ] Name or initials of person setting up the
! Jane Seymore Entered by: [DMH recommendations.
1 N Al Managers ) -
1 19/412/2006\ Depot Manager Action by |David Janes =l
» 2 18M12/2006 actory Manager FeEamEieEEn | Hlstor_l,ll
L1 210972006 Sknior Manager : _ Person responsible for ensuring the
11 15/08/2005 M Dickson Produce a clear, written description of the warkplace for which paur are Bt dati . ied
-"Ji--l 19/07/2005  Fact\y Marager responsible. This should be readily available and reviewed on a regular basis, or recommendation is carried out.
B if there iz a significant change in job description or ce function or
I} 1 14/06/20068  Head §f Depar... struchure.,
1 10/06/2006 Depot Manager ® E
i 17ARA2N0R b ik X .
fen ~ The text of the recommendation.
|67 lecor’wmendation[s] due \ v

|
List of outstanding reco>\mendations. Can be sorted by Priority, Due dater Action by
fields. (Click on the appropriate heading.). Scopeallows you to limit list to a group of areas.

The headings of the list columns can be changed to other fields if you prefer - right-click and selectHe a di @arg s ¢

select the Tools|Change headinfikom the menu. - -

You can use the Find button to refine your searches - el e

for example to find recommendations due in one |comoteden =l en =

particular area or for one person. The Find dialogue = /==® = feartan: =l ey morece

AYAGALEE @ aK2¢a GKS a6/ 2 | Famco | 0 NEB &
Click on the Andor Orbuttons to add other conditions o | o | End | Concel |

as shown in the example here.

You can update the recommendations that are shown in this window. Typically, you will need to fill in the
Completed odlate when a recommendation has been carried out, which will stop it appearing in future. You can
still access completed recommendations, either through the original evaluations, or by using the Findbutton
above to search for recommendations that have been completed - ie set the Completed ogondition to one that is

not blank.

Printi ng Module | Recommendations | Pags Setup |

Printing, through the toolbar or the Filemenu, is [ oo oo
available for most of the windows. For each one you will ¥ AswerBoves T welghiing Question [ouesion |
find, under the Filemenu, a Print optiondtem allowing you | = e . Oher

to select what you want to print out, how you want to P | E

set up your page margins and to select the fonts you Flues e oG

want to use on your printout. An example is shown
here.

Mo

¥ Ewvaluation Notes

I “erifier Naotes

+ |0 3: hlank lines
+ [0 3: hlank lines

¥ Becommendations
¥ Module Details

™ Admin Details

Page Breal " Line hetween questions
When printing an evaluation or module, the printout is CMoe @ mecion [ 3] ¢ Quesion | v FabissiComere
for the currently highlighted section. This gives you the
option of either printing the whole module/evaluation = |

or just the selected section. Inant f @ aAax GKS

6K2f S

option in the print options, in which case the graph selections also apply to printing.

GrotsS Aa

LINR Y 0§ SR dzy
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Before printing, we recommend you use the Print previevoption to check on-screen what is going to be printed.
This is especially true when printing evaluations and modules where there are a large number of print options
and it is easy to inadvertently miss an item on one of the set-up options screens. In a module of several hundred
questions this could result in many wasted sheets of paper.

If you want more sophisticated printouts, use the File|Sava s éption to save the evaluation or module as a text
file and then word process it. Alternatively, use the Reporting function of the Analysis table where a number of
different reports are available.

: - TEY
Setting up Other Users (Administrators of — “are e ven vmon e 1l
multl_user Systems Only) SE| R SSCEO|ER| Y ik = - & ﬂ|
Click on the Users button & to show the Users b et neme: Ao o
Window. Select File|New Usdio add other usersto | [E, —
the program. Each user can be assigned specific o ‘;Ad R . _

. . . . . el ¥ Administrator v Answer guestions
rights within CHASE. CHASE is available as a E?ip‘i  Alecatsane mpor o ot o
mUltI-USGr system and can be run ona netWOI’k ijni v tdodule edit v Analysis and Reports

Each user name keeps a record of the settings in Maneiger — —
the program so two different users can

independently configure such items as Print
options, Analysis options etc. Users can also be
assigned to specific areas and/or modules. The
example here shows a user called Fred who can 12 S

allocate, answer questions and analyse the scores for a limited number of areas and modules, as shown by the
checked boxes.

B (1 HASTAM Demonstration
#-[J (23 Education

- (3 Forfar

3 Other

(13 workstations

[CJCHASE EME il
[(ICHASE Legal Compliance (Dema)
[WICHASE SMi 18001
[ICHASE SMi HZG6ES
ECH, i)
[JCHASE SMS HSGES
MHiddan] MEF Galf Aceazemand + |

Editing and Creating Modules (Optional Module Editor Function)

The usefulness of CHASE depends largely on the effectiveness of the questions and guidance contained in the
modules. If these do not reflect accurately what is required, the monitoring and audit results obtained will be of
limited value. Therefore, it is important to put thought and care into setting up modules.

If you have purchased the Editor you are able to alter existing modules and create your own. It enables you to

tailor the questions so that they match your own policies and procedures much more closely than if you use a

/11 {9 Y2RdzZ S a2FF (KS aKSt¥Fé&o ,2dz Oy SRAG GKS [jdzSai
altogether.

To edit a module, open the Modules window (select View|Modulesr click on the modules button ), highlight the
module you want to edit and either select File|Open moduler double-click the module name.

You can also create your own modules by selecting File|]New model The CHASE SMi 18001 module is shown below
opened in the Editor.

=Bl The left panel shows the modu
WGl B de Do Winw el =181x]] while the right shows the content of the
SR - REH S CEO | ERY EH selected item in the structure.
=@ CHASESMI10001 ———= T Tout [ weighing| | Sections are indicated by the folder icon ({3)
-3 1. General Reguiremerts [2]1. Is there an up to date inventory of all wor.. and questions by the question mark () icon.
2 2. OH&S Policy | ?]2. Do vou have effective arangements for . 1 Questions and sections can be mixed at any
(] 3. Planning | ?]3. Do you have effective arangements for . 1 I |
4T e e Tan T S reT ey L2014 Do woy hawve effective arrangements to ... 1 evel.
(22 5. Checking and Corrective Action . . . .
+ .
{2 6. Managemant Review Click on the *icons to expand a section into
B0 7 Risk Assessment, RCSs and Wi its subsections.

Click on the E| icons to collapse them again.

O 1ent of YWark Eoui
(23 2. Contral of Work Equipmer
(23 3. Tests, Maintenance etc of ~ N .
[ 4. Warkplace Precautions fa Use the mous _e to fd r ago sectid
22 5. Supenvision of Work Equi; left panel. You can drag items from the right
(20 6. Machinery Guarding and ¢ panel into the left - eg to move a question to
(2 3. Display Screen Equipment another section. Dragging with a Ctrl key
-0 4 Vehicles - pressed copies the item.
J TR Rdanns 1 H,:.m-ul;.—.n _'l_l

You can also use the clipboard to copy
____ —— “ljtems. Select the item(s) in the right
panel and then choose Edit|Copyfrom the menu or, alternatively, right click and use the pop-up menu that
appears. You can then select the appropriate item in the left panel and Pastethe selected items to it. This also

allows you to copy items from one module to another. Copyalso places a text copy in the clipboard to paste into
other programs.
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The File menu is where you will find the options to create a New questioor New section The new item is created in
the section highlighted in the left window pane. Eg to create a new main section, click on the module name to

highlight it, then select New sectioffirom the Filemenu. To Newsecton |

create a new question in section 8.1, click on it in the left pane Secton; &[5

(as shown above) and select New questiorfrom the Filemenu. Hame: |

Examples of the New Section and New question dialogues, e

which are very similar to each other, are shown here.

Normally, all you need enter for a section is its name. You can Question: 2[5 Waighing: [5

enter guidance for sections or questions. Section guidance is ' =

available to all questions in a section. See over the page for a Guidaree |y

detailed description of a question. &l
Bnswertype: [ves, Mo =l Hew. |

Sections can be Conditional If you select this option, you can
then enter a Control questiord '&ASNJ YdzaAad Iy
question before they can answer the questions within it.

¥ N
Default answer? [

Guidance IVel Gu\dancal Motes I Hecnmmandahnnsl Tags I Hislnr_l,ll

To delete a question, select it in the right pane (questions only [
appear in the right pane) then choose Deletefrom the Editmenu or press
the Del key. You can undelete deleted questions. In the View menu,

select Include deleted recordi® show any guestions you have deleted - =

their icons have a red cross over them - and use the Undeleteoption in v [

GKS 9RAG YSydzd L¥ @2dz RSt SGiS T ARSI SUSRE [jdzSaunAzy
permanently.

You delete an entire section by selecting it in the left or right pane and deleting in the same manner as a
question.

To edit a question, double-click its entry in the right panel or highlight it and select Open questiofrom the File
menu. The question edit dialogue box popsupallowind @ 2dz G2 Y2RATe GKS ljdSaidArzy.
guidance etc.

Edit Question The question number - edit to change the position of a question within a
section. Values of 0-999, A-Z and a-z are permitted.

Question: 1.3.]3 ‘Weighting: |51\ L . FR
- [~ The weighting - the number of marks assigned to the question in the
1o o staff conzider that they are able to comment freely on health and zafety ;I

issues? range 0 to 250.

< The question text.

-]
Answer type: [ves, No 4__;|_N;_.=L|__ The answer type - choose from the list (Yes/No, Marks, Percentage,
7 n No/Yes) or click New to create your own multiple-choice answers to go

in this list.
Default arswer? [ o

™ If ticked, allows user to answer Not Applicable.
Guidanee IVer. Guidancel Motes I Recommendations | Tags T

= You can set a default answer if you wish

There are a number of reazons why employess might feel unable to comment

on health and zafety issues. These range from a belief that they have no Space for gmdancer notes, default recommendations and tags.

expertise to contribute, to a belief that any comments they make will be Guidance is of two types - normal guidance for everyone and verification
ignored. However, employees wil look at health and satety issues from the —guidance for those users who can verify answers. Default

point of view of their own rezponzibilities and unless this is done, major . . . .

practical implications may be overlooked. banagement should ensure that recommendations are standard actions that can be carried out if the

there are channels for receiving and paszing on comments on health and ;I answer is unsatisfactory, Tags allow you to group together related

questions (eg training questions).

oK i Click on OK to save the question.

There are options in the Filemenu to create new questions or sections, or open a section to edit its name or
number. Sections can be Conditional, where users must answer Yes to a Control question before they can
answer the questions in the section. You edit a section in a window very similar to that for editing a question.

The data is saved automatically to disk as you work - there is no need to explicitly save anything.

Once you have completed a module you can then allocate it to areas so that the questions can be answered. If
you need to copy the module to other CHASE users, use the File|Exporoption to create a file you can send to other
people. They can then use the File|Imporfunction to incorporate it into their own copy of CHASE.
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Creating Single Evaluation Files (Optional add-on)

If managers etc answer their own evaluations and do not have access to the CHASE program, you can print out
the answers on paper for them to complete. However, you can alternatively create file copies of evaluations that

can be completed on other computers and returned later.
Smein [maee & &l s EE

The evaluation must be started on your main CHASE system first. Start thisin
manner described earlier and then, from the Filemenu of the Evaluations
window, OK 2 2 & Sreaid KShgle®valuation&ile 2 LG A 2 Y @ CKAZ oAff ff
save this evaluation in a named file in any location accessible to CHASE. T

Send this file, with the Answer program disk (see below), to the person who is
to complete the evaluation.

Uploading a single evaluation file

When the evaluation has been completed, the file is returned toyou and, usingthe o Fi |l e| Upl oad a Singl
Flk 2LIJGA2Y Ay GKS 9@l fdZd GA2ya 2AyR263 NBf2FIR Al Aydz2
with the answers in the file. Single evaluation files can onlybe uploaded onto the system that created them.

The Answer program

Single evaluations are answered using the Answer program. Users completing a single evaluation must install this
program on their computer first, therefore when sending the first file to be completed, instructions for installing
this must be sent as well. The Answer program does not support verification or tags; print options are more
limited, only one evaluation at a time can be answered and there is no analysis. The Answer program setup disk
can be freely copied or it can be downloaded from www.hastam.co.uk. Full details of this program are in a
separate document.

Using a PDA (Optional Add-on)

A CHASE evaluation can be answered on a Windows based PDA and then uploaded into CHASE for analysis. This
requires Microsoft ActiveSync for Windows XP or Windows Mobile Device Center for Windows Vista to manage
the communication between CHASE and the PDA. Full details are in a separate document.

Other Useful CHASE Functions

Tools

The Toolsmenu provides a number of other useful functions - use the F1 key or Help for more details. The items
in the menu will depend on which CHASE window is active and include the Change Passworahd Customise
functions.

Data transfer

The Filemenu also has a number of utility functions within it - for example Exportand Importallow you to transfer
records from one CHASE system to another. Warning:when transferring records between systems, errors will
occur if the two programs have been installed from the same set of disks or CD-ROM. Each copy of CHASE is
individually assigned a serial number that is used to identify the records. If you have bought two or more copies
of CHASE you must initialise each copy with its own serial number and never use the same serial number more
than once.

Tags

CHASE modules are usually broken down into sections of related questions. You can also isolate groups of
questionsusingthe TagF I OA f A (1 & @ CKAA ff2¢a e2dz (2 LI I OS ljdzSadaaAz
subsequently isolate these questions to answer or score them independently. Tags are usually set up in a module

using the editor. Users can then use them when answering an evaluation or looking at their scores in Analysis.

Help provides details on using tags.

Exiting CHASE

Close CHASE as you would any other Windows program. You can: select Exitfrom the File menu, click on the
button in the top right of the main CHASE window or press Alt/F4 on the keyboard. Any data in edit windows,
eg Notes, will be saved automatically - there is no need to close them first. If the Analysis table is open with data
in you will be asked to confirm you want to close it - this is in case you have just spent five minutes loading fifty or
so evaluations and then clicked the close button by mistake. If you prefer to confirm you want to exit the
program in all circumstances, set Confirm exit prograin Tools|Customise
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Section 4 Other Information

Technical Information

CHASE is written in Microsoft Visual C++ and the executable file is CHASE.EXE. The data is stored in a Microsoft
Access database file (CHASE.MDB) and the security provided by the Microsoft Access workgroup file
(CHASE.MDW). The CHASE.MDB file also holds the licence information and serial number for the system.
Microsoft Access is not required as the CHASE program provides all the database functions through the Microsoft
JET engine and Data Access Objects.

Other application files are the help files (CHASE.HLP, CHASE.CNT, CHASE.GID and possibly other, user-created
files), a configuration file (CHASE.CFG created when CHASE is run for the first time), an export-database template
(CHASE.BDB).

Graphics are provided by the Graphics Server® program from Graphics Server Technologies and the appropriate
run-time files (GSW32.EXE and others) are installed in the Windows\System directory. Various other DLLs (eg
MFC40.DLL, MSVCRT40.DLL, etc) will also be installed in the Windows\System directory if they are not already
there. If they are not already present (eg in Windows 9x versions or NT4), the Microsoft Data Access
Components (MDAC v2.6) are installed to provide database functionality. Reporting is provided by the Crystal
Reports OCX Control (v8.5). Spell checking is provided by the Polar Spelling Check component.

If you need to know exactly which files are installed, they are listed in Techinfo.doc on the CD-ROM. There are no
licensing implications with any of these ancillary files.

The CHASE Serial Number

This number is entered when CHASE is run for the first time and is used to initialise the CHASE database file
(CHASE.MDB). The serial number is used to identify CHASE records (see the Techinfo document on the CD-ROM
for details) and it is vital that no two copies of the database have the same serial number otherwise data cannot
be moved between them without overwriting data. If additional copies of CHASE are installed on other
workstations that connect to the same database (see Networking below), it will not be necessary to enter serial
numbers when these are run for the first time as the database is already initialised. If you are asked for one, it
almost certainly means that the database location was incorrectly entered when the additional copy of CHASE
was installed.

There have been occasions when an organisation has legitimately purchased several copies of CHASE but the
installer has assumed that any valid serial number is OK to initialise the program. This is not the case for CHASE
and each copy MUST be initialised using its own, unique, serial number.

See below about moving CHASE from one computer to another, which also has serial number implications.

Moving CHASE from one Computer to Another

If you wish to move CHASE from one computer to another it is vital that the three CHASE data files are copied
first. Copy the CHASE.MDB, CHASE.MDW and CHASE.CFG files to a safe place. These files are normally located in
My Document§HASEDatabaday the setup program, but can be elsewhere. For simplicity you may wish to copy the
entire CHASEDatabase folder. This will also copy personal dictionaries, modified report templates, etc. Copy

these files to a network drive, CD-ROM or other backup medium. Now install CHASE on the new computer and
use a Custom install. Do not install the data files and do not run CHASE.

Now copy the three data files (or the entire CHASEDatabase folder) from the old computer to the database
directory selected during installation.

If these steps are carried out correctly, you are not asked for a serial number when CHASE is started on the new
computer. If you have made changes to report files using Crystal Reports, copy these files also.

You must not use the export function to backup data, install CHASE on another computer as a new system (ie
entering the serial number) and then import the backed up files. This will not work correctlyas the record
counters will be set back to zero and duplicated records will be created, generating errors and probably
corrupting data.

Networking

CHASE may be installed on a local area network without incurring additional charges from HASTAM. The number
of concurrent users will have been set to 1, 5 or 10 at the time of purchase. There are two installation
configurations.
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1. (Recommended) Install the application and system files on the workstation and install the database files in a
server directory - this is an option in the Install procedure. The command line of the Windows short cut used
to start CHASE will be modified by the installer program to

[program path]CHASE.EXE [directory path]

where [directory path] is the location of the CHASE.MDB, CHASE.MDW and CHASE.CFG files. For example, if
the data files are on drive H in a folder called AUDIT, the command line would be

0 @Program filesIASTAMCHASEC h a s e . \AUDETO H:
or o GProgram fileglASTANCHASEE h a s e \SerxeeNamg&haredDriveNardeJDIT

Alternately, if the directory path parameter is not included, the user will be asked to browse for the
CHASE.MDB file when CHASE is started. Once found, this will be stored in the CHASE initialisation
information.

A /N switch can be placed at the end of the command line to tell CHASE not to offer to browse for the file but
simply report that it could not be found. This can be useful for example on a laptop that may or may not be
connected to the network. If the network connection is absent the user will simply be told that the database
cannot be found and not given the opportunity to look for a non-existent file. The example above would
become

0 @Program fileslASTANCHASEE h a s e \SerxeeNam8&haredDriveNarweJDITN

The database folder holds the data files (CHASE.MDB and CHASE.MDW, the configuration file (CHASE.CFG)
and the report files (ReportTemplate01.mdb and the Reports folder).

2. Install the application and database files on the server in one directory and run CHASE from there. Other
workstations using the application will require the Windows System files to be installed in their
Windows\System directories. Use the Custom Install option to install these on the workstations.

The second option imposes a higher demand on the network as it has to handle data traffic and the application
itself and is not recommended.

You may install the application and system files on more than one workstation, provided there is only one copy
of the CHASE.MDB data file on the network

Hardware Requirements

Operating system Windows 98, Me, 2000, XP, Vista, 7 or NT4.0 (Service Pack 6) - PDA option
requires Windows 2000 or later

CPU 300+MHz Pentium recommended

RAM Minimum recommended for version of Windows in use

Disk space Approx 65MB for application and system files. Typically 2 to 50MB for the data
files.

Display SVGA or higher recommended

Technical Support
HASTAM provides telephone support for CHASE Monday to Friday, 9am to 5pm, UK time. The telephone number
is 0844 561 0434.

Alternatively you can send an e-mail to: support@hastam.co.uk. We also have a website
(http://www.hastam.co.uk) which has a support page on it.

Full details are to be found at the front of this user guide.

Context-sensitive Help is available by pressing the F1 key and structured guidance is found
through the Help menu. Do make use of this facility - there are over 400 pages available.
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