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«Organisation»– Your E-learning account details and guidance manual for PSE Members 
Web address:
http://www.humanfocus.org.uk/CBTbyB/Entry.aspx?PSE
User login codes
	Organisation Identifier
	«Org_ID»

	Person Identifier
	«Person_ID»

	Password
	«Password»


1. When you’ve typed in the above web address you will be prompted for your login codes (See below) which can be found above
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System Log - On
Please enter your credentials to log-on to the system

Organisation Identifier

Person Identifier

Your Password

By logging onto this system | accept the terms & conditions of this websits - see below.

1.1accept that this applcation wil store cookies on my browser
2.y raining records which are created or oaded onto his system can be shared with hid parties as part of my employer's duties of complying with heath and safety legiiaton
3 Iacoept the General Terms and Conditons of tis websie.

For queries about the contents of this website, please contact Human Focus - Contact Human Facus




Enter in this box: «Org_ID»
Enter in this box: «Person_ID»
Enter in this box: «Password»
2. Once you have inserted your login codes into the required fields, you will be automatically re-directed to the Home Page (See below) 
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3. You will notice in this instance that the photo field above is blank. As the system administrator you should collect all photos for personnel requiring cards, and the following pages will show you how to upload this to the NSQ system 
4. PLEASE NOTE: Once you have uploaded all cards you should contact Human Focus directly to make the necessary payment for cards to be issued. Cards DO NOT get issued until full payment has been received. Contact details and pricing can be found below in the Q&A section of this guide
Adding Employees to the system:
5. On the right-hand side of your screen you will notice a navigation tree. Click on Administration – Trainees – Add Trainees (See below) 
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6. You will see that you can register up to 10 employees at one time and below explains the different cells required
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7. Once all details have been inputted correctly. Please click “Insert New Record Batch” this will the register the employees to the account and they may start training. The page will refresh and clear all details.

Uploading Photos for NSQ Cards:

8. Once you have registered your employees you will need an electronic head and shoulders photo of each employee.  These can be taken by a camera or smart devise (Tablet or Phone) and DO NOT need to be taken at a photo booth which will mean no cost to you! 
9. Please follow the instructions below carefully and use the images as a guide; 
Click on Administration > Trainees > Trainee Editor (See below) 
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10. You will see a table listing all employees on the account (10 employees per page)

[image: image7.png]Home

Undertake Training

My Results
Risk Management
~ Administration
Dashboard

- Training Reports
- Configuration
= Supporting Docs
- c-mail Usage
= SmartCard Admin

Health and Safety anager, PSE Guest Accour

Trainee Selection
Please select the required Traine to edit

@ Apply Filter - | Update Filter

Group Selection Site Location

Department Group.

BIBA

Training Set

I — SelectField ' Personal-dentifier © Trainee-AKA JE—

SelectType  Starts with ® Contains  Ends with

Normal (none) - - - Guest Trainee 09/09/1952 00:00:00
| Teo  Thomalesgesicone " T oot losonomono000 15 sect
et ot testi@esteo - - - TestTanse 1 CaI091552 000000
B Mot tect2@esteo vk : : : TestTranes 2 09091952 000000
B Mot eetogsteo e : : : TestTranes 3 09091952 000000
B Mol esti@estoo e : : : TestTranee & 09091652 00000
il e ity Ao : : : Healh ana Safty anager 20082074 095702

Hide trainees.
Selected Trainee

Archive

Family Name
Given Name.

External Training

There are no Extemal Training Records
* These status advice are advisory only and may be subject to error as dates have been entered manually by the trainee

External Training Entry Form




11. Firstly select the trainee whose photo you want to upload (there maybe more than 1 page of trainees)

12. The page will refresh and the trainee you have selected should change ‘red’ – see above
13. Scroll to the bottom of the page – see below – until you see ‘Upload Trainee Head-and-Shoulders Photograph (see below) 
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14.  Using the ‘Browse’ feature (see above) search for the photo required on your PC. Please note the file needs to be in any of the following formats (file type allowed png, gif, jpeg, jdg)
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15. Once this is visible you will need to select ‘Upload Photo’

16. Depending on the file size the photo may take up to 30 seconds to upload. Once the upload is successful you will see the image appear. See example below
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17.  Example smart card below; 
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18. Please repeat these steps for all employees. You will need to contact Human Focus to pay the admin cost of £10 per card. 
Contact Number 01737 647 875

Email Address: info@humanfocus.co.uk
19. Your employees are now ready to access the Training System - Please provide your employees their login details and the trainee login instructions which will have been sent with this information. 

Accessing training programmes via the system 

20. To access any training programmes on the system you need to select undertake training. If you are on the home page (Example below) you can either select the Undertake training tab on the right of your screen or from the navigation tree on the left of your screen.
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21. To access the 8 training programmes click on one of the ‘Subject Selection’ buttons:
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22. The following training menu frame will appear (see below).  Select which training you wish to take from the options. 
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23. (to return to main selection menu  click  ‘Return To Subject Select’ button)
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24. The programme will take a short time to load and then starts; simply listen and watch, and, follow the prompts when asked. Each programme takes approximately 20 minutes. Please make sure you have enough uninterrupted time to complete the training.

Please Note: If the keyboard is idle (i.e. you walk away from the computer and do not click when prompted) the programme will disconnect after 5 minutes.

25. At the end of the training programme there is a short test. At this point, if you fail the test, you can: retake the test, watch the programme again and then retake the test, or return to the subject select menu.  When you pass the test you will be able to print a certificate of completion for the selected programme. 

Overview of Complimentary Foundation Level 

26. The account has been pre-populated with all the programmes you and your colleagues need to complete their foundation level qualification. The subjects are as followings;
Back Care In Industry - What Everyone Needs To Know

Health and Safety in Construction - What Everyone Needs To Know

Manual Handling in Construction - What Everyone Needs To Know

PPE Safety in Industry - What Everyone Needs To Know

Slips, Trips and Falls in Industry - What Everyone Needs To Know

Basic First Aid at Work

Servicing Of Portable Sanitation Units

PSE - Loading & Unloading Portable Toilets
27. On successful completion of the above modules all 

personnel will be required to complete a basic 10 

question test to receive their foundation level certificate

(Example to your right) 

28. All above programmes and end test need to be completed in order to acquire the National Sanitation Qualification (NSQ) certification and card. The NSQ requires refreshing every 3 years. 

29. After completion of foundation level there are further Qualifications available. 

Intermediate Operator
Pro-Operator

Managing Safety 

30. If you would be interested in any of these qualifications please contact Human Focus for more information:

Lucy Cox

Contact Number: 01737 647 884

Email Address: lucy@humanfocus.co.uk
Paul Hardwicke

Contact Number: 01737 647 872

Email Address: paul@humanfocus.co.uk
Frequently Asked Questions
Who do I contact for my log in details? 

Contact a member of the Human Focus Team:

Lucy Cox

Contact Number: 01737 647 884

Email Address: lucy@humanfocus.co.uk
Paul Hardwicke

Contact Number: 01737 647 872

Email Address: paul@humanfocus.co.uk
Who do I set up as administrator for the scheme? 

Someone in the senior management team of your company, your HR department or a competent person

Who do I contact if I can’t log in?
Contact a member of the Human Focus Team:

Lucy Cox

Contact Number: 01737 647 884

Email Address: lucy@humanfocus.co.uk
Paul Hardwicke

Contact Number: 01737 647 872

Email Address: paul@humanfocus.co.uk
How much do the cards cost and how do I get them? 

Cards are £10 to purchase per card and you should contact a member of the Human Focus Team to obtain this; 
Lucy Cox

Contact Number: 01737 647 884

Email Address: lucy@humanfocus.co.uk
Paul Hardwicke

Contact Number: 01737 647 872

Email Address: paul@humanfocus.co.uk
How long does the certification last?
All certificates last for 3 years from the successful completion of your NSQ final test. Your account administrator will receive an automatic email when this is due to be retaken
What subject’s areas are covered in the Foundation level certificate? 

Several core areas have been identified which are as follows; 

Back Care In Industry - What Everyone Needs To Know

Health and Safety in Construction - What Everyone Needs To Know

Manual Handling in Construction - What Everyone Needs To Know

PPE Safety in Industry - What Everyone Needs To Know

Slips, Trips and Falls in Industry - What Everyone Needs To Know

Basic First Aid at Work

Servicing Of Portable Sanitation Units

PSE - Loading & Unloading Portable Toilets
When does Human Focus issue our NSQ cards?  

You will be issued your cards on satisfactory completion of the Foundation Level certificate in order to acquire the National Sanitation Qualification (NSQ) certification and card . 

In addition to this you would have needed to pay Human Focus £10.00 + VAT per card before they are issued.  

Additional information 
If you have any questions, or would like to better understand the additional training levels available via the NSQ please do not hesitate to contact Human Focus directly; 

Contact a member of the Human Focus Team:

Lucy Cox

Contact Number: 01737 647 884

Email Address: lucy@humanfocus.co.uk
Paul Hardwicke

Contact Number: 01737 647 872

Email Address: paul@humanfocus.co.uk












































































































































































































The employee’s full name as you would like it to appear on certification. For example Martin Murdoch





Email address of the employee. Please Note: this is an optional feature and does not need to be completed if N/A





Is the unique Person Identifier the employee will log on with. It can be anything you choice but MUST be unique per individual
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Once found, you will notice that the file location will appear in the text box.








3





2





1





�














Human Focus E-learning System -    Page 3

