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INTRODUCTION
Q-Safe user and help manual
by Q-Safe ZA
The contents of this document are intended to guide users of the Q-Safe safety file system
software in the correct use of the program.
A safety file is only as good as its content, which must not only be specific to the company
and the project, but must be communicated to all persons work ing on the project.
It is the responsibility of the person setting up the safety file to ensure the information
presented is correct and relevant to the project.
Q-Safe is a tool to create documents in an accepted industry standard. The requirements of
clients may vary.
The publishers of Q-Safe software do not accept any responsibility for the content published
in a safety file.
COPYRIGHT
There is no copyright relating to the contents of this document.
The content is freely shared and may be passed on to others.
The Q-Safe software system is protected by international copyright and may only be
distributed by a licensed vendor. Not for resale.
Products that are referred to in this document may be either trademark s and/or registered
trademark s of the respective owners. The publisher and the author mak e no claim to these
trademark s.
While every precaution has been tak en in the preparation of this document, the publisher and
the author assume no responsibility for errors or omissions, or for damages resulting from the
use of information contained in this document or from the use of programs and source code
that may accompany it. In no event shall the publisher and the author be liable for any loss of
profit or any other commercial damage caused or alleged to have been caused directly or
indirectly by this document.
Printed: April 2021 Pinetown, South Africa
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Introduction
Q-Safe is a software system, first released to the South African market in 2015.
Did you know, there is no regulation as to what must be included in a safety file and how it
must look?
The structure of the content is considered "best common practice" and is tested in the market on a daily
basis by hundreds of clients.
Q-Safe is also used by 150+ safety practitioners to setup safety files for their clients. The valuable
experience of these specialists have, and still do, provide us with ways to improve the product and
ensure compliance.
The content of most documents is created to comply with the requirements of the Occupational Health
and Safety Act 1993, it amendments, and the requirements of the many regulations which form part of
"The Act".
As a result of continued development, demands from the industry, and the requests and suggestions of
our clients and consultants, we have built a highly functional, practical and successful system.
This Manual:
Most processes are covered in a step-by-step manner.
If a section does not make sense to you, please let us know so we can word it differently.
Blue text with underscore are LINKS to a different section.
The content of Q-Safe is upgraded on a continuous basis, so some of the references in this document
may not apply to you.
Version at the time of publication: 2021.3.6

Using Q-Safe:
Our suggestion is to start at the beginning and view all documents first. This way you will get an idea of
what is available.
Do a master project first - it helps you get all your data in place for use later on.
It is unlikely that you can break anything. If you do, we can generally fix it.
Please BACKUP before closing the program.
The little blocks are called 'FIELDS'.
You can save time buy using the TAB button to move to the next FIELD.

1.1

What is Q-Safe?
Q-Safe is a software system, PC based, used for building safety files for any industry.
Including:
Construction
Maintenance
Manufacturing
Cleaning
Hospitality
Health care
Commerce
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Transport
....to name but a few.
While Q-Safe has a heavy bias towards construction related industries, it can be used for any industry.
The requirements are basically the same. Simply put:
Identify hazards
Establish what level of risk they pose to your workers, other workers, the public and the premises.
Work out what needs to be done to reduce or remove the risk.
Train the workers accordingly.

1.2

Why are safety files necessary?
All companies are required by law to have systems in place to ensure that all employees work in a
manner that is safe and does not affect the health and safety of the worker, nor those around them.
The regulations also make employers / principal contractors responsible for the safety of all workers on
site. It is important for them to take appropriate steps to ensure all contractors and sub-contractors have
taken the necessary steps to ensure their respective workers operate in a safe manner.
A safety file is a set of documents covering a wide range of safety measures, which must not only
comply with the the safety act and its regulations, but take appropriate steps to ensure all work safely.
The safety file documents the company safety management process.
This document will change all the time, and it is important for the company to keep this up to date and
relevant.
While a company may perform a similar task on many sites, each site may have its own unique hazards
and risks. For this reason, it is a requirement that the safety file for a project be "Site Specific", and refer
to the activities of that site or project only.
Q-Safe helps you achieve this, allowing you to modify the content of one site to meet the requirements
of another site or project.

1.3

What should be included in a safety file?
As said above, there is no regulation as to what a complete safety file should include.
Common practice, and requirements of the occupation health and safety act, and its regulations allows
Q-Safe to list a range of accepted documents. Additional documents may be called upon by the client.
For construction related projects, section 5(1) of the Construction Regulations calls on the client to
prepare a "Baseline Risk Assessment" which identifies all the hazards on the site. This must be given to
contractors tendering on a project, to allow them to be aware of hazards on site, and allow them to
prepare the contents of their own safety file to ensure that they are able to be compliant with client
requirements.
Always ask for this document at the time of tender. if it is not supplied, documents requests for this.
You are also entitled to ask the client / contractor for their audit sheet to ensure all the required
documents are submitted, so as to not waste time. Please note that not all items on a client audit sheet
are relevant to what you are doing. Ignore those items.
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A typical safety file can include (but not limited to):
Company documents (e.g. Insurances, registration with workman's compensation, specialised
certification, etc.).
Personnel detail (e.g. ID, next of kin, training, medical certificates, company organisational and
reporting structure, etc.).
Legal and other appointments (specifically including those stated in the Acts and regulations, and
other general appointments).
Policy (Occupational health and safety policy, environmental, PPE, waste, drugs, etc.)
Plans, process and procedures (what is the procedure or process to make sure all aspects of the safety
management are conducted).
Emergency (general and specific procedures in dealing with unplanned events).
Hazard management (identifying hazards, and what needs to be done to reduce or remove the risk).
Incidents and accidents (recording, reporting and investigation - steps to prevent it from happening
again).
Hazardous substances (identification, storage, use, training, etc.).
Training and induction, Toolbox talks (Site education, training and competence is the key to working
safely).
Register and checklists (Equipment is expensive. Poor equipment causes injury. Ongoing checks are
required).

2

Installing Q-Safe on a computer
Q-Safe is designed to work on a computer only.
Windows users:
Will work on all Windows 10 operating system computers.
May work on some Windows 7 operating systems - use the 32 bit operating system.
Chromebook - OK

Mac: Can operate, but additional assistance is required. Call our help service for guidance. GoTo
Installing Mac 9

Android: For our WebDirect customers only.
iOs: For Premier online clients only.
Linux: Not available.

© 2021 Q-Safe ZA
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Download
The latest downloads are available from the Q-Safe web site:
https://safety-file.co.za/download/
The version and is date available is stated on the web site.

We supply the link as a DROPBOX link.
1. Place the link in a web browser (preferably Chrome or Explorer).
2. Select DOWNLOAD
3. Select DIRECT DOWNLOAD
The file will be saved to your download folder of choice (approximately 80 Mb).
4. Once download is complete, select RUN.
5. Suggest accept all the default settings.
6. When asked for 'user' - Insert your personal name.
7. An icon will be placed on your desktop.

Q-Safe will require a license key to be installed once the program 'Run' is complete.
License keys will be provided with your order once payment is received.

Please note: License keys are specific to a company TRADING NAME. This is the name provided at
the time of order.
If multiple trading names are required, you will need to install, or upgrade to, the Q-Safe PRO version.

2.2

Installing with Windows 10
Windows users:
Will work on all Windows 10 operating system computers.
May work on some Windows 7 operating systems - use the 32 bit operating system.

2.2.1

Vcruntime140 error
Vcruntime140 file error is common on Widows 10 machines.
It is a file that for some reason is missing off of some versions of Window.
It is an easy fix and clients can normally do it themselves by following the instructions.
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Here is the link – there is a download option for 64 and 32 bit computers. 64bit is the more
common one.
Best restart the computer afterwards and you will need to reinstall the setupQsafe.exe
download again.
You don’t have to download it again, just find it in the Downloads folder and reinstall it.
https://www.sts-tutorial.com/download/vcruntime140

2.3

Installing Mac
You will be supplied with two links.
The first one is the Filemaker program which basically just enables the Q-Safe one to run.
You do not need to create a desktop link for it.
The second link is for the Q-Safe FMP file itself.
This is the file you will use to access the program so you will want this on your desktop.
We will send you an activation key.
Please do not register it and when notified of an update decline to update.
You can check the box to tell it not to notify you of updates in future. (Edit > Preferences > General)
If you are unsure of the installation we can do it for you via TeamViewer or Anydesk.
If you would like us to do the installation for you then download the 2 files and just leave them in
downloads and then let us know when is good for you.
It will take about 10 minutes.
FileMaker 16 Download:

© 2021 Q-Safe ZA
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Download Link : Request from Q-Safe support.
Activation Key: Request from Q-Safe support.
DO NOT REGISTER & DO NOT UPDATE
Q-Safe2021 FMP Download
Link: Request from Q-Safe support.
User name is - user
Password is - user

3

Setting up a new installation
Follow the steps below once you have completed your software installation.
All sections can be edited and updated later.

3.1

Inserting company data
1. Select Q-Safe or Q-Safe PRO. Your license key is specific to the selection.

2. Enter your company TRADING NAME - the name contractors know your company by.

Use the UNDERSCORE if there is a space.
Check the spelling and appearance.

3. Enter address, phone numbers, email and logo
Right click on the logo block (called a field) and 'Insert Picture' or copy paste.
TIP: For best results us a logo with a clear background (.png). Make sure it is clear.
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4. Add company documents
Common ones:
Public Liability Insurance
Letter of goodstanding
BEE Certificate
Company registration
TIP: Add the expiry date - Q-Safe will warn you if there is a document expiring in 30 days - it show up in
RED.
If there is no expiry date, put in a date 10 years time. Use the format: YYYY/MM/DD

These can be added or updated later.

5. Add employees
Add as many now as possible.
You can edit, update and add more employees later too.

© 2021 Q-Safe ZA
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6. Set 'Legal appointments'
These become the 'default appointments' - so every time you create a new projects, they will
automatically be filled in. You can edit for the project if needed.
TIP: If a small business, the owner will be appointed to most of the roles. This is OK.

7. Proceed to BEGIN to start.

3.2

License keys
A license key will be issued to you upon your order has been processed.
License keys a 10 sets of 2x letters, numbers or symbols.
These are not case sensitive.
TIP: Only 2 items per block. Delete the field (block) content if you make a mistake.
TIP: Use the TAB key to move to next field.
Select INSERT KEY.
© 2021 Q-Safe ZA
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4

My first project
You can create as many projects as you want.
From the HOME page, select NEW PROJECT

4.1

Project detail
All projects must be "Site Specific"
Make sure you only have data relevant to this project.

© 2021 Q-Safe ZA
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Leave out 'The Client' detail if unknown or irrelevant.
You must place a 'Project Name' in the field.
Tip: Keep it short and don't use only capital case. It must fit into the block - this is for the watermark on
pages.

4.2

Projects on PRO version
Q-Safe PRO allows you create safety files for many TRADING NAMES.
This option is ideal for Health and Safety Consultants who do safety files for others
OR
Companies which have multiple trading names.
1. Select 'Create NEW Project'
2. Select the company doing the project from the list. See below.

© 2021 Q-Safe ZA

My first project

15

3. Add project detail.
4. Set the appointments. If default appointments are set, these will be shown. You can edit to suit the
project.
5. Complete the setup.

4.2.1

Setting up Clients / Contractors
On the PRO version you can setup as many clients as you wish.
1. On the HOME page, select NEW CONTRACTOR
2. Enter the TRADING name of the company

3. Enter as much detail as possible about the company.
4. Add the company logo. If you dont have it, you can download a suitable image from the internet, or
use one of the sample ones provided.
Simply drag and drop them into the field. Or right click > Insert Image.

© 2021 Q-Safe ZA
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5. Setup the default appointments for the company. Do as much now as possible. You can edit this
later.
Setting up default appointments will save you much time later. Ask you client who should be placed in
the relevant roles.
Select names from the drop-down menus.

6. Complete the setup.

5

Personnel
Employees are the most important part of the company.
The Q-Safe employee section helps you keep details of all employees - Management and workers
included.
This allows you to keep track of expiry dates and training.
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Tip: Don't get caught out by an expired certificate that prevents you from performing tasks on site.
The personnel section is accessible form the HOME page.

This information allows you to create and edit the following sections quickly:
Appointments
Organogram
Training
Incidents
Policy
Vehicles
....and more.

5.1

Adding new personnel
1. Add personnel detail to the Q-Safe system.
Name
ID
Phone number
Next of kin, etc.
2. Add a copy of their ID, drivers license, passport, work permit, etc.
INSERT EXPIRY DATES of relevant documents. The system will warn you if a document is expiring
within the next 30 days.
Tip: Crop images to only show relevant information.
Tip: Use Jpeg images only. If you only have them in Pdf, convert them to Jpeg. Online conversions are
available at www.pdfToimage.com.
3. Add their position, phone numbers, ID and team detail (if relevant). This information carries through
to many other sections and will save you time later.
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Adding training certificates

1. Add Training certificates

2. Edit and update certificates as required.
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3. Edit as required

5.3

Appointments
"Legal Appointments" - these are to comply with Acts and Regulations.
For example: Construction Manager 8(1) - refers to Construction Regulation 8(1) which says: " A
principal contractor must, in writing, appoint a full-time competent person as the construction manager
with the duty......"
If setup correctly at the beginning, the common appointments will be automatically populated. Goto
Default appointments 22 to update.
A new project will allow you to edit according to who will be on this project. See below.

© 2021 Q-Safe ZA
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You will be able to edit these appointments later.
The final page is to setup the name of the 'Appointor' - the person responsible for appointing other
employees to the roles.
This is generally the 'project manager / 16(2) appointee' or the company director / manager.

5.4

Medicals
All employees are required to be medically fit to perform their tasks.
No person may take on a task that would adversely affect their health or safety.
Employees are advised to undertake pre-employment medical screening of new workers to ensure they
are physically and medically capable and suited to perform the task.
The Construction industry, and specifically the Construction Regulations, section 7' demands that all
workers on site be in possession of a valid 'Annexure 3' certificate. This certificate expires after a year.
Annexure 3 : it is a certain format of document, which is supplied by a qualified "Occupational Health
Practitioner". If the practitioner does not supply this specific document, the medical certificate may be
declared invalid by the client's safety representative.
Note: Typically, a medical fitness certificate consists of about 3 pages. the contents of these pages are
confidential Doctor-patient documents and should not be shared with others. For this reason, the
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Annexure 3 says the person is OK/not OK for the task, and does not reveal personal information.
Working at height:
If your employees work at height, a specific medical check is required. If this applies to you, tell the
Occupational Health Practitioner at the time of medical check, and ensure the Annexure 3 states the
person has been approved for working at height.

Enter the expiry date to remind you when the medical is due for renewal.

6

Company documents
Make sure essential company documents are available, as these are needed for creating a safety file.
Common ones are:
Letter of Goodstanding with Workmens Compensation Commissioner (COID).
Public liability insurance
BBE certificate
Company registration
IF A DOCUMENT HAS EXPIRED, it is invalid. Worthless.
Q-Safe will notify when documents are expiring within the next 30 days.
Make sure the expiry dates are correct.
Tip: Use the date format: YYYY/MM/DD

6.1

Adding certificates
You can add a wide range of certificates.
Section 1 - Company Documents allows you to store 20 certificates.
Some are pre-named, but others you can add suitable titles.

© 2021 Q-Safe ZA
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Certificates must be scanned to Jpeg.
You can only place one page at a time.
Add an expiry date if relevant.

6.2

Editing company information and logo
On the HOME page, you will find COMPANY DATA - you can edit company information. e.g.:
Address
Phone
Email address
Logo - there is an update button for the logo.

If you wish to revise your company trading name, there is an EDIT button for that. See below:

Please note that the system allows only a limited edit without requiring a new license key.
Please phone first if unsure.

6.3

Default appointment settings
Store the default appointments in the 'Company Details' section.

© 2021 Q-Safe ZA
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This means whenever you create a new project, the default employees are added to the document.
They can be edited at any time.

7

Risk Assessment
Hazard: means anything that can cause harm.
Risk: is the chance, high or low, that somebody will be harmed by the hazard.

Risk assessments are detailed in the "Building a Safety file" section
GoTo RISK ASSESSMENTS

8
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Building the safety file
By creating a NEW PROJECT you can quickly build a new safety file.
Q-Safe will take you step by step through the commonly used documents which require editing.

8.1

Selecting personnel
All persons employed by the company will appear on a list.
Select which persons are to be present on a site.
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Selecting appointments
The 'legal appointments' list will be pre-populated if you setup the default appointment list.
You can edit the appointments here.
The commonly used appointment categories are highlight in WHITE.
Less common ones are grey.

8.3

Organogram
Company organogram / Organisational structure / Reporting structure
Who does what?
Include as many important roles as possible.
This is important and should be communicated to all personnel, so they know who to report to.
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Building the safety file

25

Below is the printed view

8.4

Method statements
A method statement is about listing all your expected activities from the moment you arrive on site to
the time you are complete.
Consider:
Who is control of safety?
Describe the activity.
What tools and equipment are to be used?
Describe how the work will be managed.
How will access be gained to the activity?
What plant and equipment is required?
Step by step description of the work to be done.
What will be done to protect your employees and other people?
What training has been done?
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Emergency procedures.
Handling and storage of hazardous substances.
Protecting existing structures.
Q-Safe comes with 100+ pre-written samples for you to use and edit to suit your project.
If they are not visible, select the yellow button. See below:

Select USE to import the document contents. See below
Select VIEW to look at the original document

Tip: You can add your own documents in the Method Store, or edit or delete master documents.

Tip: If you select a topic as 'Favourite' only those will show on the list.
You can edit the content that is visible.

8.5

Risk assessments
What is a risk assessment?
It is nothing more than a careful examination of what, in your work, could cause harm or
affect the health of people – your employees, other workers, public.
Have you taken enough precautions, or should you do more to prevent harm?
Accidents or ill health can ruin lives and can affect your business.

© 2021 Q-Safe ZA

Building the safety file

27

You are legally required to assess the risks in the workplace.
Is a hazard’s significant and have you taken steps to MINIMISE or ideally ELIMINATE the
risk?
How do you assess the risks in your workplace?
1.
2.
3.
4.
5.

Look for the hazards.
Decide who may get harmed and how.
Evaluate the risks – are existing precautions adequate?
Record your findings.
Review your assessment and revise if necessary.

Don’t be over-complicated.
If the hazards is complex, seek help from an a competent source or collaborate with others.
Hazard: means anything that can cause harm.
Risk: is the chance, high or low, that somebody will be harmed by the hazard.
Look for hazards
If you are doing the assessment yourself, walk around your workplace and look afresh at
what could reasonably be expected to cause harm. Ignore the trivial and concentrate on
significant hazards which could result in harm or affect a person or multiple people.
Ask your employees what they think. They may have noticed things which are not
immediately obvious to you. Remember, they are working in the environment, not you.
Consultation with employees also gives them a sense of ownership and involvement in the
safety process.
Manufacturers instructions or safety data sheets (MSDS) can also help you spot hazards and
put their risks in true perspective. View past accident records, and ill health records.
Decide who might be harmed, and how.
Don’t forget:
Young workers, trainees, new and expectant mothers, etc. who may be at particular
risk.
Cleaners, visitors, contractors, maintenance workers, etc. who may not be in the
workplace all the time.
Members of the public, or people you share your workplace with, if there is a chance
they could be hurt by your activities.
Evaluate the risks and decide whether existing precautions are adequate or more
should be done.
Consider how likely it is that each hazard could cause harm.
This will determine whether or not you need to do more to reduce the risk.
Even after all precautions have been taken, some risks usually remain.
© 2021 Q-Safe ZA
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What you have to decide for each significant hazard is whether this remaining risk is
considered HIGH, MEDIUM or LOW.
First, ask yourself whether you have done all the things the law says you have to do. For
example, there are legal requirements on prevention of access to dangerous parts of
machinery. Then, ask yourself whether generally accepted are in place, and whether they are
adequate.
The law requires you to take ‘reasonably practicable’ steps to keep you workplace safe.
Consider the law to be a ‘minimum requirement’ – strive to be better than that.
Make all risks small by adding to your precautions as is necessary.
If you find something needs to be done, draw up an ‘action list’ and give priority to any
remaining risks which are high and /or those which could affect most people.
In taking action, ask yourself:
1. Can I eliminate the hazard?
2. If I cant eliminate, what can I do to reduce the risks so that harm is unlikely.
In controlling risks apply the principles below, if possible, in the following order:
Try an option with less risk.
Prevent access to the hazard (e.g. by guarding – ‘engineering controls’)
Organise work to reduce exposure to the hazard.
Issue PPE.
There is a commonly used diagram to explain this:
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Reducing risk need not be expensive nor time consuming.
Do the easy and cost effective steps as quickly as possible.
Failure to take simple precautions can cost you way more if an accident occurs.
What if you share a workplace?
Tell the other employers and contractors about any risks your work could cause them, and
what precautions you are taking. Also, think about the risks to your own workforce from
those who share your workplace.
Risk assessments must be suitable and adequate.
You need to show that:
A proper check was made.
You asked who may be affected.
You dealt with the obvious significant hazards, taking into account the number of
people who could be involved.
The precautions are reasonable, and the remaining risk is low.
Hazard review
Work process can change – new site, new people, new materials, new machines, new
design, etc. Although you had created a hazard assessment, review your initial hazards
assessment and see what new hazards have been introduced. Revise the risk assessment
(ideally with input from workers on site), and then communicate the updated information to
the persons who may be affected.
Ensure the precautions take remain effective.
Record your findings
Update your own documentation on a regular basis, and communicate with your own
employees often. By recording information, it can help you if there is an unwanted event,
and you are required to account for your actions to inspectors or tribunals. It can also remind
you to keep an eye on a particular hazard and its precautions.
Communicate – in writing – with other companies if you identify site hazards which may
affect your workers or others.
To make things simpler, you can refer to other documents such as manuals, policy, company
rules, emergency procedures, safe work procedures (SWP), safe operating procedures (SOP),
regular Toolbox Talk training sheets, which should be discussed with all affected employees.
And, get all participants to sign acknowledgement of the training session and specifically
that they UNDERSTOOD the contents of the training session.
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Activity list
To help build a risk assessment, Q-Safe comes with 400+ common activities to assist you.
You can add as many as you like, or edit the ones already on the list.
Please note that values of risk levels are a GUIDELINE only and you will need to edit these to suit the
activities and risks of your project.

The ACTIVITY LIST is sorted by category.
You can add or delete categories and listed items.

Edit each activity as required, plus set a common Risk assessment.
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Building a risk assessment
A list of samples is provided, provided by various past clients.
You can sort the list to help you find what you want.

You can select a completed risk assessment and EDIT it or create a completely NEW one.

To add an activity to a row, click the BLUE button, which will take you to the ACTIVITY LIST
you can select an existing one.
You can also type from a blank row, and add your data.
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To print, you can preview the document, and its SIGN SHEET.
You can also choose to print in COLOUR or GREYSCALE.

Once a new row has been added, you have the Activity to your activity list from the buttons provided.
You can edit this at any time.
Tip: Try keep the text to within the block size.
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Sign sheets
There is no point in creating a Risk Assessment and then not communicating it to the employees
involved with the risk.
It is important to read the content of the assessment to the employees, and make sure they
UNDERSTAND it.
Check with them whether they think anything has been left out, or could be done in a better way.
Once all are in agreement, ask the employees to SIGN THE DOCUMENT. This will also help protect you
in the event of an incident where the risk assessment controls were not followed.

Tip: Only persons selected to be part of this project are automatically included in the document.

8.6

SOP - Safe Operating Procedures
SOP - Safe Operating Procedures refer to the safe use of a tool, or piece of equipment. e.g. Using an
electric drill.
A SWP 35 - Safe Work Procedure - refers to a process or procedure of performing a specific task. e.g.
Install insulation in a ceiling.
Samples are provided which can be used or edited.
You can add your own, and delete SOPs that are not relevant to you.
You can select multiple relevant procedures, all of which will be printed when you perform the print
sequence.
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Sample below:
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SWP - Safe Work Procedures
A SWP - Safe Work Procedure - refers to a process or procedure of performing a specific task. e.g.
Install insulation in a ceiling.
SOP 33 - Safe Operating Procedures refer to the safe use of a tool, or piece of equipment. e.g. Using an
electric drill.
Sample below:
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Fall protection plan
A fall protection plan is required if an employee is 'working at height'
By definition, 'height' means if a person can fall - no minimum height is stated.
Q-Safe has 8x pre-populated options:
No fall risk
A-Frame ladders
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Extension ladders
Scaffolding
Roof work
MEWP
Suspended platform
Major fall risk
Step 1. Select the option that is closest to what you do.
Tip: Choose the option that is potentially the most serious.

Step 2. Enter names of the Fall planner

Step 3. Carefully check each section for accuracy and relevance. Add information and delete what
is not relevant.
If there are multiple height hazards, e.g. Scaffold and step ladder, select 'scaffold' and add relevant
information about step ladder use.
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Safety Plan
The SAFETY PLAN is a 45 part document which covers a wide range of safety factors on a project.
Options:
Construction
Non-construction (only available in version 2021.3.2 and later)
Custom
The default information is stored in the 'Master document' section.
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You can edit the 'Master document' section, which means that any future projects created will import
your revised content.
You can also force an update to an existing project by selecting 'IMPORT master document'.

WARNING: Safety Plans are a common area for safety file failure, as users do not check content for
RELEVANCE.
Check each section carefully, and delete content that does not apply.

8.10

Toolbox Talks
Training is a key area for reducing workplace accidents.
Q-Safe includes a wide range of 'Toolbox Talks' which can be used to educate employees in matters of
health and safety.
Suggestion: Select two per week, and present to all workers at the start of the week - generally they
take 5 to 10 minutes each, even allowing for question and answer time.
Get all present to sign the document. This helps to cover your company in the event of an incident.
Tip: Ask for comment after presentation. Get suggestions from the employees as to what should be
added to the topic to improve the talk and worker safety.
You can also store images relating to the talk.
Tip: There is limited space for employees to sign. Print a 'Sign Sheet' if more space is needed.

8.11

Hazardous products and substances
There is a simple register for these.
Note any chemical used.
While not common, some client safety officers insist that silicone is on the list.
Common examples are:
Gas canisters (small and big)
Thinners
Paints
Pickling paste
Solvent cleaners
etc.
Consider transport and storage.
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Tip: Have a MSDS (Safety data sheet for each item) included in your safety file. This will tell you how to
store and transport it, and what to do in the event of a fire or personal contact (skin, eye, swallow).
Download from the internet. Make sure they are not older than 5 years.

9

Policy
There is no right or wrong way to write a policy.
Policies are individual and specific to a company, its employees, its tasks and procedures.
The cornerstone of any company safety system is the "Occupational Health and Safety Policy", and this
must be presented to all employees, who must sign acknowledgement of the policy.
It is essential that all management sign the policy, as it is their statement of commitment to keeping
ALL their employees safe from harm, and ill health as a result of their and others work activities.
Standard and sample policies are included.
The master documents can be edited at any time.

All polices should be reviewed at least every year.

10

Plans
Plans, procedures, processes - all similar and open to individual interpretation and will vary depending on
company activities.

Standard and sample plans and processes are included.
The master documents can be edited at any time.

All plans should be reviewed at least every year. Depending on the nature of the plan, it may require
review as relevant to the activity.
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Emergency
A generic Emergency Plan and Procedure is supplied.
This can be edited to suit your company activities.
If you are working on a contract site, the emergency plan will be provided by the client / contractor, as it
is specific to their site.
Consider what emergencies are specific to your company activities, and what procedures need to be put
in place.

12

Incidents and Accidents
Incidents
Accidents
Unwanted events
Unplanned events
Near-miss events ....... all need to be recorded and evaluated.
Tip: Your goal should be ZERO accidents and incidents
Q-Safe includes an INCIDENT REGISTER.

Photos can be added.
Note: An incident investigation is not about blaming employees.
The purpose of an incident investigation is to establish what steps should be taken to ensure it does not
happen again.
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Training and induction
Training is a key component in reducing accidents in the workplace.
There are are certain areas where a training certificate is specifically required.
The common ones are:
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Working at height
HIRA - Hazard Identification and Risk Assessment
Fall Protection Planner
Incident investigation
also recommended:
First aid (mandated for 10+ employees)
Health and safety representative (mandated for 20+ employees).
Specific certificates are required for certain activities, e.g. Electrical, plumbing, asbestos, special
chemicals, welding, and more)
MOST CERTIFICATES HAVE AN EXPIRY DATE. Note the expiry date on the system.
GoTo "Adding training certificates"

13.1

18

in Personnel section.

Who does the training?
Some training must be done by a registered training organisation. There are many available. Some are
not very good. Do your research!
However, as many companies do specialist work, they should setup a dedicated training course for your
employees.
Suggestion:
1. Create a documented training program.
2. Print and issue to workers.
3. Do the training with as much practical teaching as possible.
4. Create a certificate and present to employees at the end. The certificate should show course content,
timeframe and expiry date.
5. Laminate or frame the certifcate.
Tip: All employees have a sense of pride and achievement in getting a certificate for a learning
experience.
Tip: Do the same for long term service employees.

13.2

Who does the inductions?
Inductions: Generally a training session specific to a project, and presented to all new persons entering
a site. These are seldom longer than 20 minutes, and will typically cover (amongst other topics):
Covid-19
Site rules
Emergency
Safety procedures
Responsibilities
Training
Working at height - specifically scaffold use
Fall protection
Accidents and injuries
Legal compliance
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PPE
Lifting equipment
Plant and machinery
General site safety

There is a sample Site Induction on page 11.05 in the training and induction section.

14

Registers and Checklists
Unsafe tools can affect the health and safety of your own workers and others.
They can also cause damage to product and structure, and can cause poor quality delivery.
To help prevent this, a range of registers and checklists are included to assist plant, equipment, tools
and electrical tools are in good condition and appropriate for the task to be performed.
Certain items are specifically required to have registers and checklists. e.g. ladders, safety harnesses,
trenches.

15

Backing up and Re-install
The HOME page has a backup button.
Backup every time you use the Q-Safe program.
You can save the file to:
External hard drive
Cloud drive. e.g. DropBox, OneDrive, Google Drive. These services are FREE for the first 2GB.
For best results, save your backups in 2 different locations.
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Re-installing from a backup
If not already done, perform a BACKUP

44

of the current system.

1. Save the backup to your desktop and call it ‘backup’ (the restore will run smoother if the backup is on
the desktop and named correctly).
Backup file will be backup.zdx.
2. Download the new version from the website https://safetyfile.co.za/download/
3. Install new version
PLEASE DO NOT INSTALL UNTIL THE BACKUP IS DONE - IT MAY OVERWRITE THE DATA
4. Once installed select IMPORT FROM OLDER VERSION
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5. FIND - Select DESKTOP – START
At this point you can import section by section or TRY AUTOMATIC IMPORT – OK

6. select DESKTOP - OK
You will be asked to confirm the imports at each section.
Please be patient, it can take a few minutes depending on computer speed and amount of data being
imported.
7. Please ensure that the heading on the left hand import menu matches the heading on the right.
If it does not match, use the dropdown menu to select the correct heading. see below:

© 2021 Q-Safe ZA

Backing up and Re-install

8. Select OK - IMPORT – OK
9. The import screen will come up at each section.
10. Proceed until complete.

15.2

My computer crashed - I have a new one.
Computers crashing and being stolen is more common that you realise.
Often after a hard drive crash, a technician can recover some or all of your data.
If you have a backup

44

of your data - even better.

Your data may be on an external hard drive, or saved in a folder on the new hard drive / computer.
Try find the following file: QSafe.zdx or similar.
it will be in This PC > Local Disk (C:) Program files (x86??) > QSafe??.zdx
OR use the search function and type .ZDX - this is a file unique to Q-Safe.
This is the all-important DATA file, which we need to import

45

into a new version.

If you have had multiple versions, find the latest one.

PLEASE BACKUP

15.3
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ON A REGULAR BASIS - This can save you much time and frustration.

Employee has left - I need to transfer Q-Safe
This also applies when you upgrade to a new computer.
This section also assumes you have access to the original computer or a backup of it.

1. Download Q-Safe from; http://safety-file.co.za/download/
2. Install the program on the new computer.
3. Run the program.
4. On the opening screen select the button "Import from an older version".
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5. Carefully follow the instructions on re-installing

15.4

45

your data.

Sending us a backup
A backup can be 100Mb and more. (average 400Mb)
To send to us, a few options:
www.WeTransfer.com - easy to use and free.
Safe the backup to a cloud service, like DropBox, GoogleDrive, OneDrive, etc. - copy the Link, and
send it to us by email.

16

Alien text / wierd font
Text can get scrambled - this is likely due to an Adobe update.

RESTART YOUR PC - it will resolve it.
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Q-Safe vs. Q-Safe PRO
Q-Safe standard version is designed for the average contractor who attends many different sites.
License keys are issued against the TRADING NAME of a specific company and cannot be changed
without a re-issue of a license.
Q-Safe PRO is for businesses which have multiple trading names, and more specifically, Health and
Safety Practitioners who setup safety files for many different contractors and clients, on many different
locations.
You may easily upgrade from Q-Safe to Q-Safe PRO without losing any data. Costs will apply.

18

Desktop vs Online
Q-Safe is generally sold as a stand-alone product for Windows PC.
It is downloaded as a Application file - .exe which allows it to load a program onto the computer for the
client to use.
The data cannot be shared with another computer.
If information needs to be shared, the only solution it to make the system online, where the data is
stored on a remote server, which is accessible by an internet connection.
The online connection required additional resources, so additional costs will apply.

18.1

Online options
1. Access by internet browser.
Data is available by using any internet browser - preferably Chrome.
Positives:
Accessible from any computer.
Accessibly by more than one person at the same time. However, you cant access the same document
at the same time.
Download individual document immediately to print or save as PDF.
All data is safely backed up all the time.
Negatives:
Limited functionality - cant edit drop-down lists, cant edit font and text colour.
Cant print entire file at one time.

2. Premium version - access by direct connection.
Positives:
Quick connection with no flicker.
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Allows for browser access as well.
Can print entire file at one time.
Can print entire file to PDF at one time - to a folder which has a pdf for each document. Each document
is automatically named.
Can print documents directly to email.
Full editing functionality of drop-down lists and text (font and colour).
All data is backed up all the time.
Negatives:
Master computer to carry the installed program, but others can be added (at additional cost).

19

Printing to PDF
Documents need to be printed, as most of them need to be signed by the relevant persons.
If a document needs to be sent by PDF, you can print each directly to PDF.
Standard PC version: when selecting Printer - select Microsoft Print to Pdf.

You may have a dedicated PDF printer installed which you will use.

Online standard package:
Select print. An image will appear on your screen. Print or select Download.

Online Premium (Direct access) package:
In the 'Company Details' Section, select License Key.
At the bottom of the page, select ONLINE

© 2021 Q-Safe ZA

Printing to PDF

19.1

51

Do you need to get all the documents printed by somebody
else?
1. Create a folder.
2. Save each document to a folder.
TIP: When you print to PDF, and it asks for 'File name' - right click - the document name and index
number will automatically appear.
3. Once complete, save the folder to a memory stick and take to your local print shop for printing.
TIP: If you are paying by page, print the cover page in colour, and the balance in black and white. (Much
cheaper!).
TIP: if you are printing in black and white, in the Risk Assessment - choose the 'GREYSCALE' option or get that page printed in colour as well.

19.2

Send all PDF documents by email
Common practice if you are working on a site far away from you.
1. Create a folder.
2. Save each document to a folder.
TIP: When you print to PDF, and it asks for 'File name' - right click - the document name and index
number will automatically appear.
3. Once complete, combine all documents to a folder.
There are free tools to do this. We like PDF mate free PDF merger (https://www.pdfmate.com/free-pdfmerger.html).
TIP: See settings below:
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PLEASE NOTE:
For a safety file to be effective, documents need to be signed.
If you print directly to PDF, the documents will not be signed.
However, it is common practice to send a safety file by PDF for the client to approve the CONTENT, and
allow you to submit the signed file later.
You can also print all the documents, present them to the relevant employees, get them signed, and
then scan ALL documents using the methods stated above. This is a safer method if you need approval.
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Changing a company name
In the standard version of Q-Safe, the license key issued is specific to a company name.
In some cases a company name will get changed, or edited.
The smallest change can cause the program to not work properly.
1. Call our support office for advice and an updated license key. We will need to upgrade our records.
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2. Home page > Company Details >

3. Enter revised name and select EDIT.
You will be taken to a page to enter the new license key.
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Fault reporting and support
If this manual does not resolve your problem, please give us a call.
Phone: 079 294 6903
email: support@qsafe.co.za
Whatsapp
Website chatbox - www.safety-file.co.za

We might need you to send us your backup 44 file.
Best use www.wetransfer.com
If you send it to us by 18:00 we will have it back to you by morning.
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Requests for new features in Q-Safe
If you can have a suggestions as to how we can improved Q-Safe, please let us know.
support@qsafe.co.za
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