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Health and Safety Incident reporting.  
1. The following category of incidents, and information, must be reported on AIRSweb (these are defined in section 6):
· RIDDOR (Reporting Injuries, Diseases and Dangerous Occurrences Regulations) statutory reportable incidents 
· One day and over LTIs (Lost time injuries) 
· High potential near misses (HPNM) 
· Failure of infrastructure assets (FOIA) incidents

2. When to report incidents:
· All incidents must be recorded on AIRSweb within 24hrs of the incident occurring 
· Where a LTI becomes a >7 day RIDDOR then the incident must be updated on AIRSweb within 24hrs of this occurring 
· All RIDDOR reportable incidents must publish an initial investigation report within 3 working days of the incident occurring. For >7 day RIDDORs this must occur within 10 working days of the original LTI occurring 
· All incidents must publish a final investigation report, action plan and issue a safety alert (where applicable) within 14 working days of the incident occurring 
· Where 14 days would provide insufficient time for a quality investigation to occur, then an extension can be agreed with the Purchaser. Albeit an updated initial investigation report will have to be published within 14 days. 

3. Steps to using AIRSweb
3a. Accessing AIRSweb and User Guidance:
Any Supplier requiring access to AIRSweb can achieve this by e-mailing a request to the Purchaser with the following details:

· Name
· Address
· Contact telephone no.
· E-mail address
· Project or contract name on which the Supplier is engaged

The Purchaser will then review the new user request and once satisfied the details are correct, send an approval email to the AIRSweb inbox, via airs@highwaysengland.co.uk 

AIRSweb can be accessed via the internet using the following link; https://airs.dft.gov.uk/ 

An AIRSweb User Guide is available for download on the AIRSweb system and is situated on the left hand side menu bar. Further guidance and advice, and gaining access to occasional formal training provided by the Purchaser can be obtained by contacting the administrator on the airs e-mail address provided above.

3b. Recording Incidents on AIRSweb:
Incidents must be recorded in a timely manner and updated on a regular basis (at least weekly) as new incident details, progress of the investigation and investigation findings become available. All sections of AIRSweb must be completed as and when relevant information becomes available.

The Supplier must record the incident cause as this is understood at the time of the incident. The Supplier should click "Save Draft" to record the initial and subsequent edits to AIRSweb.  Doing this leaves the incident record in an editable state.

When formal investigations have been concluded, the AIRSweb record should be checked by the Supplier for accuracy and updated for the final time. At that point the record should be closed by clicking the investigation sign off flag "Save Final". If you click the button at this point, the status will change from a draft record to a submitted one and will no longer be editable by the user.

Note: If records have been submitted prematurely, the AIRSweb Administrator has the ability to re-set the record to a draft state and allow the Supplier to resubmit the details.

3c. Investigating Incidents
Every Supplier working the Purchaser must ensure that the primary purpose of any health and safety incident investigation is to identify, learn and share lessons.

All incidents will be allocated a severity rating by the Supplier to determine the appropriate level of investigation required. Each incident should be assessed and investigated in proportion to the nature and severity of the incident.

For all RIDDOR incidents, the Supplier must contact (telephone and email) the Purchaser on the day of the incident. When there is a network infrastructure asset failure a decision will then be made by the Service Manager or if appropriate their line management, on how any investigation will proceed. In certain instances the Purchaser will take the primary investigation role.

On completion of the investigation, the final investigation report together with any relevant supporting documentation (action plan and safety alert) must be recorded and attached to the AIRSweb incident record.

It is essential that the Supplier is proactive in keeping the Purchaser regularly informed on developments in relation to incident investigations and follow-on activities. This must be achieved by regularly updating the investigation progress details against the incident within AIRSweb.

3d. Sharing Lessons
It is vital that lessons learned from incidents are communicated effectively by the Supplier both within their own workforce and to the Purchaser.

Details of lessons identified, where appropriate via a safety alert, must be provided to the Purchaser as soon as final causation and advice for potential avoidance has been fully determined. The Purchaser’s Health and Safety Division will e-mail “Safety Alerts” to key stakeholders.

3e. Closing Out Actions
The Supplier must report to the Purchaser to confirm that the Supplier has implemented corrective actions arising from investigations. This must include assessments of the effectiveness of the actions and whether further risk mitigation is desirable.


4. Activities which require reporting against:
The Supplier must use Airsweb to report any incidents that occur during these activities:
· Transport from mining yard to any of the South West depots.
· Unloading Salt in any of the South West depots.
· [bookmark: _GoBack]Return journey from any of the South West depots to the base of operations.

5. Key Contact
The AIRSweb Administrator is;
Wayne Mullin
Highways England
Woodlands
Manton Lane
Bedford
MK41 7LW
Tel: 01234 796120 GTN: 3013 6120
Email: airs@highwaysengland.co.uk

6. Definitions: Failure of Infrastructure Asset Incidents (FOIA), High Potential
Near Misses (HPNM) or lost time injury (LTI)

If you are uncertain as to whether an incident constitutes a FOIA, HPNM or LTI please contact the Purchaser.

‘FOIA’ definition;
A ‘failure of an infrastructure asset’ AIRSweb reportable incident is one that had the potential severity to cause major injury, a fatality, disruption to the network or where the learning from the incident would provide significant value to others in the supply-chain? This may include but is not limited to;
· Significant movement in a structure
· Corrosion of key components, that threaten the assets integrity
· Damage from vehicle strikes
· Incidents relating to damage to property, equipment, the environment or production losses with the production losses having the potential to cause injuries
· Items dropped from high level (gantry, bridge or temporary works etc) onto the carriageway
· Wind damage to temporary or permanent traffic management provision

HPNM definition;
A high potential near miss is an unplanned near miss that had the potential severity to cause a RIDDOR major injury or fatality, or where the learning would provide significant value to others in the supply-chain?

LTI definition;
A LTI is where the injured party is away from work, or unable to perform their normal work duties, for more than 1 day as the result of their injury. This 1 day period does not include the day of the accident, but does include weekends and rest days.
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