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Pig Pro ‘How to’ Guide for Employers

AHDB Pig Pro is a web-based system for tracking skills development and training throughout the British pig
industry. Pig Pro is used by individuals, employers and training providers.

This document, aimed at employers, provides step-by-step guidance for common Pig Pro tasks, such as:
e registering for an employer account

e logging in to Pig Pro

e managing details relating to your businesses

e adding and removing employees

e adding employees to training events

e viewing an employee’s training record

e creating and managing in-house training events and in-house skills

e ensuring a holding’s compliance with relevant requirements

Other ‘how to’ guides are available for individuals and training providers.

For more information or technical support, please contact the Pig Pro helpline on 0844 335 8400 or
email pigpro@ahdb.org.uk




1. How to Register

Pig Pro login for employers uses the same username and password as for AHDB’s Pig Hub and eAML2.
You only need to register if you do not already have a Pig Hub account.

1.

2.
3.
4

Navigate to https://pigpro.ahdb.org.uk in your web browser
Select the employer radio button from the login page
Click the Register button

Click Register again in the pop-up that appears to be redirected to AHDB’s Pig Hub and follow the steps to
register for a Pig Hub account

2. How to Log In

E A

Navigate to https://pigpro.ahdb.org.uk in your web browser
Select the employer radio button from the login page

Enter your Pig Hub Username and Password

Click the Login button




2.1 Mobile Devices

The Pig Pro system is a responsive web application, which
means the layout changes depending on the size of the screen
to maintain full functionality and make best use of space.

The main layout of the site is a header bar, a series of tabs and
a page. There is also a collapsible side navigation bar that will
be automatically collapsed on small screens or expanded on
larger screens.

On small screens, the header bar contains the page name,
the B button, which is used to expand/collapse the side
navigation bar, and may contain a search box, which is
used to apply filters to the data displayed within the page.

The navigation bar is used for the overarching site
navigation and for logging out of the site.
Tabs are used for sub-navigation.
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3. How to Log Out

1. In the navigation bar (you will need to expand it if you are using a small screen as described in Section 2.1),
click on the account email address to show the user account menu

2. Click Logout

4. How to Define Holding Sizes and Assurance Schemes

The holding size that most closely represents each of your pig holdings should be provided, in order to show only
events that are relevant to your business.

1. Log in to Pig Pro

2. In the navigation bar (you will need to expand it if you are using a small screen as described in Section 2.1),
click Holdings. This page will be shown already if you have any holdings whose size is Unknown.

3. Click the Holding Size box corresponding to the holding’s row in the table (by default, Unknown is shown)




Select from a choice of:
e (0-50

e 50-250

e 250+

If the business has an associated assurance scheme, type this into the Assurance Scheme box (leave blank

for none)

Click the save | button at the end of the row to save changes

N

Leon Test 11 1QQUSEMWSES.0XNJD
pig hub test producer 1 2RRVTHNXTS.AUSREW.
pig hub test producer 3 1QQUSGMWSS.0QGSP..

50-250

Unknown

Unknown

Red Tractor

6
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5. How to Add New Employees One by One

Follow this procedure to add a new employee to one of your holdings. This will allow you to view and amend their
training record, and to sign them up to events. If the individual already has a Pig Pro account, they will be asked
to confirm that you are their new employer. If they do not already have a Pig Pro account, a new account will be
created for them.

1. Log in to Pig Pro

2. In the navigation bar (you will need to expand it if you are using a small screen as described in Section 2.1),
click My Employees
Click the Add Employee button. (On a small screen, this will be a ° button in the bottom right corner of the page.)
Select the business that the employee should be added to by searching for it in the Select business box and
selecting it from the drop-down list
Click the Confirm button

Next, you must search for the new employee to check whether they already have a Pig Pro account. There are

two ways to search for the employee:

e Pig Pro User ID / email address: You should use this option if possible, entering the new employee’s Pig
Pro User ID. The User ID can be found in their Pig Pro welcome email, at the top of their printed training
record, by asking their old employer or by contacting AHDB. You can alternatively
search using their email address instead of their User ID.




7.
8.

9.

e Name and date of birth: If the new employee does not have a Pig Pro account already, or does not know
whether they do, choose this option. Enter the individual’s first name, last name and date of birth. All fields
are mandatory and you should ensure that the full name is used, to reduce the risk of creating duplicate
accounts for the same person.

Click the Search button

If the user already exists in the system, you will be prompted to choose their Job Role at your business and
click Confirm. Unless the individual is already employed at one of your holdings, an email will be sent to
their registered email address asking them to confirm their new employment. Their employment status will
be Pending until this is confirmed. In case the user does not receive this email, the individual can accept the
employment by logging in to Pig Pro or by contacting AHDB. If the user is already employed at one of your
holdings, no confirmation will be required.

If the user does not exist in the system: Click the Create New User button to register them




10. If you have permission from the new employee to store their personal details, tick the
Employee consents to storage of their personal details checkbox and fill out the new
employee form as follows. Otherwise, continue to step 11.

Enter an Email address for the user (leave blank for none, but in this case the user will
not be able to log in to Pig Pro themselves until an email address is set up in the future)

Enter their First Name (required)

Enter their Last Name (required) B i et ok i e
Enter their Date of Birth (required) in the form DD/MM/YYYY, | ™ R

eg 30/09/1980 s
Enter their Telephone number D

Enter their Address ouvi”

Choose their Job Role at the business (required) Pl

Enter the date that the employee became employed by your m i
business in the Date Entered Employment (required) box, in K

28%0n 10 1he emad

the form DD/MM/YYYY, eg 01/10/2017




11. If you do not have permission from the new employee to store their
personal details, leave the Employee consents to storage of their
personal details checkbox unchecked and fill out the new
employee form as follows. Otherwise, continue to step 12.

12. Click Confirm to add the new user to the system. This will send an email notification to
the user’s email address, if one was provided, containing their new Pig Pro password

13. You will then be redirected to the My Employees page, where the new employee will be

Enter an Email address for the user (leave blank for none, but in
this case the user will not be able to log in to Pig Pro themselves
until an email address is set up in the future)

Enter their Last Name (required)

Enter their Telephone number

Enter the Business Address

Choose their Job Role at the business (required)

11
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Enter the date that the employee became employed by your business in the

Date Entered Employment (required) box, in the form DD/MM/YYYY, eg

01/10/2017

listed or can be found using the search box in the header bar

14. The number next to their name in this list is their Pig Pro User ID

Angela Lewis 3099
Dennis Alexander 2104

Anthony Evans

Jane Taylor 511

14

| 3




6. How to Add Employees in Bulk

Follow this procedure to add new employees to your holdings in bulk. You will upload a Comma-Separated
Values (CSV) file, which can be created in Microsoft Excel, containing the new employment details. Note that this
functionality is disabled on small screens (such as mobile phones).

1. Log in to Pig Pro
2. In the navigation bar (you will need to expand it if you are using a small screen as described in Section 2.1)
click on My Employees

3. Click the Bulk Upload button — (4
Your Holdings
4. This displays a page containing the Your Holdings section, which provides the k
Pig Hub Holding Globally Unique Identifier (GUID) for each of your holdings. Ledn Tet 11

You will need this information to prepare the bulk upload data.
5. Download the Pig Pro bulk upload CSV template file by clicking Download Template
6. Open this file using a CSV file editor such as Microsoft Excel

pig hub test producer 1

\mq hub test producer 3




7. Fill out the CSV file using one line for each new employee

Pig Hub Holding GUID (required) is the unique identifier for the holding that you would like to add the
employee to. The table of GUIDs is shown in step 4.

Employee Permission should be Yes if the employee consents to storage of their personal details or No if
they do not consent to storage of their personal details

Pig Pro User ID is the individual’s User ID within the Pig Pro system and is allocated when a new user is
created'. If the employee already has a Pig Pro account, you should make every effort to find this number.
If you do not know this number, or if the individual does not already have a Pig Pro account, leave this
column blank. In this case, Pig Pro will try to find an existing individual based on their email address or their
name and date of birth. Where a matching individual is not found, a new Pig Pro account will be created.

Enter an Email Address for the employee. Leave blank if they do not have an email address, but if this is a
new individual in Pig Pro, they will not be able to log in to Pig Pro themselves until an email address is set
up in the future.

Enter the First Name of the individual (required if an existing user could not be found with the Pig Pro User
ID or email address entered and the employee has given permission to storage of their personal details, ie a
new user is being added)

"This User ID can be found for an existing employee by clicking My Employees in the navigation bar and searching for them using the search box in the
header bar. The number next to their name is their Pig Pro User ID, eg 5118. The number is also shown on the training record and may furthermore be
obtained from the previous employer or from AHDB.




e Enter the Last Name of the individual (required if an existing user could not be found with the Pig Pro User
ID or email address entered, ie a new user is being added)

e Enter the Date of Birth of the individual (required if an existing user could not be found with the Pig Pro
User ID or email address entered and the employee has given permission to storage of their personal
details, ie a new user is being added) in the form DD/MM/YYYY, eg 30/09/1980

e Enter the Job Role of the employee in the business (required)
e Enter a Telephone number for the individual

e Add an Address for the individual. This should be the business address if the user has not given
permission to storage of their personal details.

Once you have completed and saved the CSV file, upload it by clicking the Upload File button and selecting it

The status of each new employment will then be displayed and any errors will be shown in red. Black text
means that an action was successful (ie a new user was created or an existing individual was added to a
different business). A line will result in an error if:

e An employment relationship already exists between the individual and the selected business
e The Pig Hub Holding GUID was not recognised
e “Yes’ or ‘No’ was not entered in the Employee Permission box

e A Pig Pro User ID was entered but not recognised




e A Pig Pro user ID and email address were not provided for an individual, but:

i. If the employee had given permission to store their personal details, neither their first name, last name or
date of birth were provided

ii. If the employee had not given permission to store their personal details, their last name was not provided
e Ajob role was not provided for the individual
e The date the employee entered the new employment was not supplied or was entered incorrectly

10. Fix any errors, then click Back to return to the Bulk Upload page and re-enter an amended spreadsheet.
Note that any lines which were successful (eg lines 1 and 2 in the above example) will generate errors the
second time the sheet is uploaded, but these can be ignored.

9
Bulk upload campleted. Please review the status of each line helow: k

1
2
3
4
5
6
7
\C

. New user created for Gary Smith

. New user created for Jones

. The date the employee entered employment at Leon Test 11 must be provided for Louis Bruce. This line has been skipped.

. A job role must be provided for Ava Johnson at Leon Test 11. This line has been skipped.

. Individual not identitied by user ID or email address (with employee permission). In this case first name, last name and date of
hirth must be pravided but they are not. This line has been skipped.

. Employee permission is invalid. Valid oplions are "Yes' or ‘'No'. This line has been skipped.

. Pig Hub Holding GUID 12345 not recognised. This line has been skipped.

. Employee permission is invalid. Valid options are "Yes' or ‘No'. This line has been skipped.




7. How to Mark Employees as Having Left Employment
; Log in to Pig Pro @

In the navigation bar (you will need to expand it if you My Employments
are using a small screen as described in Section 2.1),
click on My Employees

i hub test producer 3 A Joo Fole o Employed 2

Lean Test 11 Stocksperson G Employed  §

3. Find the employee in the list using the search box in
the header bar and click on them

Click the Details tab in the header bar

In the My Employments section of the page, click the Wodlly Employment
button in the row corresponding to the business that TS MO
the individual has left

6. In the pop-up that appears, click the State box and
select Left from the drop-down list B e gy .

7. Click the check box to confirm that the individual is no
longer employed by the business

8. Click Save

//%‘-7/

g
//////_




9.

The employee will be notified by email. In the My Employments section of the employee’s details page,
their employment status should now be set to Left for their old business. You will still be able to see the
individual’s training record, but you will not be able to see any training that has taken place after they left
your employment.

8. How to Move Employees between Businesses

If your Pig Pro account is linked to multiple holdings, you can move an employee from one holding to another
without employee confirmation, using the following steps:

1.
2.

Log in to Pig Pro

Follow the procedure described in Section 5 to assign the employee to the new holding.
It is very important that you do this before marking the employee as having left.

Follow the procedure described in Section 7 to mark the employee as having left their old holdings




9. How to Browse Events

You can use Pig Pro to browse for upcoming training events. This will show all 4
i ) Oetober 2017
events that are set up as public events, private events that are targeted at one of k

frewding Hesd Managemen
i s
o0

your holdings and in-house training events (Section 14). If you have defined holding ey A —
sizes (see Section 4), then you will only see events appropriate to your holdings.

1. Log |n to Plg Pro e i n_!':nof:a-:.: Aavanees Traning Peovider

2. In the navigation bar (you will need to expand it if you are using a small
screen as described in Section 2.1), click Events

Tecowcal Trang Provider

3. Events are sorted into Upcoming and Past, depending on event date.

You can navigate between them using the tabs in the header bar :_:,,,,,,__”:,,m

Events are displayed in a date-ordered list, separated by month \ proun s s e

Events can be filtered by name, location, training provider, type, learning

category or skill by clicking the Filter Events box, specifying the desired 6

filters and clicking Apply Filter L k
6. If you would like to filter events based on location, click the

Filter by location toggle and enter the search radius (in miles) -

and the postcode

.......

7. Click on an event from within the list to display details of the event. o OO —




10. How to Add Employees to Events

In Pig Pro, individuals need to be linked to the events they attended. Please note that most training providers
handle this themselves and you do not generally need to sign up your own employees to events in Pig Pro.
However, follow this procedure if requested by the training provider, after discussing registration offline. This is
possible even for events that have taken place.

For in-house training events you will need to use a different process. Please refer to Section 14.2.

1. Log in to Pig Pro

2. Inthe navigation bar (you will need to expand it if you are using a small screen as described in Section 2.1),
click Events

3. Find and click on the event for which you would like to add an employee, following the procedure described in
Section 9

Click the My Attendees tab in the header bar
Click the Add Attendee button




6. Select an employee to add by typing their name or Pig Pro User ID in the Search by name or ID box that
appears and selecting them from the drop-down list

Click the Add button
Click Confirm in the pop-up that appears

Attendance to the event for the employee is then shown as requested and the training provider must choose
whether to accept the employee on to the event

+2 ADD ATTENDEE

Requested

Cheryl Murphy 3100 :

pig hub test producer 3, Leon Test 11

Jane Taylor 5118

enn Test 11, pig hub test producer 3

ke

Dennis Alexander 3104 %

pig hub 185t producer 3

////’,///%?‘7/

—
//////._




11.

How to View an Employee’s Upcoming Events

1. Log in to Pig Pro

2. In the navigation bar (you will need to expand it if you are using a small screen as described in Section 2.1),
click My Employees

3. Find the employee in the list using the search box in the header bar and click on them

4. Select the Upcoming Events tab from the header bar to display a list of the employee’s upcoming events

5. The employee’s attendance state may be:

Requested if either you or the individual themselves have requested their attendance to the event
Accepted if the training provider has accepted them on to an event that has not yet taken place
Rejected if the training provider has rejected their attendance request on to the event

Attended if the training provider marked them as having attended the event

Absent if the training provider marked them as absent from 5

the event Q i k
Withdrawn if the individual had previously requested attendance o St
to the event but was subsequently marked as withdrawn by you .
or the individual themselves =
@ Aezepted

191152017
08100 o 00
Advanced Training Provider

Sate Use of Veleinary Medicines

@ Requested

1501 72078
D000 o 1700
Nésw THaifing Peowider




12. How to View Training Records

An individual’s training record displays a list of qualifications and training events that they have attended.
Qualifications may be entered manually (by the individual themselves or on their behalf by an employer) or may
be awarded by attending training events through Pig Pro. Certificates for a qualification can be downloaded by
clicking the E icon in the title of the qualification.

An employee’s training record is accessible to you while they are employed by one of your holdings. If the
employee leaves your business, you retain access to their training record, but only qualifications and training that
were obtained before their leave date are available to you.

r————— Sy 5 1. Log in to Pig Pro
S Heeaod i k 2. In the navigation bar (you will need to expand it if you are using a
e e s s small screen as described in Section 2.1), click on My Employees
Qualifications
@ s iy - 3. Inthe list, find the employee whose training record you would like to
e T view using the search box in the header bar and click on them
) 25 ke 2006 = Fromn in bt Ui atson evert.
e — 4. Select the Training Record tab from the header bar
g M. 5. The training record can be printed or saved by clicking the
B s e e button in the bottom right corner of the page
Fanowing Maasgament (g chs'd e gous
B) 10T iwsnmn Fanowng Trmeng Poeser  Msetng Reom & Sra. Bown, 412 B3
\ S e e e W




13. How to Add Training Record Items for an Employee

An employee’s training record is accessible to you while they are employed by one of your businesses. During
this time, you are able to add additional qualifications to their training record. You do not need to manually add
qualifications for events (including in-house events) that are tracked in Pig Pro. These are handled automatically.

1. Follow the steps described in Section 12 to access an employee’s training record
Click the Add Item button
3. Fill out the Add Training Record Item form:

e Enter a Title (required) for the training or qualification
e Enter the Date (required) when the training took place in the form DD/MM/YYYY, eg 31/01/2017
e Select the Type (required) of training record item you would like to add from a choice of:

i. Qualification

ii. In-house training event

iii. In-house training event with qualification




e Depending on the Type of training record item, you may @
5

also enter: — \

i. Learning Outcomes (event-specific) 5 ALevel (8) Biokogy

. L ) . [= REETET Standalone quakfication

ii. Training Provider (event-specific) i oot oo A

- . g [sFH 1 HSE From in-house gualification aven

iii. Hours of Training (event-specific) sl s o ‘
2 Safa Use of Vaterinary Medicines:

iv. Accreditation Body (gualification-specific) ity ol T e

. . i » . Events Attended
e (lick Upload Certificate (required for qualifications) to Bt abiney S o e P i

select the certificate file associated with the qualification (25492016 20ws0rmin. Inncuse Tramng Providor
Click Save to save the training record item —

f (Pig cluby greup)

The qualification/in-house training event will then be shown SUESIFIR S CRtESs
in the employee’s training record. Note that qualifications/ et e P b aecaalon o)

in-house training which you have added on behalf of the B3 190427 AbesOmin TochricalTrining Proviser  Weeuma oo 1. imw sie e Town 412034
employee can be deleted by clicking the X icon in the top Q'"m“mmm

right corner of their row and selecting Delete from the

pop-up that appears.

Here ae s Bearming oulcomes:
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14. In-house Training Events

Businesses can record in-house training by
creating in-house training events which will show
on an individual’s training record. Only a business’s
employees may be marked as having attended an
in-house training event.

1. Log in to Pig Pro

2. Inthe navigation bar (you will need to expand it
if you are using a small screen as described in
Section 2.1), click In-house Training




14.1 Create an In-house Training Event

1.  With the Events tab selected, click the New Event button. (On a small screen, this will be a ° button in the
bottom right corner of the page.)

2. Fill out the New Event form:

e Select the Event Type (required) from a choice of: q
2

i. Structured training (default) @k

Has Qualification
. . . . Structured traming
ii. Pig club/discussion group

iii. Webinar Sample Accrediation Body
e Tick the Has Qualification checkbox if completing the S Use o Vetednary Mediines
event awards a qualification to the attendees m s
i. If this box is checked, you may also enter an
Accreditation Body for the qualification by typing a oiaZe 1200
new one into the text box or selecting from the i
drOp-dOWl"I list :r‘n;;:cln-uunnr.

o Enter a Title (required) for the event

e Enter the Start Date (required) in the form DD/MM/YYYY, ot FTOREM, HOvu NUR Lidiuien
eg 31/01/2018

R —
Qm able 10 idéntify sigrs of I health and 1o list 3 methods of administering veterinany medicines. —

/////




e Enter the Start Time (required) in the form hh:mm, eg 14:00
e Enter the End Date (required) in the form DD/MM/YYYY, eg 31/01/2018
e Enter the End Time (required) in the form hh:mm, eg 17:00

e Enter the Location of the event (required). If the event is not web-based, you should supply a
postcode so that employers/individuals can search for the event by location.

e Select the Learning Categories that best describe the content of the event (multiple may be
selected) from a choice of:

i. Business Management and Personal Development
ii. Livestock Production

iii. Health and Welfare

iv. Legislation

v. Environment and Buildings

vi. Marketing and Supply Chain

e Enter the Learning Outcomes of the event (required for certain event types).
These should be what a trainee should be able to do following the event.

e Enter a Description of the event (required)




e Select which Skills will be taught at the event from the drop-down list. If a suitable skill is not in the list,
an in-house skill can be created from the In-house Skills tab as described in Section 16.1. Skills are
particularly important if you are using Pig Pro’s Compliance features (Section 15).

e Enter the details of the contact for the event (name, telephone, address and email address). This person
should be who employers/individuals should contact to register for the event and for more event information.

3. Click the Create Event button
4. The event will now be displayed under the Events tab within the In-house Training page

Safe use of veternary medicines, classroom-based session.

G Cwn

Skills
PRV —

Select which skils will be taught at this event. If you can't find a skill in the kst, you wil first need to create .

the skill in the Skilks 1ab. -.s w“
B Myssdno
A Compurce

injecting Pigs ) cassatty Pigs £ - s e s g | e P

John Smith 01234 5678%0 k

12 Chapel Lane,
Mew Village,
A12B34




14.2 Indicating which Employees Attended
In-house Training

S

the event

Click on the event under the Events tab of the In-house Training page

Click the My Attendees tab to show the list of employees

Tick the checkbox next to an employee to mark them as having attended the in-house training event

The in-house training event will immediately be shown on the training record of the employees who attended

e

B Kathey Dove 311
B8 Anthony Evans 31

B S Howord 111

O Jesnealows 3132

Safe Use of Veteninary Medicines 1 Feb 2018

Pleti tick The =het: s meat 12 an

[T

mpleye 40 raark the R hinving atiended Thia wet

Qualifications
Safe Use of Veterinary Medicines
) 1Feb2me From qualification event

Events Attended

Safe Use of Weterinary Medicines (Structured training)

(2 1Feb2018  IhrsOmin pig hub test producer primary  Meeting Room 1, Training Location 1, A12
1 (In-house Training) 3BC

KTU be able 10 identify signs of ill health and to list 3 methods of administering veterinary medicines.




14.3 Editing an In-house Training Event

1. Click on the event under the Events @
tab of the In-house Training page

2. Click the Summary tab to show the
event summary

3. Click the Edit button at the bottom of i il e prodcee St oy Complerea

primary 1 (in-house

the page Yrakige)

Safe Use of Veterinary Medicines 1 Feb 2018

From To Duratien
01/02/2018 09:00 0022018 12,00 3'hrs 0 min
Cost It Pubil s usification
FREE ha Yes

Accreditstion Body
Sample Accredistion Bady

Sale use of vetednary medicines, classroom-based session

Infecting Pigs, Casuaty Pigs

Lewmi

soman
Tor e able o identify signs of il health and to list 3 methods of administenng veterinary medicines.

Meeting Risam 1, Training Lacation 1, A12 38C

Contac " Contact Telephone
John Smith 01234 567050

Contact Address
12 Chapel Larw, New Village, A12 834

Contact Emay
Qn&amrﬁe oam
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15. Compliance

Your holdings may need to meet various compliance requirements regarding the skillset of personnel on farm.
These requirements stem from legislation, assurance schemes, your supply chain and internal procedures.

The compliance feature of Pig Pro allows business owners to add compliance requirement sets to their holdings,
which define the number of personnel who are required to be trained in certain skills.

Skills can be awarded to an employee by attending a suitable Pig Pro event (see Section 16). Some standard
requirement sets have already been defined within the Pig Pro system. However, a business owner can also set up
their own requirement sets, specific to their holdings, to define their own compliance criteria.

1. Log in to Pig Pro

2. In the navigation bar (you will need to expand it if you are using a small screen as described in Section 2.1),
click Compliance to go to the Company Dashboard

P I G : R I'_’.'] Company Dashboard (phtp2)

o Evenis

My Emalopeis

This page lsls 10 Satus of the vaNlous CONDIANCE FoqUITement s 550010 ATh Ul Moldngs

Inhuse Training Duilingcome on & specilic sl within @ reguirement set Blows you 10 view & reguired skl analysis which may oe
B3l T6r BanAng Which amployoss wil aTind Laning ivarts.

My Holdngs You do rof currently havm any Compd ance reganement sets assaciated with your holsings. To add some, click the
DUt 31 109 tep of o page

" a@e o oe




15.1 Adding Compliance Requirements to a Holding

1. To add a requirement set to a holding,
click the Add Requirements button from

Add Compliance Requirements (phip2)

the Company Dashboard T ——
2. Click the Requirement Set button and b, e amt b kg o o o e e i
select the requirement set from the drop- T
down list that appears. Note that this list T
contains all requirement sets that have iemaamin | ewen R v
been defined by AHDB as well as your \ \_

custom requirement sets (see Section 15.3).

3. Search for the holding you would like to
add the requirement set to by typing the

Add Compliance Requirements (phipZ)

L 3 g o 30 COATEARIC MRETISALH 10 YT Rdinge i 103 page 1 3 o ance sequpeTA !y 5 1o hitege

name in the Search holdings... box and et o St o e ot etk e e N
then clicking on it in the drop-down list e s
that appears. Note that you can select as : %
many holdings as required in this way. on T o1
4. Click the Add Requirements button _ \_ -

to add the requirement set to the
selected holding(s)

/////




15.2 Company Dashboard and Checking

Holding Compliance

The Company Dashboard lists all requirement sets
that have been assigned to a holding or holdings.
From this page, a business owner can easily check
whether they are currently compliant and, if not,
what steps need to be taken to achieve compliance.

Company Dashboard (phtp2)

ADD REQUIREMENTS

Red Tractor
Training requiresnts fof uilts in the Aed Tractor scheme

My Company SOPs (Custom) :
Standard operating procedires for all holdings E

If compliance has not been met for any of the
holdings that has a requirement set, then a red
exclamation mark will appear next to the requirement
set name. Follow the steps described in Section
15.2.1 to investigate further.

Red Tractor i
Training requirements for units in ihe Red Tracior schams :

If compliance has been met, then a green tick will
be shown, indicating that no action is required at the
current time.

My Company S0Ps (Custom) ,
Standard operaling procedures far all hildings iw




15.2.1 Uncompliant

If any of the holdings that have been associated with R Tractor -
. . . Training requirements for units in e Red Tractos scheme H

a requirement set do not meet all of the criteria, a red

exclamation mark will appear next to the requirement

set name.

Dashboard to display more information, including:

e The skills required to meet compliance

e The number and type of employees on each holding @) 5 twerens o s e e rsctor seneme i~
that are required to possess each skill

e The holdings that the requirement set currently
applies to. Note that you can add/remove holdings

Apgies 1o hoidings: Leon Test 11 Changs

by following the steps in Section 15.2.2. cm [m—— O numpoyg
A red exclamation mark in any of the rows means that m— m—— . St
at least one of the holdings with that requirement set is el thaic ot © sty curpen

uncompliant with the requirements for that skill. A green
tick in any of the rows means that all holdings currently
meet the requirements for that skill.

/




Click on a skill to show the Required Skill Analysis
page. This page displays the list of holdings that

have the requirement set and shows which holdings
currently meet the requirements for that specific skill.
Also, the employees that have been trained in that skill
(regardless of whether they are current in the skill or
not) are listed for each holding.

If a holding is uncompliant with a skill, a red
exclamation mark will be shown next to its name.
The reason(s) why the holding is not compliant will be
displayed beneath the holding name.

Required Skill Analysis (phtp2)

Red Tractor
Training requiremants for uni1s in the Red Tractor schame:

Red Tractor Health and Safety

Required by al beast 1 employess per helding
Renewal requined every 1 years

Leon Test 11
Mot encugh employess cument

The tbbe brebor 11515 all employees who hinee ever necenved 1nining in this skil

SEARCH FOR RE-TRAINING

Clicking the Search for Re-training button searches
all upcoming events which provide the skill and
displays the Events page (Section 9) filtered based on
the selected skill.

If a holding is compliant with a skill, a green tick will
be shown.

Required Skill Analysis (phtp2)

Red Tractor
Training resquirements far units in the Red Tractar scheme
First Aid

Required by at least 1 empliyees per holding
Renzwsl not reguired

Leon Test 11

Complian!
Thet B rplopers whe b trairing In this skil
Jack Phillgs (30 Earmer W0T2018 - Fr e Current
Arew Rogers (31 Farmaer 2840172018 For. Current

SEARCH FOR RE-TRAINING

For more information about defining compliance with a
skill, see Section 15.3.




15.2.2 Adding or Removing
Holdings from a Requirement Set

1. Click on the requirement set on the
Company Dashboard

2. Click the Change link on the
Applies to holdings: line Modilylng hoidkigs essignes 19 Rad Trastor

3. Search for a holding in the Search

Edit Business Requirements (phtp2)

holdings... box and select it from il
the drop-down list. You can remove bl
a holding by clicking the X next to \

its name.

4. Click the Change button once all
changes have been made

_— ==t




15.2.3 Removing a Requirement Set

1. Click the { button on the requirement set line 1
on the Company Dashboard Company Dashboard (phtp2)

2. Click Remove requirement set in the drop- .
down list that appears

3. Click Remove in the pop-up that appears o i i o Tt s Py

Remave requirement seq

-

Remove Requirement Set

Are you sure you would like to remove this requirement set from all your holdings?

CANCEL REMOVE

g




15.3 Defining a Custom Compliance Requirement Set

1. Click the Add Requirements button from the

Company Dashboard Add Compliance Requirements (phtp2) \ (1 "
2. Click the create a new custom requirement set link to Ve thi g o a0 opaplance equirenments vy yous i l|t

show the New Custom Requirement Set page R
3. Fill out the form:

e Enter a Requirement Set Name (required)

e Enter a Description (required) \

o Define the Required Skills (at least one skill is required)
in order to meet compliance with this requirement set. 2 ,
More skills can be added by clicking the Add Another
Skill button. Skills can be deleted by clicking the § icon
in the top right corner. For each required skill:

i. Select the skill by clicking

Mew Custom Requirement Sat (phip2)

EN10F 00220 131 Th ROW CUCTISM FRQUAMON $0% DOlow, IR clung T4 151 07 109400 sl Clica Mo [0 Yidw B0 MANGTR yies I NGus k
sy

the Skill box and selecting ™™™ _
. . Firat Ald iy i Tille:
it from the drop-down list ol
i
that appears. Note that you ‘:’"" s :
can define your own skills R‘"d T"g“'""H . sty @ st —
. . . ed Tractor Health and Safet; v ——
as described in Section 16. ' O hn ————
Mormrisons Handling Pigs T T ——

Record Keeping  ———

//////




ii. Select who the skill is required by in order

for the holding to meet the compliance
requirements. This may be All employees,
At least a certain number of employees per
holding or All employees with certain roles.

Required by: @ All employees
QO Aleast

O All ermployees with roles

If the All employees with !
certain roles radio button

is selected, choose the

job roles by clicking the
Search roles... box and
selecting each job role

from the drop-down list

that appears

Stockman

Manager

Farm owner

Head of Tarrowing

Farmiar

iv. If the skill is required by All employees or

VI.

All employees with certain roles, then a
new employee grace period (in days) must
be defined, which allows time for new
employees to obtain the skill before the
holding becomes uncompliant

If the skill is required by At least a certain
number of employees per holding, enter
the number of employees in the box next
to the radio button

Requiredby: ) Al employees

® Atleast 1

O Al employees wilh roles

Click the Renewal Required? switch if the
employees are required to have gained the
skill within a certain time frame in order for
the holding to be compliant. In this case,
enter the number of years within which the
employees must have gained or retrained in
the skill in the Renewal period (years) box.

Renewal Required? G 4




4. Click the Save button to save the new requirement set

5. You can then add the new requirement set to a holding by following the steps in Section 15.1.
It will display on the Company Dashboard with (Custom) written in the requirement set name.

| { 5 '
New Custom Requi t Set (phtp2 : . O
ow Cusiom Recwiomelt it e Company Dashboard (phtp2)

Enter detalls for the new custom requirement set below, inchuding the list of requined skills. Click bara 10 view

ind manage yeur in-house skills.
ADD REQUIREMENTS

Red Tractor
Training requirements for units in the Red Tractar scheme

My Gompany 50Fs

‘Sandard operating procedures for all holdings

My Company SOPs (Custom)
Required Skills Standard operating procedures for all heldings

: -

Casualty Pigs
Requiredby: () AR employees
®  Aleast 1

) Amemployees with roles

Renwal Required? il

ADD ANOTHER SKILL

F cance




16 In-house Skills

Training events may award skills to attendees, which are used primarily for monitoring regulatory
compliance as described in Section 15.

In-house skills are skills that can be associated with in-house training events (Section 14). They
can also be included in custom compliance requirement sets which are specific to a business’s
holdings (Section 15.3).
1. From the In-house Training page, click the

In-house Skills tab to view your in-house skills

In-house Skills (phtp2)

In-house skills are skills which can be associated with your In-house tralning events, They can also be
ineluded within custom compliance requirement sets,

NEW IN-HOUSE SKILL

Test Skill

-




16.1 Create an In-house Skill

1. Click the New In-house Skill button
2. Type the name of the skill in the Name box and then click Add Skill New In-House Skill (phtp2)
3. The new skill will then display in the in-house skills list

Test Skill

//////._




16.2 Editing an In-house Skill

1. From the In-house Skills page, click the # button
next to the skill you would like to edit

2. Select Edit skill from the drop-down list

Amend the name of the skill and click the Save
button. Note that this feature should only be used
for corrections or small changes. Updating the
skill will update all past occurrences of the skill
within the system.

2

In-house Skills (phtp2)

In-hotise skills are skills which can be associated with your in-house training events. They can also be
included within custom compliance raquirement sats.

NEW IN-HOUSE S¥ILL

Test Skil

Edit skill

Dedete skill

This featwre should only be used for corrections or small changes. Updating the skill here will also update all
past occurences of the Skill within the system (completed events, ete).

Test Skill 2

SAVE CANCEL

N\




16.3 Deleting an In-house Skill

1. From the In-house Skills page, click the $
button next to the skill you would like to delete

2. Select Delete skill from the drop-down list

3. Click the Delete button from the pop-up
that appears. Note that this will permanently
remove this skill from all associated events and
requirement sets.

In-house Skills (phtp2)

In-house skills are skills which can be associated with your in-house training eventa, They can alao be
included within custom compliance regquirement se1s,

MEW IN-HOUSE SKILL

Tost Skill 2 H

Edat skill

Dalete skill

-

@

N

Are you sure?

Thiz will permanently remave this skill from all associated events, and all associated requirement
sets, This cannot be un-done

CAMCEL DELETE

G ———

/
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