NSAR

SkillsBackbone

Administrator
User Manual




NSAR

SkillsBackbone
DT o Yo U] g L= oL RS - U 1= USSR 3
1. L@ 11T V=S 5
2. Y AN o] o] [ To3= 1 { (o o [PPSO PR 6
3. ANNUAI REVIBWS . uuiiiiiiiiiiiiiiiiiiiiiii s 8
4. CaPabilitIES ciiie ittt ————————————— 9
4.1. Adding a Provider capability oo 10
4.2. Removing a Provider capability ..o 17
5. CoUrses (NON-RT AS) . it srrr e e s s b r e e e s nrree s 19
6. INAIVIUALTS ittt 20
6.1. Transferring an INdividual....coooiiii - 20
6.2. Deactivating an individual ..o 28
6.3.  Individual's Capabilities . 34
6.3.1. Viewing Capabilities i nnree s 34
6.3.2. Requesting new Capabilities . 35
6.3.3. Editing current Capabilities ...oocoiii - 39
6.3.4. Removing Capabilities oo ————— 41
1. Events Calendar. i 43
Tl VB WING BVENT S tiiiiiiiiiiiiii e e e e e e e e s e e et e e e e e e e ae e e e aaees 43
T 0L, U P COMING ciiiiiiiiii i ————————————— 43
T 1.2, SPECITIC DAY tiiiiiiiiiiiiii ettt e e b e e nnrrre s 44
T.1.3. SPECITIC MONTR it e a e s e e s e e e s nrree s 44
7.2, Adding @n EVENt e e s rr e e e e e anne 45
T.2.1. NEW EVENT e e e e e s e n e s e e s annree s 46
7.2.2. CopYing an EVent . ——— 50
7.3. Editing and Cancelling an Event ... 52
8. P D 55
8.1. Administrators and ManagersS .. 55
8.2,  Trainer @nd A SSES S OIS i 57
9. PractiCal Site s e e e 65
9.1. Approval to use an existing approved Site ... 66
9.2. Requesting approval for @ NEW Site oo 69
10. Training Centre LOCations . 72
10.1. Adding a Training Centre 10Cation....cccciiiiiiiiiiii e 72
10.2. Removing a Training Centre 10CatioN e 74
1. =N T X o =SSO POTRPPRRRT 75
12. (O] o F=T =Y V2= A e 2 =TSSR 76
12.1. Adding an OB Servation . 76
12.2. Viewing an OB Servation ittt e srae e s nnres T7
13. Training DireCTOrY e e e 78
L T I o o R A Ko KoY R o F- U T OO T TP TTP PP 79
13.2. Using the Training DireCtory i 80
13.3. Searching for a Training Provider or COUISE ...iiiiuimirimirimrmrnrririermrermire.. 82
14. D ATl tiiiiiiiitiit i 83
15. U EYCY S PP P PP PO PPPPPPPRRN 85
16. First-Time Trainer Observation BooKiNg......ccccouviuiiiiiiiiiii e 88
16.1. Making @ BOoOKiNg oo e e 88
16.2. Changing @ BOOKIiNg ciiiiuuiiiiiiiiieieieiereiererereerrreererrrrerer.....—.......—.—.—.. 94
16.3. Cancelling @ BOOKiNg ... 94
16.4. Cancelling @ BOOKiNg ... 95
Version 3 Page 2 of 96



NSAR

SkillsBackbone
16.5. Duplicate BooKing s i 95
16.6. Completion of a First-time Observation ...cccociieiiiiiiii e 96

16.7. First time Capabilities following successful first-time trainer observation..96

Issue Status Version Updated Published
First Publication 1.0 N/A 10/04/2019
Second Publication 20 Updated to bring in line with

changes to SkillsBackbone 09/05/2023

Updated to include new
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Observation booking & payment

Important Note:

The screenshots contained within this user manual have been created using live provider information
in order to make the manual as realistic as possible.

Names of Assured Providers and Trainer/Assessors have been removed in order to maintain data
privacy. Where Provider and/or Trainer/Assessors names have been removed, your own Provider
name and Assured Trainer/Assessors will display resulting in your view not showing as this user
manual in every aspect of screen information.

This will become clear once you start to use Skills Backbone.

THIS DOCUMENT IS THE PROPERTY OF:
NSAR Limited, 26th Floor, Millbank Tower,
21-24 Millbank, London, SW1P 4QP
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Login

®

LOGIN

Forgotten Password?

NSAR

SkillsBackbone
Mot got an account?
Register to bacome an assured Provider e
Reglster to become an assured Tralner | Assessor or an 0

Invigilator

Log In using the URL link and password which you have been issued, you will be taken to

your landing page

This manual will take you through each of the headings shown on the left-hand side of your
landing page of the Assured Provider Overview.

Trainer/Assessors individuals’ profiles have less options then that of the Assured Provider.
What is seen on the Individual accounts will also be covered later in this manual.
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Your Assured Provider log in will take you to your landing page which consists of a
Dashboard of your provider information.

N.B. Please note that what you see will be unique to you as a provider and not the exact
detail below.

SkillsBackbone

OVERVIEW

° ?mwrmbdmhhumwwﬂ VIEW Movements
Status Grade

@ @2 % A

Traaning Proviger

a#® 8

Overview

User Manual

Comptan: Culteary Frem
Application “E;qlh“ GGI‘“ (_E‘u;:
Annual Reviews
Capabilities AT Capabilities Practical Sites Individuals
Courses (Non-RTAS) 4? 3 2

= Indhiduals

i@ Event Calendar

cPD

1]

Practical Sites

Training Cendre Locations

Reports

Observations

Training Directory =

R ® @

Details

Users

You can download your current NSAR report from this Dashboard. The sections on the left-
hand side of the screen are your action sections.
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You can see your current Provider Application here.

SkillsBackbone

»  APPLICATIONS

=+ Applications

MName Accoant Manager Siatus Last Updated &

@ Overview

=+ Application Records par page 0 - 141001 < >
& Details

This section is most relevant when the provider is undergoing their initial application status.
When you click on the ‘Application’ button on the left it shows you your applications current
status.

To view the application, click on the status description. The right-hand side of the screen is
a timeline and will show the application activity and completed stages i.e., in progress,
submitted for review etc.

SkillsBackbone

APPLICATIONS > APPLICATION DETAILS

Lz AOVISory VISR FOf review Approved
@ Overview ) g Application Activit
Start Application pp Y
© User Manual The training provider application is now available for completion ! 2
Status changed to New Provider
5+ Application The advisory visit has been approved O
& Annual Reviews The application is now available for completion BF
2 N oo has been
A Capabiilies &4 uploaded
L]
B Courses (Non-RTAS)
= [ndiiduals 3 Status changed to For Review
L]
@ Event Calendar

When clicking on Start Application, the system will take you in to your application and
uploads.
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To complete the application type directly into the text boxes or select set options from the
drop down lists. Viewing through the application can be done by navigation buttons at the
bottom of the screen.

SkillsBackbone

> APPLICATIONS > APPLICATION DETAILS > APPLICATION FORM

Training Provider

Status changed to More Information Required

98% Complete

e Training and Assessment
Delivery

* 11

. ]

® 2 Leadership and Management - 14 T 2021 -1

® 3 Capacity to Improve T _
== i ——

@ 4 Capacity to Improve - -

When you reach the final section, please upload all required evidence to support the application
by dragging and dropping the information into the box or clicking on the box itself to open a file
search box.

SkillsBackbone

» APPLICATIONS » APPLICATIONDETAILS » APPLICATION FORM

. Click or drag files 10 upload

98% Complete

@ 1 Training and Assessmant Delivery - L
[~ ]
® 2 leadsrship and Managament .
..
® 1 Capacity to Improve = =
B I &
@ 4 Capacity to lmprowe i
(=]
® 5 Qualty of Provision =
s
= cm
@ G Learmner Requirements -
7. Evidence Upload .
71
=

M PrREV SAVE CHANGES FINISH

Once completed press ‘SAVE CHANGES’ and then press the green ‘FINISH’ button at the
bottom of the application.
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This tab allows providers to complete their yearly Annual Review and to view previous years
submissions.

The date this is due to shown on the providers Overview page.

SkillsBackbone

> ANNUAL REVIEWS

e :
> Annual Reviews

@ Overview
© User Manual 2022 Mot Started “"
2+ Application 2021 Completed 27 Jan 2021- 1638 £
& Annual Reviews

2020 27 Jan 2020-10-35 £
# Capabilties 47

I 2w { >

E Courses (Non-RTAS)

To complete the Annual Review, click on the ‘Status’ of the current year’s annual review. This
will contain the information from the previous years submission for providers to review and
edit. The process to complete and navigate the review is the same as the Application.

To download previous years annual reviews, click the green symbol on the right.

When the Annual Review has been completed make sure to ‘SAVE CHANGES’ and then
press the Green ‘SUBMIT ANNUAL REVIEW’ button.

SAVE CHANGES SUBMIT ANNUAL REVIEW

N.B. Please note that before your Quality Assurance Visit a providers assigned Quality
Assurance Manager will read your annual review and go through the uploaded
documentation. To help the visit be completed effectively please make sure that all
policies, procedures, certificates etc. uploaded in Section 7 of the Annual Review are
the current versions.
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N.B. This is Assured Provider capabilities — Trainer/Assessor capabilities is contained
under ‘Individuals’ which is covered later within this user manual.

This tab displays all current capabilities that a provider holds, and the ‘Search’ function can
be used to search the list of current approved capabilities.

Note: All Providers must ensure that their capability list is kept up to date to allow
maintaining accuracy of Sentinel Provider Capabilities, Training Directory and the
Events Calendar.

You can also add new or delete no longer required capabilities from this section of the portal.

SkillsBackbone

» CAPABILITIES

#~ Capabilties

Training F

I

Overview

© UserManual "
5. Application AC Lines (TS AC)

Access Overhead Lines Construcbon Sites. (OLEC 1
£ Annual Reviews

Authorised Person OLE AC Isolation (AP OLE/AC-)
# Capabilities 80 Autnorized Person OLE Auto Transformer lsokation. (AP OLE/AT-)

= pxiiiany rating duties Handsignalier (ACD{HS))

B Courses (Non-RTAS) Auxiiiary operating duties Handsignalier (ACD{HS)

Aucillary operating duties Level Crossing Atiendant. (AOD{LXA))
- 54
& Individuals 53 Auiliary operating dutiss Paints Dperator, (ACD(PO))
& Event Calendar Conductor Rail Permit - Testing using a Live Line Tester (COSS CRP LLT)

Consiruct Renew Enhance and Modify OLE in Accardance with Design Drawings & Specs - Complete Testing Gauging and Acceplance (OLEC 3-6)
= CPD
= Caonsiruct Renew Enhance and Modify OLE in Accordance with Design Drawings & Specs - install Enhance and Renew Earthing and Bonding. (OLEC 3-5/
Q@ Practical Sites 12 Consiruct Renew Enhance and Modify OLE in Accordance with Design Drawings & Specs - Install OLE Aain Steelwork. (OLEC 3-1)

i Consiruct Renew Enhance and Modify OLE in Accordance with Design Drawings & Specs - Install Sectioning Insulafion Registration & In-span Components. (OLEC 3-4)

[ Training Centre Localions 12

Consiruct Renew Enhance and Madify OLE in Accordance with Design Drawings & Specs - install Small Part Steetwork. (OLEC 3-2)
& Reports Construct Renei Enhance and Modify OLE in Accordance with Design Drawings & Specs - Wiring. (OLEC 3-3)

struct y ce wit n Drawings {OLEC 3)

@ Obseivations Canstruct Renew Enhance and Modify OLE in Accordance with Design Drawings & Specs. (OLEC 3)

Controller of Site Safety, (COSS)
@ Training Directory = Crana Controller - Excavator Crane. (CC Exc}
o8 Detalis Crane Controller Attachment - Group 1 Baiast Management (CC Att Grp 1)

Crane Contrelier Atachment - Group 2 Civils. (CC Al Grp 2)
& Users

Crane Controlier Aftachment - Group 3 Powered Lifting (CC Aft Grp 3

Records per page: 20w 1-200178 & D

Version 3 Page 9 of 96



NSAR

SkillsBackbone

To request an increase to provider scope i.e. new capability use the ‘REQUEST
CAPABILITIES CHANGE’ button.

SkillsBackbone

» CAPABILITIES

/# Capabilties

& Ovenview
© User Manual
=+ Appication AC Lines (PTSAC)
Access Overhead Lines Construcion Sdes. (OLEC 1)

= Annual Reviews
Authorized Person OLE AC Isolaton (AP OLE/AC-)

J# Capabilities 80 Authorised Person OLE Auto Transformer Isolation. (AP OLEAT-)

This will open the edit capabilities list window where the capabilities approved are detailed and
where you find the new capability to be requested.

Note you can search for the capability quickly and narrow the list to a specific
discipline.

Capabilities (319)

Q Search 0 All Disciplines -

RJRB31 Switchgear (DIST Cat A 08)

Traction Power Distribution

RLR151 Switchgear (DIST Cal A0%9)

Traction Power Distribution

S&C K11 Switchgear (DIST cat 7.02)

Traction Power Distribution

S&C K4 Switchgear (DIST Cat 7.03)

Tractlon Power Distributior

Safe System of Work Planner. (Ssowp)
Track Safety

REQUEST REMOVAL

Safe Work Leader 1 Conversion Trainer (swL1 CTr)

Track Safety

Safe Work Leader 1 Trainer (without tech). (swL1 TWT))

Track Safety

Safe Work Leader 1. (swL1)

I REGUEST REMOVAL |
Track Safety L J

Safe Work Leader 2 Conversion Lead Trainer. (3WL2 CLTr

Track Safety

CANCEL @

Once you have found the capability required then tick the box next to it — note the blue colour
which highlights which ones are being requested as new capabilities vs the green ones which
are already approved. When finished select ‘DONE
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This will take you to a capability change input screen where you can add comments to the
application and also upload the files required.

SkillsBackbone

> CAPABILITIES

/ Capabilties &= REQUEST CAPABILITIES CHANGE

-

Dverview

User Manual

]

Application

Annual Reviews

L]

Capabilities 80 0 RLR151 Switchgear (DIST Cat A 08)

m

Courses (Non-RTAS)

Individuals 59 0 RJRB3I1 Swichgear (DIST Cat A.08)

Event Calendar

Capability Addition Uploads
CPD

1 L]

1. Deciaration and signature from current Appendix 2 franerassessos sgnature not requined)
Practical Sites 12 2 Evicence of rainerassessor compelences which are approved o deliver ihe capability

o

Training Centre Locations 12

Reports < Click or drag files to upload >

Observations

=

E

®

i

Training Directo =
g vy = Mo files uploaded

Details

38 Users SUBMIT FOR REVIEW

R’

Add the notes that you want to make and the attach the files by clicking in or dragging files
in to the upload box circled above. If you prefer to click and search rather than drag the click
in the box. This will open a file search box.

4 FESAREDT CAPBLITIES CHARGE

| Evmbercss of the FOSSTSSGELLC 1 IOMDEIIE WHICH 19 DOUATISE0 B e T COOOY AT T S

7 11 e stresmses o 5 saphnl ugretmy. e Lt e Sayraghay Dmttmstas,

LI |
i
¥

L] = tives
[ ary Ervre | xalrem
@ Chmervab . [y
P vy e—— =
BT T AEVEW
% Cwiain

Select the file that you want and click Open. You can add more than one file at a time. The
system will return you to the input page with the file attached for you complete your
comments.
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/ Capabilties <4 REQUEST CAPABILITIES CHANGE

UPSKILL REQUESTED

Narme Add Comment

trainer transfer means that we can deliver this course but need it on our capabilities to
o Safe Work Leader 1 Conversion Trainer (SWL1 CTr) be able to notify Sentinel.

1. Evid of the trainer/ 'S COmp which are approved to dellver the capability for the provider
2. In the absence of a digital signature, please upload the Signature Declaration

Click or drag files to upload

‘ SUBMIT FOR

REVIEW P

If you have made an error in the upload of a file you can remove this by using the ‘dust-bin’
icon showing in grey next to the attachment title

When you click on this icon the system will ask you if you are sure you want to delete the file.

Confirmation

Are you sure?

Version 3 Page 12 of 96
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4/ Capabilties == REQUEST CAPABILITIES CHANGE

UPSKILL REQUESTED n

MName

Lamment

This capability has been added to Sentinel, please see attached for confimation
der 1 Conversion Trainer (SWL1 CTr)

Add Comment

1. Evidence of the trainer/fassessor's competences which are approved to deliver the capability for the provider
2. In the absence of a digital signature, please upload the Signature Declaration

Click or drag files to upload

SUBMIT FOR REVIEW

When NSAR has taken action you will see the following.

& Capabilties

| ©  Your modified capabilitios have besn submitied for review.

UPSKILL REQUESTED

Wame A Coemmmer

trainer transfer means that we can defiver this course but need it an our capabliiiies io be able
i,

afe Work Leader 1 Corversion Traines (SWL1CTr) 5

° com
1LE of the: ‘s comp which are approved to deliver the capabiily for 1he provides

2, I the absence of a digital signature, please upioad e Signature Declaration

Click or drag files. to upload

achborn@Pevids w
1 &/ Capabiifies subrmitfed

Approved increase to scope

You will see that it now shows as approved, you can see the comments added by QA and
open any files which have been attached to the response.
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You can then CLOSE this window which will return you to the list of approved capabilities
and you will see the newly awarded one included in that list.

2
e
L]
-
]

f ® ¢ E = o mn

L

Practical Sies

Trairung Centre Locations
Reports

Cibsarvations.

Training Direclory

Detads

Users

Macture Controer Demouratie Machee (MG MM)
Maching Gonirser Highway Pormassie Vel (MG DFY}
Hetwork. Fan (NI INDY)

O Track Pl Core (OTF Care

Oweitwead Line Permill (COSS OLP)

PO5SW Authorimig Adfhorty [PDEW AR)

POSW Parnerissusr (PDEW P

48

Pesitios (LTI}

Prerson In Charge of Possession (FICOR)
Personal Track Safety (PTS)

Profncon Corshes (PC]

Sate Systerm of Work

Sty Wark Leader 1 Convermon Trainer (SWL1 CT)

Sato Wik Leonm T T

Sate Work Loade 2 (WLZ)

Sale Work Looosr Tachnoiogy (EWL TECH)

St WWork Maragei (S|

Eerex Prrams i Charge of Possession ([BR008)

Snging. |SLINGER)

Track Induction, (Tr 00}

Underisbn Postesson Son dutks wilvn & possesscn (PS)

‘Werking Mear of Adacent i the OC Conductor Rall (PTS DCCRY

required before increase to scope is awarded

You will see that it now shows as More Information and you can see the comments added by
NSAR QA, advising the reason for the status change from Requested to More Information.

Take the action that you have been asked to by the NSAR QA comments and add your own
comments in response confirming what ever action has been requested.

/# Capabilties
LL REQUESTEL
Nama

Authorised Persan OLE A

golation. (AP DLEIACH)

= REQUEST CAPABILITIES CHANGE

Add Comment

file does nat open - please reattach

file reattached as requested

1. Evidence of the trainer/assessor's campetences which are approved lo deliver the capability for the provider

2. In the absence of a digital signature, please upload the Signature Declaration

Version 3

Click or drag files to upload

Skills Backbone evidence document - Copy.docx

SUBMIT FOR REVIEW
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When you are finished, click ‘SUBMIT FOR REVIEW’ again to return the request to NSAR
QA. If it is then approved at this stage you will see this is the case, view the comment

returned and open any files which have been attached as part of the confirmation response
from NSAR QA.

/~ Capabilties == REQUEST CAPABILITIES CHANGE

UPSKILL REQUESTED

MName add Comment

file opened and capability added in Sentinel - see attached as confirmation
Authorised Person ODN

°

QC Isolation. (AP OLE/AC-)

Add Comment

1. Evidence of the trainer/assessor’'s competences which are approved to deliver the capability for the provider
2. In the absence of a digital signature, please upload the Signature Declaration

Click or drag files to upload

SUBMIT FOR REVIEW

You can then ‘CLOSE’ this window which will return you to the list of approved capabilities
and you will see the newly awarded one included in that list.

A Capabilies 4 REQUEST CAPABILITIES DHANGE

AC Lirws (TS AL)

Acoess Cverhead Lines Comstry des [y EC

Austheonuasd Parson DLE AT lsziason (AP DLENG-)
Augetinry cpanaiing Gubes HanSTRa DUCTIEET

Conducior Ral FPuri - Testing using a Live Line Tester (COSS CRP LLT)

Canircliar of Siw Saity (COUT)
CORS Thaory [COS5 Thaory)
o Caningler - Excavainn Crars. (00 Exs)

e Contrafer ARachment - Grous 2 Chvils, (G5 AR Gp )

Crane Contnoiler Aiachiment - Groun 3 Powansd Lsing (CO AR Trp 33
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Rejected increase to scope

If NSAR QA has rejected an increase to scope you will see this and the comments clearly
against the item.

/ Capabilties + REQUEST CAPABILITIES CHANGE

Nama Add Commont

there is no tralner assigned to be able to deliver this capability and therefore increase to scope
EPE—GEC OLE Auto Transfonmer lsolation. (AP Is rejected at this time
OLE/AT-)

Rejectea

1. Evidence of the irainer, Or's Comp which are approved to deliver the capability for the provider
2. In the absence of a digital signature, please upload the Signature Declaration

Click or drag files to upload

Mo files uploaded

If you wish to challenge this, you are required to request the capability change again or
contact the QA team directly via Freshdesk in order to resolve any issue which was the reason
for the rejection.

You can then close this window which will return you to the list of approved capabilities and
you will see the newly awarded one included in that list. You will note that the rejected
capability request does not appear on the list of approved capabilities.

/# Capabilties <+ REQUEST CAPABILITIES CHANGE

AC Lines (PTS AC)

hecess Overhead Lines Constiuction Sies. (OLEC 1)

Auithonsed Persan OLE AC Isofation. (AP OLEFAC}

Aumiliary cpoTating duties Handsignalier, (ACDTHE])

Consuctor Fusil Permil - Testing wsing a Live Line Tester (COSE CRP LLT)
Contreiler of Sie Satety. (COSS)

COSS Theory (COSS Theary)

Crane Comrolier - Excavator Crame (CC Exc)

Crane Confroller Attachment - Geoup 2 Civila, (CC AR Grp 2)

Crane Controller Attachiment « Geoup 3 Poweted Lifing. (CC At Gip 3)
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To remove a capability, you need to ‘REQUEST A CAPABILITY CHANGE’ again.

SkililsBackbone

CAPABILITIES

>

>

Capabilties

This opens the capability edit window. You will note that next to each currently approved
capability there is a button to request the removal of this.

PDSW Planner/Issuer. (POSW 1)

Track Safety

PeeWee (LkTiF))
Track Safety

Person In Charge of Possesslon. (PICOP)
Track Safaty

REQUEST REMOVAL

Personal Track Safety. (PT5)

Track Safety

PLA felt mould system, rail profiles, grades, rail wear combinations & preheating fuel gases. (RT1)

Welding

PLA felt, sand mould system, rail profiles, grades, rail wear combinations & preheating fuel gases (RT2)
Welding
PLA felt, sand mould systems and gap 68 wide gap welds, rail profiles, grades, rail wear combinations (RT3}

Welding

PLA wide gap composite process - all rall profiles/grades - rail wear combinations (rT4)

Welding

Protection Controller, (PC)

Track Safety

REQUEST REMODVAL

M< 1218 >N

When selected the system will confirm this giving you opportunity to CANCEL if you have
clicked this in error.

Protection Controller. (PC)
Track Safety

M< 2is > M
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If this was the intended action and you wish to request the removal of the capability, then
confirm this by clicking ‘DONE’

The system will return you to the capabilities change request input window, showing that a
rejection is being requested. Add any comments or attach any files that you want to add to
the request and then ‘SUBMIT FOR REVIEW’

f Capabilties == REQUEST CAPABILITIES CHANGE

UPSKILL REQUESTED

Add Comment

@e{ has left, please remove from Provider Scope ‘;
/

Name

9 Protection Controller [PC)

Capability Removal Upload

1. Declaration and signature from current Appendix 2 [trai ignature not

Click or drag files to upload

Skills B 0 vidence docx
: |

SUBMIT FOR REVIEW >

—

The system will again confirm submission by the pop-up notification and by the blue bar at
the top of the screen. The removal request has now been sent to NSAR QA.

= REQUEST CAPABILITIES CHANGE

A Capabilties

o Your modified capabilities have been submitted lor review.

NSAR can either approve or reject your removal request. When approved or rejected you
will just note the change in the outcome. Below is approved, if it is rejected for any reason
you will see the ‘rejected’ icon rather than the below:

A Capabillies

e bum Sentie o e, Fansa

1 Cuidlence of e barerassesser s compeiences which ace appiieed Ly deiver e capabifly o e peide:
2 i e aihsence of o dighal sgnature. peses upied the Eignature Decaraton

i g W 1o it

Page 18 of 96
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This section of the system allows you to upload information about courses which you deliver
that you would like featured within your Skills Backbone Portal — these will also appear as
information for you on the Training Directory.

Use the +ADD button to do this.

SkillsBackbone

Training Frovider

Courses (Non-RTAS)
" E This seclion of the system allows you 1o upload information aboul courses which you
Ik M deliver - these will also appear as information for you on the Training Directory

Overview

[}

User Manual
|
| &+ Application

Annual Reviews

()

Capabilities 47

*

| B Courses (Non-RTAS)

This will open up a side window asking for the course name.

New Course

E This section of the system allows you to upload information

deliver - these will also appear as information for you on the COURSE NAME

Emergency First Aid at Work

Name 27 1250

A Mo data available SUBMIT

Add the detail that you want to add and then press SUBMIT. This will add it to a list of
Courses (Non-RTAS) and display on the Training Directory which is covered later in this
user manual.

Version 3 Page 19 of 96



NSAR

SkillsBackbone

N.B. This is the Individual Trainer/Assessor action area

This section contains all information relating to the individual Trainer and Assessors which
you have aligned to you as a provider and is where you action all leavers, joiners, and
capability changes.

Invigilators are now no longer required to be added to SkillsBackbone.

The landing page contains a list of all trainer/assessors aligned to you as a provider and
has shortcut buttons to view capabilities, notify deactivation and request transfers. It also
has a progress section for pending joiners so you can see the progress of completing that
request.

SkillsBackbone

»  INDIVIDUALS

e 24
. o Individuals
Training Provider

Q% H

Individua
Overview

-

User Manual Trainer

]

+ Application

Trainer

[0}

Annual Reviews .
Trainer

Capabilities 106
Trainer

m v

Courses (Non-RTAS)

Trainer

Individuals T

Ewvent Calendar Trainer

L]

CPD Trainer

Practical Sites 14
Records per page 17 0f 7 D>

Traininn Centre | ocations |

mE o

To transfer and trainer/assessor to you as a provider use the +ADD INDIVIDUAL button.

Note: this can only be used for already Assured Trainer/Assessors — if the individual is
not already Assured they must register and apply.
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SkillsBackbone

3> INDIMIDUALS

_ = Individuals == ADD INDIVIDUAL
Training Provider =

%A

individisal Type Status
@ Overview
—_—

The system will ask you for the individuals Sentinel Number. Type in the Sentinel number
and hit DONE

Add Individual

SENTINEL NUMBER

You will then be taken to the Joiners screen where you upload the required evidence to
submit to NSAR. The guidance notes on this screen will change as and when the
requirements change and therefore the below screen may contain different evidence
requirements over time. On the right-hand side of the screen, a timeline of activity relating
to the movement request is captured.
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L]
(7]

MoE @ Ny oW

£ & & E °

[

ADD INDIVIDUAL

(7]

Crverview e~
Application EVIEN
Annual Reviews 1. Declarafion and signature from cument Appendix 2 panerssisiss: bgnitrs mguied

2. Provider haaded letter of support inchuding a Bst of competencies that the Provider infends the joiner to defiver, signed and dated
Capabiities 106 by the Training Managsr

3 TraimerfAssassor Parsonal Statamant which must include detail of occupational compstence held
Courses (Non-RTAS) MB. Yimers o tracatering ranerimsssansr fokdy cazabiites T aE00Dn i e povdes Copabites 8 separaie appATaon i recues 87 sosteesl oo

CHSABALY @SB OiCe T UANe’ AEbEESS 1TRTAN’ FiE Deas SEmpeted baliiw YR AR, = EnTeiaes

Indhduizls T 4. Job Description and evidence of the post holders acceptance of thelr responsibities

& Evidenca of Induction
Event Calendar
cPo

Click or drag files 10 upload
Practical Sies 14
Training Centre Locations 1
ho files uploaded

Repons
Cibservations
Training Directory = EBISU === 9¢C
Distailz
Usars

CANCEL REQUEST SUBMIT FOR REVIEW

e

NSAR

SkillsBackbone

In progress For review

Joiner Movement Activity

Status changed ta In Progreas

The name of the joiner is populated automatically from the Sentinel Number provided. You

must upload the evidence detailed and SUBMIT FOR REVIEW.

The system will not allow you to submit without evidence uploaded.
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[ ]

1. Delaration and signature from current Appendix 2 [raserassessor sgrature requined]

2. Pronkder headed letter of support including a list of competencies that the Provider inbends the joiner 1o deliver, signed and dated
bry the Training Manager

4. Job Description and evidencs of the post holdars acceptance of thelr responsiblifies
5. Evidence of Induction

Click or drag files 1o upload

Mo files uploaded

2=

CANCEL REQUEST SUBMIT FOR REVIEW

In the same way as earlier described, you can drag files to upload or Click, search and
open in to the dotted line area of the screen and, as before, the file upload will be
confirmed in an alert which will disappear after a few seconds

File uploaded
lis

(2] ©

For review Approved

Joiner Movement Activity

MAR 2022
Skills Backbone Evidence.docx has been uploaded

MAR 2022 - 08:3

Skills Backbone Evidence. docx has been deleted

MAR 2022

Skills Backbone Evidence.docx has been uploaded

Once there are files uploaded you can SUBMIT FOR REVIEW. The system will confirm
this in the following screen and associated timeline captures all actions taken.
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> ADD INDIVITHUAL

NSAR

SkillsBackbone

(1]

®

m » 0

Training Provider

2 & 0

Overview

For Review
User Manual
# Application

Annual Reviews

Capabhilifies 106

=1

Courses (Non-RTAS)

Individuals

@ Event Calendar

/] L3

For review Approved

Joiner Movement Aciivity

Status changed to For Review

Skills Backbone Evidence dock has been
uploaded

Skilts Backbone Evidence docx has been
deleled

Reparts
Observations
Training Directory
Deetails

Lhsars

The request has now been submitted to NSAR for approval.

When you return to the Individuals page you will see that this joiner now appears in you

Pending Joiners section of the page.

=+ Pending Joiners

Trainer
Trainer
Trainar

Trainat

TranerAssecsor

>
i Progses

Once NSAR takes action, you will see the following:

Approved transfer:

The trainer will appear in your list of Individuals and has disappeared from your Pending

Joiners Section of the page.

=+ Pending Joiners
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Before transfer can be processed, the trainer will appear in your Pending Joiners section of
the page for you to take action.

You will also see this on your Overview page on the right-hand side of the screen.

SkillsBackbone

Status Grade DOVINLOAD REPORTS Trainer ( >
Owverview 2022-03-01 08:2;

&
Active 5 _
g @3 g % B
_______ Debvery ooy _11|'-.r.:..-_ 14:28.25
5. Application SINQI Silver Silvar _

To see the detail of why the request needs further action, click on the VIEW MOVEMENT
button.

=+ Pending Joiners

Individus!

_ Trainer

_ Trainer PABILIT EW MOVEMENT

_ Trainer re-In L EW CAPABILITIES
Records per page

This takes you to the detail of the movement to take the necessary action required. The
notes that the QA Team have added advise what the issue is, will be shown in the
movement activity bar on the right-hand side of the screen and repeated at the top of the
screen for easy view of the NSAR QA response.

You are able to upload files and add return comments. When you are finished, hit SUBMIT
FOR REVIEW again.
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SkillsBac

¥  ADD INDIVIDUAL

In progress

Spenatcsivg is nif eamplee - flese provid of o then Joiner Movement Activity
resubmil.
Owerview Swfatscitone Evdence 2 000 nas been uplosded
@ UserManual
& Appication e O anged ta Mose Snforina

Declaration and signature from cument Appendic 2 [ranevaseiio sgnans requined]

& Annual Reviews

2 Prowsder headed lether of support inchuding 3 kst of competencies that the
# Capiblities e rowsder mbends the jomer fo deliver. signed and dated by the Traming Manager

3 Traner/Assessor Personal Statemend whech must include detail of occupatonal

5 competence held A
B Counses (Non-RTAS) WLEL Where tha mamafering franesisesessor ods £ADILANAS in 335 Q :
CEDODANEI. 3 JONIE ICHICIIOT 1D TRJUER BN BIIBOTH provide” Status changed ko For Heview

2 Inovicuals y neewpeanr transler fiag bean compated Sefors Banng sssesamant (]

4 Job Descrighon and esidence of the post nokers acceplance of ther
@ Event Calendar reaponaiiviiiion

5 Ewigence of Induchon Swi3 Bacmone Svoenos S0m: NS DEEN LRI
Z cPo L
A R L Chick o drag fes to upload 5

Siis Sasunona Setanse Si nul Ben S
W Training Cantre Locatians 1 ]
1= Repoits 7 i
- e ekt i e
@ Observations ]
Skl g x
- gl R - L] ;
Status changed to In

o Details
= Usan

Piease see aftached confirmiabon of sponsorship in Sentinel. Thank you

e—
| SUBMIT FOR REVIEW )
——

You will then see that the Pending Joiner shows that it has been submitted for Review.
The Overview will also show the below.

=+ Pending Joinars

— i ==
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8 Dverview
8 User Manual
& Application

Annual Reviews

0

Capabilities

Courses (Non-RTAS)

Ingtyiduats.

Arrwsal rrviow in du o ba completed by 31

a2

Status Grade R k) REPOTR
. s
@ B # H R
e S S —
Capabilitles Practical Sites individuats [ ]
106 14 7 0251054 122683

S

i
i

i
i

§
i

]
i

If the transfer is approved, you will see the above already outlined for approved transfer.
See below for what is seen when a transfer is rejected.

Rejected transfer:

When a request has been rejected, they will disappear from your Pending Joiners Section
of the page but will appear on the Overview page. You can see any rejections on the

Overview page.

SkilsBackbone

o v«:m&ﬁw&mnuwwm

L]

User Manusi

¢ Application

Annual Reviews

(41

Capabilities
Courses (Non-RTAS)

Indrviduals

B D

106

January
B Gues =
“Stver Stver Shver
Capabilities Practical Sites Individuals
106 14 7

Movemants
]
IN Trainer @I
2022-03-01 08:28:28
]
]
]
L]
T v

To see the reason for the rejection, click on the REJECTED icon on the overview.
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SkillsBackbone

> ADD INDIVIDUAL

Training Provdar Q . Q 2 At ’
. In progress Far revwrs ajecte
S o

& Overview Joiner Movement Actlvity

@ UserManual x

Resection notificaton eral sant _
2 Apptcaton E—

&2 Annual Reviews g
Sialus ehanged le Rejecied

Cagalifities 106 Rajected dug to Tramer baing susperded

>
B Courses (Non-RTAS)

You are then required to take the action advised in the comments and reapply as a new
trainer movement.

To deactivate an individual go to the trainer list on the individuals page and click the
LEAVE icon.

SkillsBackbone

> INDIVIDUALS

Tra ning Prownder

ndvicusl  Type Swhs
& Overview
© UserManual O S—— |—®
= Annual Reviews )
© [ | -
A Capabilities 49
Reccrds parpage. 20 W 13063 £ >
B Courses (Hon-RTAS)

The system then asks you to provide the reason for the deactivation. Enter the comments
which apply. Note if you select LEAVE in error you can CANCEL the action.
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After hitting SUBMIT the system will ask for a leave date, which can be in the future, and

upload of the required evidence.

» ADDLEAVER

5@ n progress o 18 ey

B Dveniew Leaver Movement Activity
MOIVIDLAL
- EE— o~
Status changed to In Progiess
2 Application LEAVER REASON
& Annual Reviews Trainar has r&lw
J# Capabiliies 4 i
EAVE DETE
B Courses (Non-RTAS)
-
&  Individuais 3
EVIGENCE
# Event Calendar
1. Declaration and signature from current Appendit 2 [raissrasssssor
X cPD gt ot egsn]
i 2. Provider headed letter signed and dated by te Training Managar
@ Practical Sites 5 outlining the rasons for the deactvation of he irainerassesson
profie, states memne“um individual is primary of Sub-sponsored by
. - e provider and confirms that the sndividua! |s not corrently subject to
B Training Canlre Localians 2 Farmal Review
1% Reports
@ Dbasrvations ICilck o drag Miles 1o upload
@ Training Desctory g
o Delails M fies uploaded

& Usars
CANCEL REQUEST SLEMIT FOR REVIEW

Add the leave date using the pop-up calendar and upload the evidence in the same way
as described in previous sections, by dragging in files or clicking, finding and opening the

files required.
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SkilisBac

»  ADDLEAVER

7] e L]

In progresa For raview Approved

Overview e Leaver Mavemeant Activity

e anuas .

Appiratian

&
L]

Status changed to In Frogress

Annual Reviews Trainer has resigned

4]

Capaodibes a8

m

Courses (Non-RTAS)

< February 2022 ?
Ingracuais

Event Calendar

CPD

Practical Sies 5 4 15 @ w18

Training Centre Locations: D A B OB w B B

E m ©

21

Reports

L]

Observations

[ ]

Training Direstory .4

8

Details ol ng Evigence 7

Users
CANCEL REQUEST SUBMIT FOR REVIEW

[0

Once the files have been uploaded you can SUBMIT FOR REVIEW. The system will then
confirm the status change by both message on screen and in the activity timeline on the
right-hand side of the screen. The request has been submitted to NSAR for processing.

SkillsBackbone

>  ADD LEAVER

< (~] o

in progress For review Approved

@ Overview Leaver Mpfe

For Review

© User Manual £ ns
Status changed to For Review

-+ Application

&  Annual Reviews <
Sasbackbons Evdence 2005 has been unipaded

# Capabiities 18 I

B Courses (Mon-RTAS) 202z 2
Slatus changed io In Progress

= Individuals

B Event Calendar

= CPD

You will see that the trainer is marked as ‘Leaving’ and ‘For Review’ in your trainer list.
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& Individuals

NSAR

SkillsBackbone

@ Overview -
T e — - | e ]
2¢ Appication [ . e | ==
£ Annual Reviews [N S | lTl
# Capabililies 49
= o0 w < ?
Once NSAR takes action, you will see the following:
Approved transfer:
The trainer will have disappeared from your trainer list in the Individuals section and is
recorded in the Overview as an ‘OUT’ activity.
¥ OVERVIEW
a——
& Overvew Status Grate !
o b g % e oD
& fowscation Go Gaw
S B> o
# Capavises Capabilties Practical Sites Individuals .
B Counses (Hon-ATAS) 49 5 3  torwod
2 e , E— -
before the deactivation can be processed
The individual will appear on the approved list as . To see
the notes of what information is required and take action press the VIEW MOVEMENT
button.
SkillsBackbone
L 2 INDMWMIDUALS
. 2 s
e
@ Overview 3 e
© User Manual _ TralnerAssesso | |
& Appication B - [ Actve ] | [} | oo
# Capabilties 29
0w < 2
B Courses (Non-HTAS)
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The system will take you back to the initial application screen to read the comment and
take the required action.

SkilsBackbone

> ADD LEAVER

71 (2] 3]

In progress For review Approved

& Overvew &
Fite wil not open. please reattach Laavar Movemant Activity
0 Usear Manual O
& Applicat — Siahis changed ba Maoie Information Requirsd
Frm wil not open plesse reaSech
# Capanilities a9 Trainas has resgned 13
Status changed to For Heview
8 cousss onTas) S
L Individuals
O0TM22022 - Stdskackoons Evidencs 7 00Cx Ras 26N LETERd
B ContCaensn —
= CPD 2
Sab hanged to In Progress
@ Prachcal Sites - 1. Dectarabion and signahire from current Appendi 2 jrsissrsssassor s :
£ : sgne notaqured ]
. . . 2 Provider haaded lettsr signed and dated by the Training Manager
W Training Centre Locafions 2 oullining the reasens for the deactivaion of the bamnerassessors
profile, states whether the indwidual is primary or sub-sponsored by
= Reporls e provider and confirms ihal the individual i not cusrently subject fo

Formal Review.

@ Observations

& Training Directory 8 Cick or drag fles 1o upload
9 Detals
2 Users Skillsbackbone Evidence 2 docx

(=]

CANCEL REQUEST SUBMIT FOR REVIEW

Once you have completed the actions required, you can SUBMIT FOR REVIEW again. As
above the system will then confirm the status change by both message on screen and in
the activity timeline on the right-hand side of the screen. The request has been
resubmitted to NSAR for processing.

Rejected transfer:

When a request has been rejected, the trainer will be shown on the list as still approved
and that the leave request was Rejected.

To see the reason for the rejection, select VIEW MOVEMENT. The reason will appear
within the Movement Activity bar.
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SkillsBackbone

> INDIVIDUALS

2 s

Owerview

User Manual - (L Leaving = - -
+ Application - = @ — |_ — |

L

[

]

# Capabilibas 48
thamss wath Teainer @ . | T |
B Courses (Non-RTAS) -
o v
- Individuals 3 <2

The system will then show you the rejection screen with the comments for the rejection
appearing in the movement activity timeline on the right-hand side of the screen. You can
not resubmit a rejected request and will be required to repeat the LEAVE process.

# ADDLEAVER

(] Tor e Rajected

& Overview

@ UserManust x
Status changed 4 Rejected

& Applicaton Arm you Bevare ths Uaner i3 3utject o Formal Seew and can not be-
ceactvRied untl the POl Sevam Nas MeEcned 15 Conckaicn Bnd Sk,

= Annual Reviews

# Capabiities 49

B Courses (HonRTAS Status changed 8o For Hovls

Han-RTAS)

& inciicuals 3

& Event Calendar Shllibackiirs Evcleron 2 tocs bk been iaded

= cro .

@ Practcal Sites Stalus changed fo in Progress

B Training Centre Locations

s _Hanors
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The system enables providers to view the capabilities which individuals are approved to
deliver including whether the individual can train, assess or train and assess. This list
should match Sentinel.

Note: All Providers must ensure that individuals capability lists are kept up to date to
allow maintaining accuracy of capabilities in Sentinel.

Individual’s capabilities can be viewed by the VIEW CAPABILITIES button.

SkillsBackbone

2 Individuals = ADD NDVIDUAL ..
@ Ovenview
J— - o
2 s - Lo =)
& Annual Reviews —
#  Capabiliies 36
B Courses (Nen-RTAS)
PR L o (oo ]
i Evenl Calendar g 0w { 5

When selected the system presents the capabilities that the individual holds and at what

level.
O ——— C e >
PPROVED CAPAEILITIES Qs ()

V]

e

s ]

seirier o (]
nheal Mg Kaane. 78] ]
Horminated Person OLE AL tsolsoon. (NP L]
Nomemated Farsan OLE Autn Tramskrmer ssisten, (HE DLE/AT: &
Svermesd Line Fammt ]

- L
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The addition, removal or amendment of individual capabilities is managed through this
individual screen by using the REQUEST CAPABILITIES CHANGE button at the top right-
hand corner of the screen.

This opens the capabilities window which details what is held and where amendments can
be made to either train/assess or request new capabilities or request the removal,
whichever is relevant.

Individual Capabilties
LI - — == REQUEST CAPABILITIES CHANGE

This then opens a capabilities edit window to choose the new capability that is being
requested. Find what you want to add and tick the box.

Capabilities (319)

Q_ 0 0 -

Construct Renew Enhance and Modify OLE in Accordance with Design Drawings & Specs (DLEC T

OLE Engnasring

Conircl Mobile Flash Bult Welding Host Machine. (ME MESW,

Fad Plant

Conirel the Use of Resources to Achieve OLE Enginesring Requitements (OLEC 4

Conlroller of Site Safety. (G055 2 =2
Track Safet ! - Can Train Can Assess

COSE Theory. [COSE Theory)

Can Tran Can ASSEss

Crane Conlrolles - Excavalor Crane. (CC Exr)

m Can Train Can Assess

Crane Controller - Panel Layers (T PL

Crane Controller Attachment - Group 1 Ballast Management (CC A1 G 1)
R Plact
Crane Controller Attachment - Group 2 Civils. (G5 &= Grp 2

Crane Conlroller Altachment - Group 3 Powered Lifting. (CCAnGep 3

=i Plant

Crane Confroller Attachment - Group 4 Tree Management. (CC A Grp 4)

Crane Confrofler Attachment - Group 6 Rail Management (CC At Gp®

Crane Controller Attachment - Group 7 Crepper (CC Az G T)

-

Note the change in colour from green [existing] to blue [requested]. When you select the
competence being applied for this also needs confirmation of the level i.e. train, assess or
train/assess. The system defaults to both but if only one is required then simply untick what
is not wanted and press DONE.
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Crane Controlier Attachment - Growp 6 Rail Management. (CCanGp &

Crane Conlrolier Attachment - Group 7 Cropper (CC At GegT)

=

Pressing CANCEL will close the window and no changes will be made or submitted for

review.

The system then takes you to a page to confirm your request and upload the evidence
required to support the new capability request and allows the addition of notes to

accompany the submission. Addition of files works in the same way as already outlined for
uploading documents earlier in this manual. When finished hit SUBMIT FOR REVIEW

Indrnidual Capabilties

I 4 REQUEST CAPABILITIES CHANGE
©  Crare Comtmter - Exanar Crane: (66 Exz) e © The Traines has completed menforship, se= allached evidence
o e i The Assessor has compileted mentorship, see altached evidence

S8 Treory (G083 Thesy e}

Capapility Addibon Uploads

1 Deslaration and signature from cument Appendo; 2 ranesssesscr sgratars requined]
2 Mentor's observation reparts

3 Provider headed letier of sponsarship matching only the capabiliies which the provider has assurance fo deliver signed and dated by the Training Manager
WB 1ars monshag ANCRCral VIS EEEIST LIOA0ATRE i JASTION B 106 [OVISer'S ERRATINGF, 3 TAPAIE REpMERTEN I MGuSE] AN RIGTONal praviser CAEADKYy i TBE-RE SNEs T8 RN ARG
NS .

4. Trainen'Assessor Personal Statement vehich must nclude detas of accupatonal compelence as defined in Me trainer reguiremants section of the reievant & cument
lesson plan

5 Training and’or Assessment documentation far the memored events:

TRANING: COMPLETED. SIGNED AND DATED REGISTER OF ATTENDANCE ONLY.
ASEE SSMENT ALL PAGES OF THE FULLY COMFLETED AS SESSMENT DOCUMENT

Click of drag files ko upicad

Shillabackpone Evgancs 2 400

SUBMIT FOR REVIEW

S —————

The system will confirm it has been updated with a pop up message at the bottom of the
screen. This means that your request for an additional capability has been sent to NSAR
QA for processing.

) CAPABILITIES Q Search

«”  Capabilities Updated

NSAR must approve your request before the Trainer/Assessor can conduct any events
using the requested capabilities.
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When NSAR has taken action you will see:

Approved upskill request: The notes that NSAR QA has added are easily seen.

Srerw Sortsier - Dempewnr Sree o Des Capability has been added 1o Senting - please see attached screanshot of addition as evidence
Approved

Below the form area you will see the additional capability within the list.

« 5 Individual Capabilties
Termy Mitchell

<+ REQUEST CAPABILITIES CHANGE

\PPROVED CAPABILITIES Q- 0

Authonsed Person OLE AC Isolabon. (AP OLEAC-)

801 OLE Auto Transformer liclation, (AP CLE/AT)
Cansuster Risil Fermit - Testing using & Live Line Testes (COSS CRP LLT
Controiier of Sita Safaty. (COSS)
COSS Theory. (COSE Theory)

Srar St - v Srarm. 155 B o
Naminsted Persan COLE AC Isolasor, (NP OLEIACH)

(OLE Auto Transformer Isolation. (W9 OLEAT-)

O 0 O\0 0 &/jO 0 O

Owarhaadi Ling Parmit (COSS OLF
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upskill request:

The notes that NSAR QA has added are easily seen

Crane Controlier - Excavater Crang, {CC Bxc)

o © © s
| Aoproved

——

Capabifity Addition Uploads

1. Declaration and signature from current Appenduc 2 ftrainer assessor signatire requiced)

2 Mentor's observation reporis

3. Provider headed letter of sponsorship matching only the capabilifies which the provider has assurapce fo deliver signed and dated by the Training Manager
H.B. WWhess requesting additansl iraiserisssssser capabiliies in adaition to the provider's capabiities, 2 separate spplicaton to request an addgonal providier capability = required cnce e trainersssesss:
speézaton has besn aporoved

4 TrainerjAssessor Perzonal Statement which must include detail of occupational competence as defined in the trainer requirements: section of the relevant & curnent
leszon plan

5. Training and/or Assessment documentation for the mentored events
TRAINING: COMPLETED, SIGNED AND DATED REGISTER OF ATTENDANCE ONLY.
ASSESSMENT: ALL PAGES OF THE FULLY COMPLETED ASSESSMENT DOCUMENT

Céick or drag files o upload

Skilsbac i
s

-1

To act, add the required comment and amend any uploads required and SUBMIT FOR
REVIEW again. This will then be sent to NSAR QA again for their review and action.

If approved it will appear as the Approved upskill detailed above. See below for what you will
see if it is Rejected.

Rejected upskill request: The notes that NSAR QA has added are easily seen and the
Rejected icon is displayed.

The capability will not appear on the overall list of capabilities seen beneath the form
submission area of the screen.

Individual Capabilties
“« -~ _ == REQUEST CAPABILITIES CHANGE

UPSKILL REQUESTED

MName rain  Assess  Add Comment

< The Trainer does not hold the competence >
Crage Cantroller - Excavator Crane. (CC Exc)
0 ( Rejecied ) o o Add Comment

Version 3 Page 38 of 96




NSAR

SkillsBackbone

To return to the main list of capabilities press the back arrow at the top left of the change
request window. This will return you to the approved capabilities list for the trainer/assessor.

Editing an existing capability to add train or assess as required is completed in the same
way as requesting a brand-new capability.

Individual Capabilties
€ F _ = REQUEST CAPABILITIES CHANGE

\

Earlier the Trainer/Assessor was awarded Assessor capability only.

Individual Capabilties
« F i 4 REQUEST CAPABILITIES CHANGE

Authonsed Person OLE AC Isclabon. (AP OLE/AC)
Authorised Parson OLE Aute Transformes lsclation (A7 SLEIATS

o
o
Cangustor Rl Ferit - Testing using 8 Live Line Tesser (COSS CRPLL (]
Cortrolier of Site Safaty. (COSS|
G083 Theery. (0SS Theary)
ndwcual Wiorkng Alone: (VR o
Nominated Person OLE AC Isolaion, (NP QLEACH) ]

o

o

Momnatec Person OLE Auto Transformer Isolation. (NP OLEAT)

Crvarhead Line Permit (COSS OLF

To upgrade that to include training also simply tick the ‘Can Train’ or ‘Can Assess’ box on
the request capabilities screen and click DONE when complete.

Capatiilies (319)

Q o O~

Sarairuct fiamuw Estance ses Uisefy GLE in Secovstueee i Desgs Eriwngs & Spees. (00823

Camhnnl Wpboe Fiaws g Wekdeg toon Mumen w2 WEs

Une ot Rismsurcin o Achigvat CLE Engramnng Asgessrert. (LT &

ot Comester allzssrenet -G
Canm Covmribier Sttaenen
Cxar Coneyotin Sltachrert - (e 4 Ties Managersard. 22 4 2ez
Craee Corsrobier Aliscersart - Giezes, | Fad Mamagaemsm 22 20 3 8

Cotren Coveiuber Sllucheenrs - Cotmp F Crsppat S0an 30

T e SHBGETAR 3RS 1 VBGT G2 M L z
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You are then returned to the change request screen for you to add comments and upload
files in the same way as above.

COSS Trasry, (COSS Treory) Q Q Tramer has completed their upskiling

Capability Addilion Uploads

1. D ion and sig from cument Appendo: 2 signature required]
2 Mentor's chservation reporis

3. Provider headed letter of sponsorship matching onky the capabiities which the providar has assurance to deliver signad and dated by the Training Manager
NB. Whers requesting adcitional tranersssetess capatites in sadtion to tha provider's capabiites, 3 sepsvate applisation oo request 37 aocitons! prowidar sapabiity s recueRd once the Tainer asseRIe:
appication has besn spomoved

4. Trainer Assessor Personal Statemant which must include detadl of occupational competence as defined in fhe frainer requirements saction of the relevant & current
lesson plan

5. Tralning andior Assessment documentation for the mentored events
TRAINING: COMPLETED. SIGNED AND DATED REGISTER OF ATTENDANCE ONLY.
ASSESSMENT: ALL PAGE 5 OF THE FULLY COMPLETED ASSE SSMENT DOCUMENT

Click or drag files to upload

il ne Eviden X

—
G D)

_—

NSAR must approve your request. When NSAR has taken action you will see the same
screens as in previous sections but instead only for the additional train or assess capability
submitted.

During any change request you will see PENDING CHANGE against the relevant change
request. Once submitted and pending these are a read only condition and cannot be edited.

You also can not submit any further capability changes until current changes have been
actioned by NSAR.

©  Your modificd capabilities have been submitted for review.

UPSKILL REQUESTED

MName ran  Assess  Agd Commant

Trainer has completed their upskifling

COSS Thagey (COSS Theory) ® ©
é Add Gomment

When submissions are complete the system will then show, against each one, what action
you have taken whether this be a change to an existing capability i.e. adding train or assess
to it or requesting a new capability.

The approval, more information required and rejected actions that can be taken by
NSAR will show themselves to you in the same way described above.
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To remove a capability, use the REQUEST CAPABILITY CHANGE button.

Individual Capabilties

¢ p

+ REQUEST CAPABILITIES CHANGE

Find the capability that you want to remove from the list and select the REQUEST
REMOVAL button at the side of the capability that you wish to remove.

Capabilities (320)

o

Construct Renew Enhance and Modify OLE in Accordance with Design Drawngs & Specs. (EC Y

OLE Engraanrg

Control Mobile Fiash Bult Weldmg Host Machne (Wl s

i Plant

Contrel ihe Use of

o Achieve OLE Eng G ts. (OLES &

Conroller of Site Satety. [COS%)

COSE Theory. (COSS Treory
Track Salery
COSS Theory, (COSS Theory

Crane Controfier - Excavator

Crane (CCEsz)

Crane Conrolier - Panel Layers [TCFL

2i Pl

- Group 1 Bafast OT Al G 1

Crane Controlier Attachmen|
Piai Piand

Grane Controlier Aftachment
Fiai Fiant

Crane Controier Attachment -

Riai Plact

Crana Comtrofler Attachment «

- Group 2 Conly. 15048 Gen 1

Group 3 Powered Lifting (CC A= S 3)

Group 4 Tree (CC i G 4y

Fal Pani

Crane Controfier Attachment -

Bk Fand

Cians Canlrofar AfLschment -

GAMCEL

Group & Rai Managamant (CC Az G &)

Group, 7. Cropper (T An S 7l

Can Train Can Assess
Can Train Can Assess

CanTram [ Gan Assess

Once selected the system will make it clear that a removal has been selected.

Controller of Site Safety. (C0ss)

Track Safety
COSS Theory. (COSS Theory)

rack Safety

0SS Theory. (COSS Theory
rack Safety

Can Train Can Assess

If this was not intended it can be cancelled using the button at the bottom of the list.

-

Crane Controller Attachment - Group 7 Cropper (CCAs Grp7)

r

When you are sure, just click DONE which will return you to the change request input screen
to add notes, upload any files associate with the removal request and submit for review.
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The system then shows you its requested removal state which has been submitted to NSAR
QA.

UPSKILL. REQUESTED
Hams ran  Asssee Ao Gomment

COSE Theory. (COES Theory)

Add Comment
D ¢ -

Capab#ity Removal Upioad

1. Deciaration and signature from current A dix 2 f o mquired.

Skilsbackbone Evicence 2. docx

NSAR QA will either approve or reject your removal request. Below shows an approval. To
return to the list of approved capabilities again, CLOSE this window.

ol L 1"dwm|%&b"h95 = REQUEST CAPABILITIES CHANGE

UPSHILL REQUESTED

Hame Tain Amsess  Acd Somment
COBS Theory. (COSS Thacry -
° = = . ° Add Cormmant

Capability Removal Uploaa

1. Declaraton and s:gnature from currant AppendiX 2 [manecsssessor signanre mqured]
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Please note that reporting from the calendar is done from the Reports section found in the
overall left-hand side action bar and will be covered in the reporting section of this user

manual.

Events are defaulted to view in list format, however there are different views available which
can be seen at the top of the screen.

SkillsBackbona

EVINTS UPCOMING DAy MONTH

= ADD UNAVAILABLE DATE

This view shows you in more detail the events which are coming up and all the detail of the
event in summary format. It also plots them on a calendar to see at a glance any days
which training is not being delivered.

»  EVENTS

EVENTS DAY MONTH Filter by tr v
Training Provider < ADD UNAVAILABLE DATE
g% 0
~ EE Interim COSS Assessment (midweek days) No PC { March 2022 >
2 int
© User Manual o
i | . d
&+ Application 8 9 1] n 1 13
14 15 16 18 19 0
& Annual Reviews - - . :
5] 2 OTP Gore RECERT 2 2 23 24 25 26 27
J Capabilities B0 m 2 2 30 3
B Courses (Non-RTAS)
PTS AC Recert (incl DCCR Recen)
& Individuals 58
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This view shows you in summary detail the events which are taking place on a specific day
only which can be chosen from either the scroll left/right buttons or by selecting a day on
the calendar.

SkillsBackbone

i '

™.
e

& Overvew < 8 Dec2021 b < December 2021 >
@ User Manual . MC/CC 360 Excavator with groups 1,34 and 6-9 )
&+ Application B Dec 2021 - 00:15 to  Dec 2021 - 16:00 @ o

L]

Annugl Reviews

Capabiiities &0

|

Caurzes (Non-ATAS)

o Individuais L

This view shows you the summary detail of all events being delivered in the month of your
choice which can be chosen from either the scroll left/right buttons <> on the left-hand side
of the screen or the scroll left/right buttons on the calendar <>. The detail is shown on the
left-hand side summary.
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skillsBackbone A [(?=] (&)

EVEMTS UPCOMING DAY m Fiitar t 2 -
= ADO UNAVAILABLE DATE

€ December > < December 2021 >

o2
'T..‘.

]
|+

Overview

0 Ussr Manual

Applcatien

Annual Reviews

n

Capabiiities 80

m N

Coursss Mon-RTAS)

BTS2 AC Bacert (ncl DCCH)

1 Doc 2001 . 08-45 to 7 Doc 2007 . 16.00

Indivicuals 2]

i EveniCalenoar
PTS AC Recert (incl DCCR)
By . ]
g e P T bl o P B RS
-]
B Training Centrs Locations 12 Engeneering Supervisos Initial
e W‘ 1 Dec 2031 - 0828 1o 2 Dac 2021 - 180
gt Sl Lookout Indtial (PM) Site Warden Inial (AM)
& Training Directory e g © 1 Doc 2027 - 08:45 to 1 Dac 2027 - 18:00
&5 Details

DC Electnfied Linea Level B Swiiching intia

1
=3
1
[ oec |
1
=32
1
Practical Sites 12 m

1

[ oc |
1

=2
1

| nec |

i Usss

@ 1 Dec 2021 - 08:45 to 1 Dec 2021 - 18:00

Adding an event can be done in 2 ways. You can click +NEW EVENT. This will open a
completely blank event for you to populate.

SkillsBackbone

EVENTS UPCOMING DAY MONTH

4 ADD UNAVAILABLE DATE

You can also copy an event from the main events list using the green icon at the left side of
each event. This will copy the event chosen allowing you to edit only the fields that you
require.

SkillsBackbone

[SYCNEM UPCOMING DAY MONTH Filtar by traine v

= ADD EVENT s ADD UNAVAILABLE DATE

@ Cverview
COSS mitial _ it :
@ UserManual 10 Dac 2027 - 16:00
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Select +NEW EVENT as shown above. This will open the event page for you to add the
detail required.

EVENT DETALS

* @ Event Details < March 2022 ¥

;
s

L
i
:

ez
ik e s

- - Hi caoniites sesctad
Capan-ines, =

Coursss (Non-FTAS)

ot

Event Caendar

Ce -

Fractics: Sl

HE O M B k@ N 0

Trasming Gantrs Locabons

Fenors

E

Oosarvaton

L

Traming Drectory g Traming Centre Locatan

- PFractcal Locason

f

Otner Location

SAVE EVENT

#
o
H

Add the Event Name, which is free text, and is the name/reference of your choosing that you
as a provider refer to the course as. Then select the competences which this training event
will deliver by clicking on ADD CAPABILITY. More than one can be added here and should
be all the competences which are delivered in that course. When all competences have been
selected, click DONE

Availabe Capabiitios (33)

On Tracs P! Coed 97 Gomy

Orvartaed Ling Parmi £O88 005
S——

.995.. Flannerlsguer FoSW R
Persanal Tracs Safety, F13
Pratacton Canraier £2

Bate Sywlem of Work Flannar, S50ne

Bate Woric Leader | Trainer (wiinous ecn], Sues T

Sxte Work Leader 1 @iwy

Wosienyg Naar or Agiacent to the DC Cansustor Rail F75 00CR
trask Satet
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]
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The system then lists the capabilities being delivered in the course. Please note that if you
select one in error it can be removed by using the dustbin icon at the right of each
competence.

Track Induction below has (TIC) next to the name. This tells the system that the delivery of
this course needs an approved practical location associated to it as below.

SkillsBackbone

CE AN < March 20 >
PTS AC DCCA - Track Inducton ' . °
@ Oventew m o 1 17 13
© User Manua ; o L L !

DO CAPARR ITY.

> Appicatan

Pargonal Track Safsty. (PTS)

& Annua! Reviews
e Canabities ‘Working MNear or Adacent to the DC Conductor Rl (PTS DCCRy
B Courses iNon-ATAS z
Track inguction. {Tr 00
& movidusis Thak Erigirsaing [TiC
i Event Caisndar

Select the trainer delivering the course. If there are 2 delivering within the one event i.e. 1
trainer for PTS and then another one for TIC, then you can select more than one trainer. If
the trainer chosen is already delivering a course within the date chosen, the system will tell
you this against the calendar as information only so that you have the opportunity to check
your planning for any double booking.

skillsBackbone

) > BVENTS > EVENT DETALS

ae i PTS AC DCCR + Track Induction
Overaew

User hanug!
A0 CAPABRLITY.

Perpanal Track Safsty (PTS)

1 akeady attending an event

Cagpabiiitiss

L]

Working Near or Adjacent to the D Conductor Rai (PTS DCCR)

Courses Non-HTAS)

Track Induction. {Tr 00)
Tonck Enginesring (T

L1

Indndusls

Evert Calendar

GPD

Practical Sies

Training Cantre Locatone

Faparts

Observations

Tiivirig Dirocloy o ¥ 03/03/2022 15:00 v

Detals
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EVENT DETALS

FTS AC DCCR + Track Induction ) @

R - D o -
CAPABILITIES " 15 16 17 ® 19 -
@ User Maruai [ soocwspar | S S S P R R
A z8 = £ 31
= Pareanal Track Safaty (PTE) --
Tracke Safaty

.g,
3

Working Near or Adjacent to the DC Conductor Ral (FTS DCCR)
Timck: Safaty

Capabiities a5

i A3 Track induction. {Tr 00} i_

Trsci Engiearing T0)

Inctividuzis a

B = D %

‘Event Calendar

Practica! Sites

Traning Gentre Locatons

E = ©

Raports

Recertificaton Training
@ Obssrvations
Post Mantonng Assessment

i

Training Dmectony
o8 Datais

= Users

Add the start & end dates and times using the calendar and clocks that pop up in
succession — hours and minutes are set separately — you can drag the hand of the clock to
where you want it or click the number. When finished click SET
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The location for all events must be recorded and where the course is not completely
classroom based i.e. PTS, TIC etc., all locations must be added to the event. Other location
is free text, training center is a drop-down list.

& Obsorations LOGATION TYPE
@ Traning Directory =
& Detais

& Users

Where there is a competence being delivered that must have an NSAR approved practical
site to deliver on, this information is mandatory. If you try to save the event without
providing an approved practical location the system will not allow you to save the event.

9 Saes a

W Training Ceree Locations 1 Trarang Canite Location
Practical Lecaion

A | Heorg [ Othar Locaten

@ OCbasreabans
& Training Direclory o

TRAMMING CENTRE LOGATION
| -
o Oolais

& Users
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The practical location mu§t be added from the d_rop-down list to allow th%fem‘g g_’ef@ﬁ%on e
Once resolved and event is saved the system will return you to the main events list and
acknowledge that a new event has been created — this notification will disappear from the
screen after a few seconds.

SkillsBackbone

EVENTS UPCOMING D&Y MONTH Filter by f
+ ADD UNAVAILABLE DATE
@ Overview Event D& Suatue Traingr Lacazion
Man . 5 Mar 2022 - 08:00 =
© Userhanua B e naucton o .
] o 3 Mar 2022 -
& Annual Reviews PTS AC DCCR + Track Inguction & War 2023 -
. - P 20 Jan 2022 -
- 1 o - - 18 Jan 2022 - 0200
- cpes ” - 1B Jan 2022 - 08
- - i 17 Jan 2022 - 02:00
S . o 7 Jan 2022 - 09:00
x o B Ergnoong Supenvsor ocankezan 73505057 (000 |
v 2021 -
¢ Pracicaisies 2 B PTSAcaDccmecasicmen 2000 o0 I
B Tanng Cewelocaions 1 § opacmuTmapams NNt |
W Hapors I COSSinitial
G Cihracatioss - L] Protection Controliar Initial

Events are copied from the main events list.

Training Proviger o ADD EVENT UNAVAILABLE DATE
® 0

@ Overview
. B Dec 2021 - 08:45
R oS s 10 B 2021 1600 ]
] MC/CC 360 Excavator with 6 Dec 2021 - 09:15
&+ Appiicaton groups 1,3,4 and &8 9 Dec 2021 - 16:00
] SWL 1 Recert (E - 3 Dec 2021 - 09:00
A Annual Reviews Assessment]) - Session 1 3 Dec 20217 - 11:00
=
/ Capabilities 80
B Courses (Non-RTAS)
& Individuals 59
@ Event Calendar
X cFD
Facart) 3 Dec 2021 - 16:00
Recert) 3 Dec 2021 - 16:00
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When selected, the event input screen appears with all the information associated to the
original event still in place. This allows you to just change the specific information that you
need to so that you can add a new event using the basis of an existing event to do it faster.
The blue banner at the top of screen is there to remind you that are copying an existing event
and that you need to SAVE before a new event is created from it. In the below the same
event was running at the same time on the same day in the same location but with another
trainer. Therefore only the trainers name needs changed.

SkillsBac!

§ E = © @ @m + @D Y T OB O B

3

L3

Overnaw

User Manual

* Application

Annual Reviews
Capahiities

Courses MNon-ATAS)

Pracucal Bites

Traming Cente Locanions
Aepons

Observations

Traming Directory

Details

Lsars

EVENTE >  EVENTDETALS

¢ @ EventDetails

COSS inital

ADH) CnPa T

Conductor Rail Permit - Testing using a Live Line Tester (G055 CRP e
um

Controbar of Site Satery. (COS58)

Overhaad Line Permit (COSS OLF)

L 1}

Individual Workmng Alona. (IWA)

) '

Iniitaal Training -

When you have changed the information that you want to on this copied event, click SAVE.
Again the system will return you to the main event list screen and alert that an event has
been created and the new event can be seen in the list.

Version 3

Page 51 of 96



NSAR

SkillsBackbone

UPCOMING DAY MONTH Filter by traine -
4 ADD EVENT = ADD UNAVAILABLE DATE
&% B (L]
— Zan Y Lo
COSS intial 5 fee 202t -
@ User Manual 0 Dec 2021 - 16:00
2 Apolcation 0 Dec 20
. MCACC 360 Excavator with 6 Dec 2021 - 0813
T — groups 13,4 and 69 9 Dec 2021 - 16:00
F C iEties 80 Session 1 3 Dec 2021 - 11:00
i 3 Dac 2021 - 05:45
B GCourses Non-RTAS)
S 3 Dac 2021 - 08:43
2 Indviduals 59 oo ot
. Dac 2021 - 08
nt
B MC Group 2 Civilis 3Dec 2027 - D242
& cro 3 Dec 2021 - 16:00
- B Lookout/Site Warden Facert 3 Decanat-oRdn
S 3 Dac 2021 - 16:00
Sites -
£ Frixakel - ] PTS AC Raeart (incl DCCR 3 Dac 2021 - 0B:45
Fecert) 3 Dac 2021 - 16:00
I E [ PT3ACRecert inci DCCAR 3 Dac 2021 - 08:45
Fcart) 3 Dac 2021 - 16:00
¥  Repons
3 Dec 2021 - 0B:00
@ Obsenvatons e 2me
. 3 Dec 2021 - 0B:00
& Training Directory ) (§  Interim COSS (Mon - Thurs 2 Dec 2021 - 22:00
Hignta} - Mot Including PC Soa02
g ]
Details
= - e
@ U
At & PTS Practical

All events show as planned until the start date of the course is the real time date. The
course will then show as LIVE. The event will automatically ARCHIVE once 2 days have
passed in real time from the end date of the event.

If you need to edit or cancel an event where its status is showing as planned, this can be
done by clicking the status of the course which you want to edit or cancel. Click on the

PLANNED{s]s¥

SkillsBackbone

EVENTS UPCOMING DAY MONTH
+ ADD UNAVAILABLE DATE

4

|

Sta

@ Overview
L it o | 23 Apr 2022 - 08:45 ——
@ Use Manual N Sita Wardan initial (AM) Lockaut Initial (PM) 52y 20e2 - 1600 Planned
n 1 Apr 2022 « 08:45 =
&* Application oo 1 Apr 2022 - 16:00
21 Mar 2022 - 08:45

Planned

I8 Engineering Supervisor Fiecert

21 Mar 2022 - 16:00

A Anonc) Bovicas

N

The system will then open the event input screen where you can amend the details of the
planned event to edit it if needed or cancel the event if needed.
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EVENT DETAILS
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Trasning F

I

Ovendew

Usar Manual

e B

L

Applicaton

]

Annual Reviews

Capabiities 8O

Courses (Non-RTAS)

m

Individuals 5a

Evant Calendar

CPD

ta

Q Practical Shes 12

€ @@ EventDetails

Site Warden Initial (AM) Lookout Inftial (PM)

Site Warden (SW)

Track Sater

Lookout. {UKTU)

e

LU

¢ April 2022 >

Once you have edited what you need to you can SAVE when complete which will return you
to the main events list and will show the updated details. If you need to cancel the event, free
text the reason for the cancellation and click [oZ2\,\[¢1 = By =%/ 5\

Ovenaew

-]

Wser Manual

Appiication

.

Annual Reviews

(]

Capabilties a0

m e

Courses (Mon-RTAS)

Indniduals 59

B EventCalendar

> EVENTS » EVENT DETAILS

Event Details

Site Warden (SW)

Sk Salety

Lookgut. (LKTLY)
Track Safety

< April 2022 b

Not enough Candidates 1o run

GANGEL EVENT

V

If you try to cancel and event without adding a reason the system will prompt you that a

reason is required before the event will cancel.

Annual Reviews:

(]

4 Capabilities 80
B Gourses (Non-RTAS)

Individuals 50

@ Ewvent Calendar

Site Warden (SW)
Track Safaty

Lookout. (LKTLIY

ack Safaty
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Once the cancel action taken has been accepted the system will confirm that this has been
completed in 3 places. To return back to the main list of events use the arrow to the left of
the Event Details icon.

SkillsBackbone

¢ @ EventDetails < April 2022 >
2 3
This awent has bean canceliod: Not enough Candidatas to run
#2 Overview 11 12 13 " =
NT NAME
15 T3 b 1] 22 24
@ User Manual o
Site Warden |nitial {AM) Lookout Initial {PM) 25 b v 2B 29 3
=+ Application
& Annual Reviews CAPABILITIES
/# Capabilines 80
This event has been cancalled: Not encugt
ite A - Candidates 1o s
B Courses Non-RTAS) BIS—Winds" s 2
& Individuals 58 ) )
Lookout. (LKTU) “'." RESTORE EVENT
@ Event Calendar S
X cFD
TRAINERS
Q@ Practical Sftes
- -
@ Training Centre Locations 12
L& Aepons
Initlal Training -
@ Observatons
@ Training Directory =
&8 Datails 23/04/2022 D8:45 v
ias Users

This event will now appear at the top of the list showing as @£l

SkillsBackbone

UPCOMING DAY  MONTH Fiter by wainer -
T’”';F'Ei:"' < ADDEVENT § = ADDUNAVAILABLE DATE
u ]

Overviaw

23 Apr 2022 - 08:45)

23 Apr 2022 - 16:00'
1 Apr 2022 - 08:45
1 Apr 2022 - 16:00

1] i — 21 Mar 2022 - 08:43
L Engineering Supervisor Recert 21 Mar 2022 - 16.00 Planned

I Site Warden Initial (AM) Lookout Initial (PM)

@ User Manual

&  DpCCRinitial Planned

- Application

R0l Bevisws,
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This section gives administrators and managers a detailed view of CPD upload progress of
their trainer/assessors including their progress status, total hours submitted, number of
required hours and the detail of what has been submitted and uploaded by their staff.

This is a read only function to view CPD progress. Changes to CPD can only be made by
trainer/assessors from their individual accounts.

Monthly alerts and emails will be sent from Skills Backbone to managers and administrators
to keep them informed of CPD progress throughout the CPD year.

When the CPD tab is opened you will see the summary list of trainer/assessors and
their CPD portfolio status, total hours logged to date and the required hours.

1]

Individual Cpds

m y QOB

H O M 85 »

The detail can be seen for each individual on theﬁlgist by clicking on the individual that
you want to view in detail. You will also be able to see a CPD Activity timeline which
will record how often a trainer/assessor is updating their CPD portfolio.

o

Ovarvigw

User Manual
Application

Annual Reviews
Capabilies
Courses (Non-ATAS)
Individuals

Event Calenaar

CPD

Practical Sites
Training Centra Locations
Reports
Observations

Training Directory

Total Hours Complste

15

Reguired Hours

Qualification within teaching or Quality
assurance

Cpd Activity

Acded activity "Cualification within teaching of Guality assurance”

with 15 hours

Status changed 1o

CariStephenson{43] pdf has been uploadea

Status. changed to Start
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To see specific detail about an item, click on the activity that you want to view, and the
detail side bar will open. This sidebar is scrollable to see responses to reflections and
the evidence uploaded.

SkillsBackbone

INDIMIDUAL GPDS
X -
& O ' 1 Total Hour Cualfication within 12aching or Quality assurance
Brview ACTIVITES
(30}
@ User Manual 1 5
Gualificanon within teaching or Quality
= Application assurEnce 15 H
Adced 31 Aug 2021 - 1553
& Annual Reviews 15
Cpd Activi
# Gapabluties 35 0 "
B Courses Non-ATAS) hodg
with* | Completed L4 Award In Intemal Guality Assurance of
2 individuals 3 Assessment Process and Practice
@@ Event Galendar
Sl \WHAT HAVE | LEARNT? {REFLEGTION
X CPD
124 forms an Integral pan of our learning provision,
@ Practical Sites 2 || the ability to work to set standards and processes
i - aliow for a consilient level of provision
Training Centre Locations. 1
Stan
@ Observatons Lhilising this new skill will allow me 1o interact with
: my peears within tha organisanon in relation 10
@ Training Directory = L
standardisation of our provision and processes
£ Details afigned 1o that provision. Providing opportunities Tor
the development of our provision for the benefit of
B Lners the leamers

Where CPD portfolios remain in progress at the end of the CPD year, it will be
automatically rejected. Where CPD has been rejected this is seen on the summary
page easily identifiable.

SkillsBackbone

&

®  Individual CPD
ASEES50T

@ Overview Period 1 H al | brritted [ ppr L i
Appli

&' fipplications, 1 Aug 2020 - 30 Jun 021 po 14 14 16 Dec 202C

& Capabilities < >

= cPD 0w £ >

= Providers

@ Observations
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For Trainers and Assessors to submit their CPD hours they need to log into their
Individual Skills Backbone accounts. Once on the Overview page select CPD from the
left hand list.

This will load up all current and previous years CPD. On this screen individuals can
monitor their current progress with the number of hours logged and status of CPD
submission.

At the start of the CPD year press the START CPD button at the top right to begin.

SkillsBackbone

|
| cel
_ ®  Individual CPD 4= START GPD
Trainar
; & Overview
[ Re—— oo SR ;
# Capabilities
= cPD
Jun 21 Archived Approved
= Providers - i >
& Dbsaiations 1 4wl 2017 - 30 Jun 2016 Archived a 59
0w LE { >

If you have already started your CPD and wish to add more activities, click on In
Progress under CPD Status.

® ndividual CPD

1 Juk 2021 - 30 Jun 2022

30 20 o 10 Mar 2022 (D
1 AuQ 2020 - 80 Jun 2021

30 48 48 27 May 2021

1 Jui 2018 - 30 Jun 2010 80 10 0 20 May 2079
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You can access CPD submission from previous years by pressing the CPD Status
buttons.

This will take you to the CPD submission screen where you can submit CPD activities.

You can also see how many hours are required to be completed during the up coming
year. Each trainer/assessor will show as 30 required hours. Where a dispensation has
been given for reduced total hours, NSAR will amend the total hours required for that
individual which will show in your view. A request for dispensation must be done via
direct contact with NSAR through Freshdesk, it cannot be done within Skills Backbone.

N.B. Dispensations for reduced hours of CPD are valid for one CPD year only. Total
hours required will revert to 30 hours at the start of the new CPD year and the

dispensation application is required to be repeated in order to have the total required
hours reduced again.

SkilleBackbone

Trainar Start Cpd In progress For review Approved

@ Overview
<+ ADD ACTIVITY Required Total Hours Total Hours
[# Applications Hours Submitted Approved
4 Capabilities 30 0 0
= cPD
Mo activities

= Provide

viaees Cpd Activity
@ Observations

SUBMIT FOR REVIEW Status-changed 1o Start

To add a new activity press the blue ADD Activity button. This will open a window from
the right hand side of the screen.
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/
N~ —

Select Activity from the drop down menu. The number in the brackets by the title
indicates the number of claimable hours available for the activity.

New Activity x

I
—
Afttending an initial non-technical course (18)
Attending industry Workshops (10)
Altending Initial Rail based training courses (18)
Aftending seminars/webinars (10)
Completing mentorship to gain capabilities to Train/Assess (30)
' Compiletion of an eLeaming course (18)
Developing new training packages for leamers (15)
Networking with professionals in the fields (10)
Qualification within teaching or Quality assurance (30)
Reading relevant articles/professional journals (3)
Reading relevant texibooks within the industry or training / Industry standards (5)
SEN [Special Educational Meeds| progression within the training depariment (15)
Undertaking additional duties (10)
Undertaking the role as a Mentor (Upskilling of other trainers) (10)

Updating knowledge through Industry related video or books (5)

Fill in the number of hours spent completing your activity. Where you have reached an
activity cap, submission to that category will not be accepted by the system. If you try to
submit over the capped hours, you will get a warning message at the bottom of the
screen.
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A\ e total hours cap for this activity is 5

Fill in all of the required fields and upload supporting evidence using the same method
as covered previously within this manual. Once you have completed the review press
SAVE.

If you try to press save without filling in all the required fields or uploading any
supporting evidence an error message will show in 2 places on the screen and you will
be unable to save the activity.

— o o b )
Trainer Stant Cpd In progress o

i Cvervisw Devsioping néw franing packages for iearnsrs (15} -
¥ Applicatons
# Capagiities b

10
= cPo

Na actvities
= Provioers e i
@ Cbservations (Createdt s Training MESE o wor SIBAgeds the Natwark Rall matsrial 18 Snnancs
tne Learmers exponence and subiect knawiesge
By writing the materal | have increasad my own subject nowleaga in the area.
wid i recuined
Fun a focus groun with my fetow Treiners earfier in the process 5o that we can develap
an scourate and slandardsad approach te dalivering the materal.
-
Ciick or drag files 1o upioad
Na fles upioadsd
& valiialion eTor on Your fom
Once you have pressed save you will be taken back to the progress screen.
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Dwsrvidw

Apglications:

a
=
F

Capabiitiss

CPD

w Providess

@ Cosanelions

© o ) o
Start Coc in progress. For review Approved
Pourtoss || Totous Tt oo
Submitted Approved
30
10 0

Dvaloging new training packages for isemers

m <
Ao aEtTy DEvSRIng Nw FRONG CSCARgEE o REFNan” WaR 10 hours

Status changed to in Progmaa

Satus chanpad to G

Once you have added some activities and achieved over 15 hours CPD you can submit
them for a mid term review. To do this press the Orange Submit Mid Term Review button.

I o [/} ) ()

Trainer Start Cpd In progress Far review Approved
e Required Hours Total Hours Submitted Total Hours Approved
[# Applications 30 18 0
# Capabilities

Camglatan of an sLeaming couse
= cRo A 2 Feb 2009 » 18:51 18 hou
= Providers Cpd Activity
SUBMIT FOR REVIEW
s ‘Added aciiviy "Complation of an eLeaming course” with 12 hours
Once pressed the submit mid term review function another window shall appear double
checking you are happy to continue.
Mid-term Review
You can submit your CPD for Mid-term review so that NSAR can provide early feedback.
Mid-term review submissions must have at least 15 hours and can only be submitted once per CPD period.
Once submitted, you can continue to update your CPD as normal.
CANCE SUBMIT FOR MID-TERM REVIE
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Press Submit for Mid-Term Review if you are happy to continue or Cancel if you wish to add
more CPD activities.

Once submitted you will be taken pack to the home screen and a message window will appear
stating that you have submitted your mid term review.

== ADD ACTIVITY

You have submitted your CPD for Mid-term review. NSAR will feedback on mid-

term submission shortly to benefit your final submission but you can continue to
update your CPD as normal.

ACTIVITES

Completion of an eLearning course
Added: 2 Feb 2023 - 18:51 18 hours

SUBMIT FOR REVIEW

Your submitted CPD will be reviewed by NSAR and feedback will be given. Your activity
will either be approved or more information will be required, you will get an explanation as
to what is required.

T Start Cpd In progress For review Approved
@ Overview .
=+ ADD ACTIVITY Required Hours Total Hours Submittee Total Hours Approved
& Applications
30 18 0
#  Capabiities -
mid term review. Please remember in your analysis to think

Z oo about hew it will impact your larnars,
= Providers Cpd Activity
@ Observabons 3 B84

Completion of on eLeaming course Status ehanged 1o Mid-tarmn Review Requasted

Added: 2 Feb 2023 - 18:51 18 hours

SUBMIT FOR REVIEW MM&IiWMi»g woarsa” with 18 hours

-

Once you have submitted all your CPD activities you can submit your activities with via
the green submit button.
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Traimer In progress. For raview Approied
@ Overview
Requined Hours Total Hours Submifted Total Hours Approved
R 30 33 0
# Capabiities MidS-termm neviesw comenent
B Good stan to your mid tarm review. Plaass rememBer in your analysis 1o think
Z CPD abaut hew it will impact your laarmnars.
& Providers . : Cpd Activity
@ Obcervatons o
‘Compiation of an aLeaming cowss Acchad notty “Mebworking with professionals in tha Seids™ with 10 hours

Metwarking with professionals in the fields
Added: 2 Feb 202 10 howrs Sicla Backbxore tnst document. docx has besn uploaded

Reading relevant textoocks within the ingustry or training / Industry standards o

Acickat nowity “Foading riavant taxtbocks within th indussry of trning / Industry standards” with 5 hours

]
SUBMIT FOR REVIEW )
Ekils Backbone tost document. doax has boen uploaded

The CPD portfolio [i.e., all activities] cannot be submitted for review until the required hours
total has been met. If you attempt to submit it for review while under the required hours,
you will receive the bellow error message.

A You must complete 30 hours to Submit for review

If it has been accepted, you will get a green submitted message at the bottom of the screen.

You will notice that the time bar along the top of the screen is now set as For Review.

Trainer Start Cpdl e R Approvad
Owarview
i Required Hours Total Hours Submitted Total Hours Appeoved
[ Applications
30 33 0
»  Copabiliies

Compistion of on aleaming course

An NSAR team member will then review your submitted CPD. Once reviewed and completed
your screen will show that your CPD has been approved.
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o o o

Trainer st

In progress For review Approved
@ Oveniew
Required Hours Total Hours Submitted Total Hours Approved
Z Applications
# Capabilites o 30 33 0
X cPFo
= Provders Gpd Activity
@ Observations

o Status changed o Approved
Comgletion of an sLearning course

Natwerking with professionals in the fisids.

Status changed 1o For Review

Randing relevant textbooks within tha industry or training / Industry standards.
Adddert: 2 Feb 2023 » 19:07 Adided activity *Networking with professionals in the fields” with 10 hours

The CPD over view page will also show that the CPD for the year has been reviewed and
approved.

I = Indiidual CPD

Trainer
@ Overview
# Capabiities

1l 2021 - 30 Jurs 2032 Approved an 3 £ 17 N 2021
= cPo
& Providers 1 Aug 2090 - 30 Jun 2021 m -‘Wﬂ, ad a0 a3 g V4 Bap 2080
20w < 2
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This area of the system is dedicated to practical sites which required NSAR approval i.e.

OTP, TIC and OLEC sites.

The initial view defaults to the list of approved sites for the provider, their status and any

restrictions of the site.

In order to view all approved sites and/or add approvals for the provider click the BUTTON

in the top right-hand corner of the page.

Je— | o -
B *

Overview

© B

User Manual [OLEC] Potteric Carr Industrial Estate
Application

Annual Reviews

Capabiliies

Courses (Non-RTAS)

Individuals

Ewent Calendar

CPD

Practical Sites

= 0 W B ke m Y U M

Training Centre Locations

[OTP] Midlands Heritage Railway [NO THIMBLING]

Doncaster, N4 5NP, Yorkshire & The Humber

Ripley, DES 30U, East Midlands

Re pe e 0w < >

This then opens the list of Approved sites registered with NSAR. If the site you are looking
for is not there and you believe that it is NSAR approved you must contact NSAR via
Freshdesk for more information.
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To view more details about that site use the BUSINESS CARD ICON at the right hand side
of the site name.

To become approved to use an existing approved site, you must contact the details registered
on the above screen to request authority and a letter of approval. Once you have this you can
apply to be registered as a provider approved to use that site. To do this you can either use
the + icon against the site or click on the flag in the map.

+ Q AddSie
)

@ Ovorncw

& Applestons

# Topablities

B Cowmgs (Non-RTAS)

& Indhvidusis

B Evant Calandar

= cpd

@ S 3
R Tranmg Cenre Locations

lid Aepars

@ Coservmions

#  Traning Diractory o
of Dedsis

& Users
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The system will then ask for confirmation that you request to be added to this site.

The system will open a simplified application page to provide comment and upload supporting
letters of approval.

Complete the form and upload the evidence is the same way as described earlier in this
manual and then SUBMIT FOR REVIEW

& Usar Manund
In Progress
& Agpleaton

Vb Siuts cranged 1 e Brogruss
B Arvanl Resews

» Copasivties n EH== BISU BE==EE oC

B Cowses (Non-RTAS)

& Indvadunk

B Evor Cainndar

& CPO

@ Practical Siss T
W Traming Contr Locatons

& Ropors

o Db 1 Diseinatinn ara snatars ers cusnt [T T R p—
2. Lottar of argsovil Fem s IEalLACAss el 1 15 M il
@ Traieing Drecioey &

@ Dalsly ik ot diwg Floe s updcad

& Users

o tes updcaded
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This will then be sent to NSAR for QA Team approval. The visit activity timeline starts to
record the progress of your application.

i Ovenasw

¢ Applications

Capohillics

m

Courses [Non-RTAS)

Indivicuals

Event Calendar

Cpd

Q Sites

W Treining Centre Locations 1

3 BITES 3

ADD SITE

o e

in progress For teview

In Progress Vel oy

Appraved

Visit Stams chanped fa In Progress

1wesh 1o add this site ta my scope of delivary

1. Lafter of approval 1o usa the site nom Infrestrsciure Site Crwier
2. Evidence of sito approvai by NSAR

1 Rapotts Click or drag flss 1o uplcod
@ Observations

@ Trmining Direclory & Shilis Bagsbane sv:gance dacumEN.docy

o Details

& Uses

SkillsBackbone

SUBMIT FOR REVIEW

» ADD SITE

o Add Site

/]

@ Oveniew For review Approved
& Apglications "
" For Review VLAY
4 Capobitas
B Cowsad (NamRTAS) Wisil Silus chonged 10 For Roview
I
- ndividuats A
® Event Calsndar Skilts Backbar avidence docurment docx has boan upinadoed
|
= Cpd
9 Sies Visil Status changed 1o In Progross
I
W Training Canire Locations 1
= Repors
@ Obseryalions
@ Traning Direciory B
& Datails
& Users
When NSAR takes action on your application you will be able to track its approval progress
as it will be displayed on your site summary list.
To check the detail of progress being made click on the status button which takes you to
the detail screen below.
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£

Capabilives

i

@
&+ Applications
F
-]

Gourses (Non-RTAS)

.

@ Event Calendar o
Z Cpd

9 Sites 3

B Training Centre Locations
L Raports

@ Observations

®

Training Direciory, 2

No

Na

No

No

To request a site approval visit to add a site to the NSAR register of approved sites click the
REQUEST APPROVAL FOR A NEW SITE

[ O, i

¢ Agpicaticrs " -
Copabiites 45 | ‘ apifpct iy

Courses {Nan-RTAS)

s

Everi Calendar

CPD

Prpciicet Sy ] 1Tk i A3

m O Mo@ e M N M
<8
:

Teaing Guniee Locatons Ieevandt

Anpots

®

Otsematians

Trwrang Deaciory . §

i

Clicking on this will open up a detailed registration form for completion.
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@ Obaervations

@ Temning Duncrony

@ v (1
o Duun =
& U
- et o
i e
L v T
I Eei

Add all details requested and SUBMIT. All fields must be populated before the system will
accept your submission.

ke Detain Bite Locenion

ENGLAND HERITAGE R TRUST TOR ROAD

BT HERITADE FALWY

L y te @) e LEICESTEN

LI 408
Corereataits
& Trsning Dwciory L ®
o Neie -
o
) DL

SOOI 1 O

01234 BeTRen

When entering the postcode, the region and the map will update automatically. If the
postcode is not a valid postcode the system will alert you to this and not progress any
further.
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Once submitted the site request will appear on the summary list of sites on the main list.

o wes —|

When NSAR takes action on your request you will be able to track its progress by viewing
the visit activity within the detail of the site accessible by clicking on it. You can also see its
progress status on your summary site list

(]

S Vinit Roquestnd rvoicn Roguened mivion Poid “isit Scheduied Vishi Completed Approved

Visit Completed Viskt Activity

Wisit Satus charyjed o Behedule Completed
I

Visil Stales changed to Viait Scheduled

Q

Vit Stats changed iz Invoice Paio

o

Vil Status changud 1o voice Reduesied
|

@

Visit Etatus changod fo Bite Vikit Bequested
I
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This section of your site allows you to keep your training centre locations up to date which
are needed to accurately record the location of training being notified into the events calendar.
The location must be in this list for it to be selectable from the drop-down menu in the Events
Calendar classroom location. You must also inform NSAR and update Sentinel with any main
address details.

To add a new office, use the blue bottom in the top right-hand corner of the page.

SkillsBackbone

»  TRAINING CENTRE LOCATIONS

[ Training Centre Locations

Tralning Provider

Overview Name

Applications

Capabililies
D w < D>

@~ P

Courses (Non-RTAS)

Indhviduals

Event Calendar

Cpd
@ Sites
[ Training Cantre Locations

L Reports

Complete all fields of the address form and SUBMIT
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Your additional training centre location is then added to your summary list and will appear in
your classroom location drop down menu on the event calendar.

[ Training Centre Locations -

TRAINING CENTRE 2 GLASGOW Scotland

Records per page. 20 w 12012 < D

LOCATION TYPE

Training Centre Location
Practical Location
Other Location

TRAINING CENTRE LOCATION

TRAINING CENTRE 2 -
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To remove a location, click on the location from your summary list to open the detail.

o - f Training Centre Locations -

Narma Eity

Owvendew

e |

Capabilifies 53
TRAINING CENTRE 2 GLASGOW Scotland

Courses (Non-RTAS)

Individuals 8

B k@ % BB

Event Calendar

This will open the address input detail page — note there is now a DELETE button in the
bottom left-hand corner of the page.

B e Camnda

& e [
o B . JOEBLOOGSRTCOM CLASGOW

W Traniey Currs Lovatnes

i Fagers

01234 MTREG G B

"
»
& Deats

& U

Click the DELETE button. This will then remove the location and return you to the location
list page. Note the classroom location has been removed from the list.

| Training Centre Locations _

Name City Region

Records per page 20 w 1-tof1 < >
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There are 4 reports which a training provider can run for their operations. There reports are
simplistic in their design to select parameters of information that you want to report on and

then select VIEW

SkillsBackbone

> REPORTS

Training Provider
User Manual

@ Overview
o

&+ Application

Annual Reviews

9]

# Capabliiies
B Courses (Non-RTAS)

Indivicduals

[Event Calendar

[

CPD
9 Practical Sites
B Training Centre Locations

@ Observations

2

2

Reports

—
=4

Bd

Events

Individuals

Movements

Cpd

221092022

22/09/2022

w 22092022

w 22092022

:
:
- VIEW

This will export the data that you have asked for in to .csv workbook for your own further
reporting of the data outside of the Skills Backbone. This will appear in the way which is
normal for the web browser you are using. You can then present any data that you wish to
from filtering the data inside the Excel software.

1 Reports
@ Observations

# Training Directory

&) Details

Show sll

x

L Applicaiors
A+ Applicadl STOTR013 - MOTR01S
& Capitifilies -, individunis IDTR0N4 - I1OTRO1E e
B Courses (Mo HTAS) 31/7/Z015 - 31OTRO1E
cividual TR ¥
& nviale = Movements 170019 IOTIRONE - 3VOTRGTT m
& Even Calendar HATIZ0NT - I OTROE
z o
= i - NOT2018 - IOT2018 VIEW
Cad VIEW
s
9 Sies
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The Observations section of the system is where observations carried out of a
trainer/assessor are uploaded by administrators. Observations completed and uploaded by
NSAR can also be viewed.

To add an Observation, use the +ADD button at the top right-hand corner.

J_ e >

B K m © W B ow» B Oy B
s
]

This then opens a window for you to add the observation date and the trainer/assessor
observed [selected from a drop-down menu showing only the trainer/assessors assigned to

youl].

When finished click DONE

Add Observation

OBSERVATION DATE

04/01/2023 e -

DIVIDL -

CANCEL @)

This takes you the upload page where you can attach the observation report completed and
type in the name of the observer.
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¢« @ Observation - 4 Jan 2023
REPORTS
04/01/2023 Q -
Click or drag files to upload
INDIVIDUAL
I -~ " o
fooc] |
BSERVED BY
A, Trainer

If you want to remove the entry you can DELETE

When you are finished, and all is correct then SAVE. The system will confirm the changes in
the pop-up notification which will disappear after a few seconds

The upload is then added to the list of observations in the main observation’s ~ summary
screen

> OBSERVATIONS

@ Observations
Training Provider

2% A
Observed Date ndividisal Created By Obsarved B
@& Overview

@ User Manual 4Jan 2023

o e S N I

& Annual Reviews 22 Apr 2021

Independent Observations completed by NSAR will also be uploaded and will appear in your
main Observations summary screen.

»  OBSERVATIONS

@ Observations

Greatad By Cbserved By
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To view an observation uploaded by NSAR, click on the Observation entry that you want to
see. This will open the observation detail. Click on the document uploaded which will then

download to your computer.

Downloads

»  OBSERVATIONS

€« @ Observation - 4 Jan 2023

IBSERVATION DATE AEPORTS
04/01/2023 [x B4

Click or drag files to upload

A, Trainer

DELETE

The Training directory is accessible from your own log in to the system.

NOTE: When you click on this shortcut on the left-hand side of the screen the Directory opens in an
additional web-browser window as the Training Directory is a public website, this is indicated by the

icon within the title on the short-cut left-hand bar.

»  OVERVIEW

Training Provider

o Your next Annual review is due 1o be completed by 31 January 2023, VIEW

g% H
s e [ omeocnron |
@ Overview
© User b  ctve ]

2 » H
Gold Gold

Frsmises
Gold

L

Applicatian

4]

Annual Reviews.

o Capablites . Capabilities Practical Sites Individuals
B Courses Men-ATAS) 4? 3 3

& Individuals

@ Event Calendar

[ L]

CPD

Practical Sites

= o

Training Centre Locations
14 Reports
@ Observations

@ Training Directory Iy
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When you click on the Training Directory the view will default to your own, including the map,
and is as the public see your page within the Directory. It lists the RTAS Courses which you
deliver, your locations and additional details including your current Assurance Report.

AT = N 3 = @ ( Netsymeng 8

SkillsBackbone NSAR

M c - [ o
{tc:e-:: Owerhead Linss Canstruction Sdes. |
Crane Caorraliar - Excavator Crane 3 |
\_’,'r:lm Conftralier Attachwment - Group 3 Powensd Litting f
Crare Contralier Attachment - Group 8 Rzl Managesment
Gr e Controler Excovater Crans Tandsem Lifting
Cr:n:!s Controlier Lorry Loadar
Crane Operator - Excaater Crane
(_',‘r:\r:e Dperator Loery Loader o
Grane Operator OTP - Tandam Liftg %
Machine Contralier » Matenal Hardler. JE' !
M >M
-] = e

The details section will show any additional details which you add to your profile through the
Details tab of your portal.

Note: That the HOME button on this page is the ‘home’ of the public Training Directory
website and not your own provider ‘home’. To get back to your own Skills Backbone
portal you must close the secondary window, your Skills Backbone portal window is
still open unless you have closed it for any reason.
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To use the Directory to view all information, click HOME
0 | &5 SkisBackbone ® T SkilsBackbone < = — e
C o I AL B e 1= @
SkillsBackbone NSAR
@ o e ]
—_— I T : ]

This takes you to the landing page of the public Training Directory website where you can
search for specific providers or courses by name, you can also Browse Providers.

Search for a training provider or course

B

When this link is selected it opens an alphabetical list of all NSAR Assured Providers, their
Grade and the number of locations that they have.

SkilisBackbone NSAR

HOME ) PROVIDERG

[+
7= Providers (89) Fite  w I;

; I

5 & H
B & B |
e & B
8 % B °
E % H
© & H
© # H
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To refine your search use the FILTER button and add in what refinements to the search that
you wish to make.

SkillsBackbone NSAR

HOME 3 PROVIDERS

= Providers 89

M < >H

The location can use your current location. You can also define the search distance around
a location that you enter so that you can tailor to your preference what geographical area you
are looking for by using the Within xx miles tool bar on the map.

SkiltsBackbore NSAR
HOME 3 PROMDERS -'T‘ g ' ¥ . _:I_. Dasins ('
= Providers (89 shar . |L 9'
'I Ed-° N
s Q [ x] 1 o e
\
\ 1
All Redicg T = W
<= > | -4
- |

Doing this then automatically returns the providers which match the search criteria you
have given.

Skillsilackbane NSAR

NOME 5 PROVIDES

= Providers (20) Pt -

Horth Vst - Q o 0

N < N < T < T < B < T <
® % % % & & »
=
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Type in whatever it is that you are searching for and the system will return courses and
providers that it has found matching the letters you are adding to the search bar.

Shillnflarktons NSAR
B ==Y R By o S B
| 4 = | 2 >
| == - Aoy 474
A S g %
/ T e J
i P ¥ 3 .....) ’I
- SO pr——— N -
i . \ ./-1 -_r\‘
A < Auengnisad Farson GLE Ass Transtorme: laianan S E‘Lm- =~/ \
] | & sy S T
—y gL - b _.-T _fﬁ T— ¥ Y ’-![j ‘\ =
'Y, i, LY P e s s e

Once you have identified from the drop-down what you are looking for simply select it from
the list.

The system will then take you to the content page where all matches found are shown. To
view one in more detail, just click on the one that you want from the results list, the bar will
turn grey as you hover over what you are about to click from the view.

SkillsBackbone NSAR

HOME 3  PROVIDERS

= Providers 21) Fisr & el

Auhansed Parson OLE AC laslubon, (AP O 1 Lo »

% % % & % % =
=

e O 0 B O3

Whatever you have chosen you will be taken to the home page of that provider which looks
the same as your own outline earlier in this manual.
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@  Your next Annual review is due 10 be completed by 31 January 2023, VIEW Movements

.E our
Gald

Status

Active

Capabilities

47

Grade

Gkl God

Practical Sites Individuals

3 3

The details section is where you can add additional information about your provision as an
Assured Provider such as brochures or flyers etc and add your Provider Logo. When these
are uploaded they appear on the Training Directory.

Skilisflackhone

o e [

¥ Courses

A Lines

Accuss Cvarhend Lives Conetnucton S

AU By GpeTAtng diites Masoigroti

Conducte Anl Permil . Peling ising o L Line Tester

Dosrtriiber o St Balely

COSE Thecry

Grane Cersber - Dacamat St

Crmiwr Carvober Afscrmenl - Group 2 S

e Conmober Aachrent - Groun 3 Prwsned Lt

Crmnu Cormober Afschirent - Group 6 sl Lsnagement
M <

B courses (Non-RTAS)

Fowss Accwes Trweing

"‘.‘

Version 3

Crane Conltroller Atiachment - Grouo 2 Civils.

Crane Controllor Aftachment - Groun 3 Powersd Lifting
i Pl

Crmne Controlier ATichenent - Groug & Rail Management

M <

B Ccourses [Non-RTAS)

Rope Access Training

Q Lecations

Stephrson Houss
[ A —————

@ Detalls

> M
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@& Overview

@ User Manual ] Files upioaded in this cection wil appsar o the training dirsctory

&+ Appication

Click or drag tiles to upload

]

Annual Reviews

Capabiitas

m

Courzses (Non-ATAS) - Mo files upioaged

Individuals

Event Cajendar

13

crD

1]

Practical Sites 3 o

Training Centre Locatons 1
i

Reports

]

E

DOhssrvations

Training Directory ¥y

8 & ¢

Details

& Users

If you wish to change you logo just use the dustbin icon next to the image and reupload.

When you are done, SAVE and what you have changed will appear on the Directory. Also
remember that any Non-RTAS Courses will also appear in the Training Directory. These
are added as described earlier in this manual.
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This section allows you to create additional administrator log ins. The summary screen
lists the current users.

Apphicaton

[
2]
&

Anrual Aeviews

]

Capabilities

m

Courzas (Non-RTAS)

Imdnvichals

Event Calendar

1]

cro

Practical Sdes

<

W Training Centrs Locatons

L« Reparts

@ Observations

& Training Directary e

& Detois

To add a new administrator user, click on the + in the top right-hand corner of the page.
This opens the input side bar.

SkillsBackbone

Trairing Provider

&+ Applicaton

Anrssal Reviews

4]

Capabifities

|

Courses {Non-ATAS)

Individuals

Event Calendar “

CrPR

Practical Sites

<

Training Centre Locations i

Reportz

E

Obscervations

Training Directory =

g & @

Detailz

Usars

[0
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Complete the information requested in the pop outside bar and SUBMIT.

SkillsBackbone

.e:'"e: il

admindrrainingprovides co.us

Dverview

[ 1]

# Application

n

Annual Reviews

Capabilities
Min

|

Courcas (Non-RTAS)

Individuais

Event Calendar

CPD

@ Practical Sites 3
B

Training Cantre Locations 1

E

Reports
@ Dbservations

Training Directary (g

L}

Detailz

& R

Users

The newly added administrator will then appear on the list of users with a confirmation pop-
up message that will disappear after a few seconds.

@ Overview

Application

”»

Ad Min admin@trainngproviderco.uk admin@trainingprovider.co.uk Trairing Marager o e

Q

Annual Reviews
# Capabilities 47
B Courses Non-ATAS)

Individuals a

Event Calandar

CPD

Practical Sites 3

o

Training Centre Locations 1

Reports

3

Observaticns

Training Directory =

£ & 0o

Detailz.

Users

@

V’ User Created. A welcome emall has been sant

e —
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To DELETE a user select them from the summary list which will open the pop-up side bar
again with their details. The screen now shows SUBMIT or DELETE.

SkillsBac

admin@trainingproviderco.uk

@& Overview

@ User Manual Training Provider

Applicatian

Ad Min admndtrainngorovidercouk admndrainngRovidencouk Trawming Manager

Annusal Reviews

0

Capabilities a7

m

Courses (Non-RTAS)

Individuals

SuBmIT
Event Calendar

Practical Sites 3

= ©

Training Centre Locations

Reparts

E

Observations
Traning Directory =

Detads

R &8 0

Users

@

Once they are deleted, they will disappear from the main list again.

SkillsBackbone

-  Users +

Owerview

®

L]

+ Application

]

Annual Reviews

Capabilities a7

M|

Courses (Non-RTAS)

Individuals 3

Event Calendar

CPD

Practical Sites 3

Training Centre Locations 1

E m ©

Repaorts

Observations

®

Training Directory e

@

Detals

Usars
" User Deleted

& 2
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Administrators & Training Managers will see a new tab on their portal for First-Time

Observations
& First-ti
Training Provider
2% 0

& Overview

© User Manual Observed Date

=+ Application n .

Annual Reviews

Q

Usgar Manual
Capabilities 83
&+ Application

m “e

Courses (Non-RTAS)

&  Aasnual Reviews

Capabilities Individuals 8

F
B Courses Non-ATAS)

@ Event Calendar
& Individuals
= CPD
& Ewvent Calendar -
= CPD Practical Sites a8

= 9

Practical Sites

[=2]

Training Centre Locaticns

Q
W Trining Gentre Locations

L4  Reports
¥ Reporis
& First-time Obsenations & First-time Observations
o Oresesnn @ Observations
@& Training Directory =
02 Details
& Users

Book a new first time observation request by clicking the +ADD button

MREINRTR RS

& | Frst-ims Otweruations

Fra e Cimmrnatis

€ R % 0 8 G
P 1 i
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This will open a pop-up window asking you to select the date that you want to book, which
individual you want to book it for and to agree with the Declaration statements.

Add First Time Observation

OBSERVATION DATE

INDIVIDUAL

Declaration
In booking the first-time trainer observation, | understand that:

s The mentor directly invelved in the development of the new trainer and classroom obsenvations for the capability being applied for will be physically present
throughout the first-time cbearvation and entire course panding award of capability in Sentinel by NSAR
s The new trainer will be at the end of their mentoring period as defined in FTAS, and | consider them to be ready for chearvation by NSAR

| agree with the Declaration

Payment required to secure booking: £1000 ax VAT

& SECURE PAYMENT

Complete the sections as per the drop-down selections.

Note:
e you cannot progress without agreeing to the declaration. If you are unable to
do this you must wait until you can and rebook at a later date.
o the earliest date that you will be able to book is 4 weeks in the future.

Add First Time Observation

OBSERVATION DATE

Add First Time Obsarvation

< October 2023 >
M T W T F s § R
Thae3
‘. IVIDLUAL
an, | e|
. v | EE—
N T | N
31
I
I
Available dates are in black. I
I

Version 3 Page 89 of 96



SkillsBackbone

You cannot book a first-time observation without agreeing that the declarations are correct

Add First Time Observation

OBSERVATION DATE

17/10/2023
INDIVIDUAL

] o~

Declaration
In booking the first-time trainer observation, | understand that:

» The mentor directly involved in the development of the new trainer and classroom observations for the capability being applied for will be physically present
throughout the first-time observation and entire course pending award of capability in Sentinel by NSAR
o The new traimer will be at the end of their mentoring period as defined in RTAS, and | consider them to be ready for observation by NSAR

__| 1 agree with the DeclarationAn observation cannot be booked without both statements being declared as correct

Payment required to secure booking: £1000 ex VAT

CANCEL a SECURE PAYMENT

When you have made the declaration click SECURE PAYMENT to pay for the observation and
complete the booking.

Add First Time Observation
OBSERVATION DATE
1710/2023

INDIVIDUAL

I o~

Declaration
In booking the first-time trainer cbsenvation, | understand that:

« The mentor directly involved in the development of the new trainer and classroom observations for the capability being applied for will be physically present
throughout the first-time observation and entire course pending award of capability in Sentinel by NSAR
« The new trainer will be at the end of their mentoring period as defined in RTAS, and | consider them to be ready for observation by NSAR

| agree with the Declaration

Payment required to secure booking: £1000 ex VAT
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This will open the secure payment app to make payment.

T NSARLimited TEST MODE Pay with card

£ 1 I 000'00 Card information

v G E
L]
MName on card
Country or region
United Kingdom v

Securely save my information for 1-click checkout

sre stripe

Complete the payment details in the same way as you do for any other online purchase and
click PAY.

T NSAR Limited TEST MODE Pay with card

£1,000.00 Card nformation
I =

01/26 123 ®
Name on card

Joe Bloggs
Country or region

United Kingdom N

SW1P 4QP

Securely save my information for 1-click checkout

&0 by sripe

Pay a
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Once successful payment has been made your screen will return to the Skills Backbone site,
thank you for your payment and confirm your booking. Note that you will see your booking has
been added in a list in the background of the screenshot and show as paid.

Should payment fail the system will return to Skills Backbone first time observation screen
showing no bookings.

Tmek you for your bockng arvd peyment

To exit the confirmation screens, click DONE

Payment Successful

Thank you for your boeking and payment.
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You will then see your booking and be able to track it through its stages to completion.

&5  Fusi-time Observations

Firat-tie Clmmrvations

To make another booking, follow the same process again
will see that each gets added to the list of bookings that you have made.

and you

%  First-time Observations

First-time Ctiearvriions

& Cvervew

6 Lser Manua

& Aopicason

& Aevvnl A
# Capatrites

B Couses planATAS
& vl

B vl Calir

= cFo

@ Pracice Stes

B Tsning Cantre Location
i# Papern

& Fist-ome Dbesrvators

NSAR will be alerted to your confirmed booking and contact you to discuss the location of the
observation so that the most suitable QAM can be allocated to your booking.

When a QAM has been allocated your booking will change to show the date as
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3 CHBERMATIONS.

& First-time Observations

6 Tverview

B UseMavus

& s sons I

& Arvual e

# Capabsiities &

B Courses (Non-ATAS) X 2
& ndwduais

@ EventCabendar

z cro

@ Practics Sisa

W Trwmng Cantre Locations
= Feports

e Frm-time Dbsevabane

To make any changes to your booking you must contact NSAR via Freshdesk to explain what
changes you need to make and why.

If you need a booking cancelled altogether then NSAR will do this refunding the paid amount to
the card used when making payment and for £1000 minus administration fee from the payment
app [https://stripe.com/gb/pricing]

Due to this NSAR will not cancel a booking and instead reschedule after discussion with you.
When a booking is cancelled, your system will update to record this.

SkillsBackbone

QEGROUP  »  OOSTIVATIONS

ae A

First-ime Otmervations.
B Overves

0 Use Manual
L Applzat
i Aol e

A Capubites

B Courses Non BTASH
& indniduss
8 Ve

B e e
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| NSAR

SkillsBackbone

If you need a booking rescheduled to another date due to exceptional reasons, then NSAR will
do this for you after dialogue with you. This will move the date to another date agreed with NSAR
and will not cause any change in the payment which has been processed for it.

When a booking is rescheduled, your system will update to record this.

W  First-ime Observations

First-fime Observations

3 Do a0za

24 0o 2023

Practce Sies
Temning Cenire Locatnns
Aeparts

Firpt-trme Obmenabors

&
=
o
L}
a
a
B S Clerdar
=
L
L ]
-
-

Duplicate bookings cannot be made. If you attempt to make a booking for someone already
waiting for their result as either paid, confirmed or rescheduled the system will notify you that
the booking already exists. Only if the same person has failed will you be allowed to make
another booking for the same trainer.

Add First Time Observation

01

I booking the frst-time tramer observation, | understand that

= The mentor diractly involved in the development of the new trainer and ciassrocm obsenvations for the capabiity being apphed for will be physically present
throughout the first-time cbservation and entire course pending award of capabiltty in Sentinel by NSAR
= The new trasner will be at the end of their mentoning pericd as dafined in ATAS, and | consider them te be ready for obeenvation by NSAR

| agree with the Deciaration

Payment required to secure booking: £1000 ex VAT

A Selected ndnadual already eosts

e ———
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Once the observation has been completed by the Delivery QAM, they will update the observation
to the result and upload the report which you will be able to access and download.

When an observation has been passed, your system will update to record this.

»
F @ Fratime Observatons
ae R

First.time Dbssarvarions

B Oveves
©  UseManug
& Aopleston

& fonce Revees

# Capabhétes

i

Following the successful observation of a new trainer, you must download the observation form
and complete the signatures required on it. This must then be uploaded as evidence when

requesting the first capabilities for the new trainer. To make the application for capabilities follow
section
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