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Accident Reporting System Enhancements

INTRODUCTION

A number of enhancements have been made to the Accident recording System. The operation of this
new and enhanced functionality is detailed in this document.

ATTACHMENTS

When an accident is recorded in the system, related photos, letters or documents etc. can be attached to
the accident record. At the foot of the page on the ‘Findings’ tab a document can be added.
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e@|@ hitp://abnwhhsv322/AccidentReporting/Acci O ~ B & n @ Create New Accident ‘ | A
= — — - Pap——— |
] Specified Injury Affected Person is Employee A
["] Dangerous Occurrence
[] Notifiable Disease
Minor Inury Absence Startoate |
O ear wiss Return Date [ ]
[ violent Incident
] Injury resulting in over 7 day absence
Add the email address Aberdeenshire personnel you wish a copy of this Accident creation email to go to. (Maximum 3)
Enter their name e.g. John.Smith the @aberdeenshire.gov.uk will be added automatically.
Enter Name ‘ | Add Email | |brian,aulher\and@aberdeenah\re,guv,uk Vl | Remove Email
Affected Person H Reporting Person |‘ Incident H Violence Disease Findings
Findings/ Recommendations
Recommendations/Preventative Measures
Stating actions to be taken (max 600)
600
Risk Assessment Undertaken? Oyes Do (177
Adequate Control Measures in Place? Oyes O Mo (1177
Review of Risk Assessment and Control Measures Required? (Yes I No O NfA
Further Training Required? Oes DN ONfA
Do Property need to be Informed? O
Employee Informed? Oes O No O nA
Attachments
Attach File to Accident
Note: Attachments can only be added after the Accident has been saved.
v
#100% -

Click the Browse button and select the file you wish to add from your local file system and click the open
button, see overleaf...
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@ ChooseFiletoUpload e . S— T T B ===
<[ » Computer » OSDisk(C:) » Temp » <[ 41 ][ Search Temp 2|
Organize v New folder ~ 0 @

o — 2 Neme Date modfied Type size I2]
B Desktop 20/01/20161123_ Microsoft Word D. 12k8
8 Downloads = AccidentDetailReportd. pdf 13/00/20160851  Adobe Acrobat D... 16Ke
] Recent Places 1| AccidentReportL. doc 08/01/20161342  Microsoft Word.. 72K8
§a OSDisk () AccidentReportLrdl 06/01/20161316  Report Definition ke
1L Projects [ Bogholez ot 05/01/20161628  Text Document 1K8
1\ support [ Bogholel £ 05/01/20161621  Text Document 1k8
1L TFS 6T [ Bogholent: 05/01/20161504  Text Document 1Ke
1| Templates | vpamap.log 18/12/20150820  Text Document 18 K8
Il Rod SMRPUB Live Setting.cm! 04/12/20151147 XML Document 1k8
1 sMr [ 1] AccidentReportl rdl.data 0112/20151730  DATAFile 3K8

I Gm ] ANG.DBF 21120151443 DBFFile ke £
angami 231120151441 XML Document 26K8
B Desktop [ smretractfilest 08/10/20151310  Text Document 1k8
4 Libraries [ RentsoftMeterdnsiallation.log 10920151405 Text Document 1ke
[ Documents _| 4 global.css 03/09/20151335 Cascading StyleS. 97KB
& Music " ERM File Open Error.docx 19/08/20151649  Microsoft Word D. 16 ke
& Pictures ledger ermor.docx 10/08/20151503  Microsoft Word D. 104 K8
B Videos [ ChenweliClientv5 11alnstalllog 20/07/20151037  Text Document 3Ke
& David Mearthur [ ChenweliClientv51Installlog 17/07/20151611  Text Document 2K8
% Computer ] HTMLTablehtml 29/05/2015 10:04 HTML Document 2K
€l Network &) messagehtm 21/05/201514:52 HTML Document 2K8
8 A002149 | testUploadFile2 bt 19/05/201510:43 Text Docurment 1KB

1 A002339 | uploadtesttdt 18/05/2015 22:22 Text Documment 1K8 I
8 AD02480 [ scottFormstackitxt 16/05/20151643  Text Document 953 KB
o A00s449 [ stringbuildercode.st 10/05/20151432  Text Document ke
% Anosg0s [ Fixc codenxt W/05/20151410  Text Document BKE
% A008915 IncidentStats xisx 09/04/20151622  Microsoft Excel W. 11k8
8 A008942 | CherwellClienty5 101nstall.log 26/01/2015 08:44 Text Documment 2K8
™ A008995 || Bodypart.txt 08/12/201411:33 Text Document. 4KB
8 A000253 [ columnsUpdated Query.bt 26/11/20141433  Text Document 10ke
™ AD12161 L @& Migration Traceability - HS Auditing.docx  30/10/2014 11:04 Microsoft Word D... 22KB
M 2012168 ST SubService recordsads 11/09/20141608  Microsoft Excel 97.. 4577 KB
1 A012256 6] S69.mbe 05/00/201410:56  MHTML Document e
% Ap12703 [ ] accidentiing 030920141108 File 3KB
8 A012884 Services.csv 02/09/2014 09:56 Microsoft Bxcel C. 1K8
% A012960 Test Doc.docx 02/09/201410:00  Microsoft Word D.. 128
8 2013000 [ BMWiEjpg 02/00/20140935  JPEGimage 82k8
8 2021506 [ test 01L/09/20141555  File 1K8

8 A0z1593 2 RI16680.docx 01/09/20141017  Microsoft Word D. 17 k8 2

Filename: Testdoc.docx - [AnFies
| |
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e -4)2\ B hrep/abrwhh322/AccidentReporting/Accis £ ~ B O | @ Creste New Accident

ki
Hrvv v o w—— AR
[ Specified Injury Affected Person is Employee. a
[] pangerous Occurrence
[] notifiable Disease
inor Tnjry O
) Near viss Retum Date [ ]
[ violent Incident
[ mnjury resulting in over 7 day absence
"Add the email address Aberdeenshire personnel you wish a copy of this Acadent creation email to go to. (Maximum 3)
Enter their name e.g. John.Smith the ir uk will be added
Enter Name | [ AddEmail | [brian govuk Remove Email
Affected Person || Reporting Person || injury | Incident || Violence | Dis=zs= [ Findings
Findings/Recommendations
Recommendations/Preventative Measures
Stating actions to be taken (max 600)
600
Risk Assessment Undertaken? Oves Ono Ona
Adequate Control Measures in Place? OYes ONo ONA
Review of Risk Assessment and Control Measures Required? OYes OMo ON/A
Further Training Required? Oves OHNo. ONA
Do Property need to be Informed? O
Employee Informed? OYes Oho OnfA
Attachments
Attach File to Accident
C:iTemplTestdoc docx Note: Attachments can anly be added after the Accident has been saved.
v

100% -

Click the Add button to attach the file to the accident. Attachments are shown in a grid, see overleaf...
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e@|@ hittp://abnwhhsv322/AccidentReporting/Acci O ~ B €& n (& Create New Accident ‘ | - A
= = == - - - -
Minor Injury Absence StartDate A
L Near Miss Return Date [ ]

[ violent Incident
["] Injury resulting in over 7 day absence

Add the email address Aberdeenshire personnel you wish a copy of this Accident creation email to go to. (Maximum 3)
Enter their name e.g. John.Smith the @aberdeenshire.gov.uk will be added automatically.

Enter Name | | Add Email | [ brian.sutherland@aberdeenshire.gov.uk v | Remove Email

Affected Person H Reporting Person |‘ Incident H Violence Disease Findings

Findings/ Recommendations

Recommendations/Preventative Measures
Stating actions to be taken (max 600)

600

Risk Assessment Undertaken? Oes O No O NA

Adequate Control Measures in Place? Oves O No ONfA

Review of Risk Assessment and Control Measures Required? O Yes O No OnNfa

Further Training Required? Oes Ono Onfa

Do Property need to be Informed? (]

Employee Informed? Oes Cno O nfa

Attachments
Att:cp;:ent file Name File Path Content Type ﬁ T %ed
s Tt MRS AT gt s

Attach File to Accident
Browse... Add Note: Attachments can only be added after the Accident has been saved.

Click the Open button to view or save the attachment.

ADDITIONAL EMAIL RECIPIENTS

When an accident record is created a notification, email is sent to the person entered as the ‘Reporting
Person’ and to Pam Bruce, Ron Wilson and David Robb within the Health and Safety team.

A facility to add up to a maximum of 3 additional recipients of this email has been added to the system.
On the Accident entry screen below the accident classification new fields exist to enter these email
addresses, see overleaf...
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e\-—}j@ hitps//abnwhhsv322/AccidentRepor O ~ B € X
Accident Reporting

{2 Create New Accident

Home | Create New Accident Search Accidents ‘ Reports  » Administration P ‘

Reference No. Status |\ncomplete v| I Cancel I Export Print

["] Specified Injury Affected Person is Employee
[ "] Dangerous Occurrence
[] Motifiable Disease

Minor Injury Absence Start Date |:|
7 ear iss Retur Date [ ]

[] Violent Incident
["] Injury resulting in over 7 day absence

Add the email address Aberdeenshire personnel you wish a copy of this Accident creation email to go to. (Maximum 3)
Enter their name e.g. John.Smith the @aberdeenshire.gov.uk will be added automatically.

Enter Name david.mearthur x| | AddEmai | | ~| | Remove Email
Affected Person || Reporting Person || Injury H Incident H Violence Findings
Injured Party Details  If Employee enter employee no. and for surname and click Search to obtain details v
#100% -

Simply enter the user name in the form firstname.surname and click the Add Email button. The name is
validated to ensure it is a valid Aberdeenshire employee email address and it adds the
.aberdeenshire.gov.uk suffix automatically adding it to the drop-down list.

@'\‘—})K@ http://abnwhhsv322/AccidentRepor 0 ~ B &

Accident Reporting

(& Create New Accident

Home | Create New Accident Search Accidents ‘ Reports  » Administration P ‘

Reference No. Status | Incomplete v | Cancel | Export Print

["] Specified Injury Affected Person is Employee
["] pangerous Occurrence
["] Motifiable Disease

Minor Injury AbsenceStertDate | |
L ear Miss Return Date L]

["] Violent Incident
["] Injury resulting in over 7 day absence

Add the email address Aberdeenshire personnel you wish a copy of this Accident creation email to go to. (Maximum 3)
Enter their name e.g. John.Smith the @aberdeenshire.gov.uk will be added automatically.

Enter Name | | Add Email | |dawd.mcarlhur@aberdeenshlre.guv.uk V| ‘ Remave Email

Affected Person || Reporting Person || InjuryH Incident H Violence Findings

Injured Party Details  If Employee enter employe: and for surname and click Search to obtain details
P cmieoato o

#100% -
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A maximum of 3 email addresses may be added. If the email name added is invalid an error message is

displayed.
r T — R — =RACT g-‘
e|@|@ hitp://abnwhhsv322/AccidentRepor O + B & ” (& Create New Accident | i
Accident Reporting
Home | Create New Accident Search Accidents ‘ Reports  » Administration P ‘
john.doe@aberdeenshire.gov.uk is an invalid email address

Okay
Reference No. Status | Incomplete v |Cancel|

["] specified Injury Affected Person is Employee
| Dangerous Occurrence
[] notifiable Disease

Minar Injury Absence stertowe ||
C ear miss Retrn Date [ ]

[] violent Incident
[_] Injury resulting in over 7 day absence

Add the email address Aberdeenshire personnel you wish a copy of this Accident creation email to go to. (Maximum 3)
Enter their name e.g. John.Smith the @aberdeenshire.gov.uk will be added automatically.

Enter Name john.doe | | Add Email | |david.mcarlhur@aberdeenshire.gov.uk v| ‘ Remave Email

H100% -

If an email is added in error remove it by selecting name to be removed in list and click the Remove Email
button.
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el\l@@ httpi//abnwhhsv322/AccidentRepor 2 ~ B € ” (& Create New Accident ‘ |

Accident Reporting
Home | Create New Accident Search Accidents ‘ Reports  » Administration P ‘
john.doe@aberdeenshire.gov.uk is an invalid email address

Okay
Reference No. Status Incomplete v| |Cance||

["] Specified Injury Affected Person is Employee
["] pangerous Occurrence
[ Notifiable Disease

Minor Iyury sbsencestotome ||
) tear viss Retur Date [ ]

["] violent Incident
["] Injury resulting in over 7 day absence

Add the email address Aberdeenshire personnel you wish a copy of this Accident creation email to go to. (Maximum 3)
Enter their name e.g. John.Smith the @aberdeenshire.gov.uk will be added automatically.

Enter Name | | Add Email | david. mcarthur@aberdeenshire.gov.uk
mike. insch@aberdeenshire gov.uk

#100% =

ACCIDENT DETAIL REPORT

A new Accident Report option has been added to the System. This report details all details for a particular
accident which is exported to PDF for printing.
On the main Accident Entry page click the Export Print button which will generate report in a new browser

window.
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|\'=_\>)|,_Q http://abnwhhsv322/AccidentRepor L~-2c | @ Search Accidents ‘ |

Accident Reporting
Home | Create New Accident Search Accidents ‘ Reports  » Administration P ‘
Reference No. 2016011910100M001 Status | Incomplete v [Cancel | Export Print
["] Specified Injury Affected Person is Employee

[ "] Dangerous Occurrence
[] Notifiable Disease

Minar Injury spsencestortome ||
) tear viss Return Date [ ]

["] violent Incident
["] Injury resulting in over 7 day absence

Add the email address Aberdeenshire personnel you wish a copy of this Accident creation email to go to. (Maximum 3)
Enter their name e.g. John.Smith the @aberdeenshire.gov.uk will be added automatically.

Enter Name: | | Add Email | | david mearthur@aberdeenshire.gov.uk v ‘ Remave Email

Affected Person || Reporting Person || InjuryH Incident H Violence

Findings

Injured Party Details  If Employee enter employee no. and for surname and click Search to obtain details
Not Employee - enter the details

v
Emnlnuaa N 4579533 Search Titls Mr
http://abnwhhsv322/AccidentReporting/AccidentCreate.aspx #100% -
— ——— = e
\\ : /\ |(\|=;>)|@ http://abnwhhsv346/ReportServer/P 20 ~ B & ” 2 Create New Accident | & Report Viewer X | |
[4 4 1 Jofz p »l [100% v |Find | Next  [EETAGOITNNN v Expot @ & ~
B . Aberdeenshire A
Accident/ Incident Report Reference No. 201601191010DM001 counciL A

Header Details

Reference No. 201601191010DMO01
Accident Status Incomplete
Category Minor Injury

Person is Employes YES
Absence Start Date

Absence End Date

HSE Contact Mathod

HSE Date Reported

HSE Reference

HSE Auto Notified NO

Affected Person

Non Employee Type

Employee Number 4575533
Name Mr David McArthur vV

®100%

Select Acrobat (PDF) file and click the Export button to export to pdf format. Simply open the pdf file and
print the pdf.

The report cannot be printed by clicking the printer icon.

Please note the Notifiable Disease and Violence sections of the Accident are only displayed in the report
if any data is entered for these sections.
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INJURY CATEFORY, TYPE AND BODY PART CLASSIFICATION

When entering the details for a Specified or Over 7 days Reportable accident the accident is reported the
Health and Safety Executive. In these cases, only specific combinations of Injury Category, Injury Type
and Body Part are valid. These values are selected from drop-down lists on the Injury tab, as shown

below.
r L e e e e e e S — [E=REER )
e@|@ hittp://abrwhhsv322/AccidentReporting/Acc O ~ B C H @ Create New Accident | ‘ o~
HSE Date Reported ~
HSE Ref:
Affected Person || Reporting Person “ Incident H Violence Disease Findings
Injury Details
If change Injury Category or Type You must reselect Injury
[Injury Category <Select> ~ Type and Body Part
Injury Type™ [<Select ~|  Part of Body Injured= [ <Select= ]
Main Factor™ ‘ <Select> Vl Work process Involved™® |<Se\ect> v‘
Sub-Activity™ ‘<Se|ecl> vl
Kind of Accident™ ‘ <Select> Vl If Fall from height Enter height in metres I:I
w
First Aid Provided ? []
#100%

To improve usability, when a Specified or Reportable Accident is being entered these lists are populated
dynamically with only values that are valid for the parent selection. For example,...

If Injury Category ‘Specified injury or condition (see Inury Type) is selected only Injury types specific to
this category are available in the Injury type List.

=

e N e
o@K@ http://abnwhhsv322/AccidentReporting/Acc O ~ B & H (& Create New Accident | ‘

WEReference ] ~

Affected Person || Reporting Person “ Incident H Violence Disease Findings

Injury Details

I change Injury Category or Type You must reselect Injury
Specified injury or condition (see Injury Type) |  Type and Body Part

Injury Type™ Part of Body Injured® <Select> v
Amputation (Major)
- Blinding -
Main Factor | B Work process Involved= | <Select> v
one fracture
Crush
Sub-Activity™ | Injuries associated with working in an enclosed space
Loss of consciousness
Kind of Accident® | Scalping If Fall from height Enter height in metres l:l

Serious bums

First Ald Provided ? []

®100% -
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Then selecting a particular Injury Type only body parts specific to that injury type are available in the
Part of Body Injured drop-down list. Since these related lists are built dynamically the user can only select
a valid combination. These lists and their valid combinations are defined by the Health and safety
Executive. There is one point to note however, if a Minor Accident is created and the injury details are
entered, if the Accident is then changed to a Specified or Reportable, the injury category, type and body
part must be reselected to ensure a valid combination is set.



