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This guide provides a high level overview of the life cycle of a health and safety incident at the University reported and managed via the Incident Reporting and Investigation

System (IRIS). This guide will also set out how to navigate the system and direct users to further guidance materials to assist them in reporting and recording our response to
these incidents.

Trend Analysis

Analyse your data to identify trends
and prevent reoccurrence of
incidents.

Incident Reporting Form

Accessible to all University staff and
students to report health and safety

Prevent o
incidents.

Reoccurrence

See How to Search and Run Reports

See How to Report a Safety Incident

for more guidance on conducting e Trend e 24/7 worldwide for more guidance on completing an
Trend Analysis. analysis reporting by Incident Form.
University staff
e Report and students

production

o |dentification e Review of what
of the root occurred
causes of the
incident ¢ RIDDOR and

Investigation USHA -
& classification DSO Review

To be completed by an Area or To be completed by a Departmental

Divisional Safety Officer - = Safety Officer (DSO).
(ASO/DivS0), or a University Safety Investigate the Review the

Officer (USO). Incident Incident See How to Update an Incident and

Record a DSO Review, How to
See How to Record an Investigation Select Reportable Classifications,

and How to Select Unsafe Acts and How to Select Injury Cause, and

Conditions for more guidance on How to Select Unsafe Acts and
completing an Investigation. Conditions for more guidance on
completing a DSO Review.
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IRIS System Homepage

Accessed via URL
Requires an account and Single Sign On credentials.

| INCIDENTS § DOCUMENT LIBRARY
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IRIS - Incident Reporting & Investigation System

HOMEPAGE CHANGE YOUR PASSWORD HELP

Change Your Password
Reset and change your password
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https://oxforduni.info-exchange.com/Default.aspx
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Incidents Homepage

Search & Reports

Allows you to run searches to interrogate your data or
generate reports to publish data out of the system.

Incident Dashboard

Displays useful information around the number of

incidents and outstanding actions in your area(s).

Incidents & Prin: () Downlozd POF [

No. Incidents per Month/Year & Status (Previous 3 Months) 8 Mumber of Qutstanding Actions per Status a
- - 25
Incident List
Displays a list of all 2
incidents in your
> 15
area(s). Incidents are
colour coded based w0 = open
on their status for - Overdue
ease. Tabs can be s
used to display All,
0
Open or C|osed Nov 2019 Dec 2019 lan 2020
incidents. . Closed iewed - Tnvestigsti veed - Open Actions
Reviewed - Further Infarmation Required W Unreviewed

Requirad

~

scoors
AllIncidents (44) | Open Incidents (35) | Closed Incidents (5) o have recantly closed 3 actions
Person Involved
Saarch Incidents
Creste new Incident a
@ Dtz Riedzction - 171, assignad on 18 Jan 2070,
Incidant Ref Dizte of Incident « Diepartment, Faculty or Schoel whare Building/Location whera incidant: Incidant Type Incidant Description Incidant Status DE0 Raviaw Status .
. e dent meres ceumes (@) == Fedction : 170 zssigned on 27 20 2020,
184 281an 2020 Jags Centre for [T Testing él.w'et_l'ngtnn Square - Continuing Fire Incident 0000 Unreviewed Unreviewed @ Dtz Redaction : 163, assigned on 23 Jan 2020,
ucztion
» 263 271en 2020 UAT Test Centre 14 Mon-University - Sports Venue Fire Incident dfg] Revizwed - Investigation Required @ Datza Redaction : 168, assigned on 21 Jan 2020,
s 282 27Jzn 2020 The Newaon Centre for dppls Testing JR-BM5 Unit Fire Incident “eserday = szudent produced 3 Sasue sampla in thair lsborzmry in Biachemistry tht nesded manssarting to the IR lzbs for znalysis Reviswad - Open Astions Open - Opan Actions )
The stugent placed the sample in = sasled Cryo vessel on dry ize 2nd cycled up the Hill 15 the IR zborstaries. @ Datz Redaction - 167, assigned on 11 fan 2020,
On arrival the vessel exploded in |zborstory corridor.

_/

The studsnt was hit by shrapnel and injured sheir foot and eys.
They were immediztely 1aken to Accident and Emergency and wers Later rensferred 1o @ ward for on-going trestment.

21Jan 2020 UJags Centre for [T Testing ‘Ashmolean Mussum Injury Incident Memier of the public got their hand trapped in the revolving door when entering the museum.A member of their family zccidentally hit the release button causing
their hand to be trapped.
I .d t D t .I njury Incident Hand trepped in & door
Injury Incident IP wripped over waste paper bin TR R -

An incident can be viewed in more
Workflow Inbox

detail by clicking on the Incident
Reference Number.

Displays a list of all outstanding actions assigned to
your user profile. Clicking on the reference number will
open the action.
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Incidents Homepage contd.

Actions List

Displays a list of all outstanding actions associated to
any incident in your area(s). Tabs can be used to
display All, Open or Closed actions.

ACTIONS

All Actions (34) | Open Actions (12} Completed Actions (22)
Action Ref Mo ncident Ref Ma. Action Date v Action Required Parson Responsible Terget Completion Date Status
132 262 23 Jan 2020 Revizw risk assessment for transportation of samplas christephersanders@uchs.cocacuk 31 Jan 2020
131 260 21 Jan 2020 Reopen revolving door to the public christophersanders@uchs.ocacuk 21 lan 2020

258 15 Dec 2019 Log on plznon Chris Willizms 30 Dec 2019 Open

» 179 259 15 Dec 2019 To recommend risk 3ss2sEMENT review UIAT1AB ASD-One 51 Dec 2019 COlosed Early

» 130 b 19 Dec 2013 + Review of Emergency Procedures for potential expasures. UAT14B ASQ-One 31 Dec 2013 Closed Early
= Mews starter and refresher training on Lzbelling procedures, signs and symptoms of key poizons.
» Further dizcussions on the zddition of 2 contzinment facility within Old Power Station.

253 18 Dec 2015 To review the signage displayed on the use of the door. victoria{@maoseleaming.com 31 Dec 2015 Clesed Early

255 18 Dec 2019 Emeil zecurity to ensure that the door is kept out of use until atherwise notified. UAT1A DS0-0ne 31 Dec 2019 Closed Early

133 255 18 Dec 2019 Advise security that the door can be put backin action. wictoria@maoosslezming.com 18 Dec 2019

» 255 18 Dec 2015 Advize security that the door can be put backin aperation. LIAT1AB AS0-One 18 Dec 2015
» 56 18 Dec 2015 Confirm that the door has been teken out of action UAT1AB ASO-Ome 31 Dec 2015
door has been brought back into operation. LIAT14B A30-Omne 31 Dec 2015

UAT1AB ASD-Ome

31 Dec 2015

d of Department confirming the actions agreed at a mesting held this meming to discuss the incident:
d to wesr eye protection in Lab.
intreduced:

Action Detail
completion of 2 farm to confirm understanding.

An aCtion can be VieWed in more detall by c“Cking on leb for & minimum of 1 week and referrel 1 the Head of Deparoment who has finzl decision on when,f they can
the Action Reference Number. Loy

& Rizk Azsessment bazed on the findings of the review.

253 16 Dec 2015 Contect security et the front desk and bring the door back into senvice. L DSO Review List

=2 15Dec0i Trein Erenyens nat 1o aut themaslvas Displays a list of all DSO Reviews for incidents in your
210l Ho il area(s). Tabs can be used to filter DSO Revi by their
status.
DSO REVIEWS
AlL DSO Reviews (43) Unreviered (13) Further Informatien Required (3) Reviewed (19} Open - Open Actions (5}
D50 Beviews
ncident Ref Mo. Department, Faculty or School whers ncident Type ncident Description D20 Review Date + D=0 Review Stetus

incident coourmed

184 Jags Centre for [T Testing Fire Incident e 28 Jan 2020 Unreviewed
» 263 LIAT Tast Cantre 14 Fire Incident dfgj 27J2n 2020

izzue sample in their lsborztory in biochemistry that nesded wranzporting to the R labs for analysi: 23 lan 2020 Open- Open Actions
dent placed the sample in 2 sealed Cryo veszel on dry ice end cycled up the hill 1o the IR Lsborstories.

On arrivel the vessel exploded in the lzborztory corridar.

The student was hit by shrzpnel and injured their foot and eye.
They were imme:

21 Jan 2020

. .
DSO Review Detail r 2t
c held the leading edae of the door as her mother and brother had stooped it turning by kicking the heel sansor whilst thevwere inside the door. 27 Dec2019

An DSO Review can be viewed in more detail by
clicking on the Incident Reference Number.

The Hewwon Centre for Appla Testing Fire Incident
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Incidents Homepage contd.

Investigations List
Displays a list of all investigations for incidents in your

area(s). Tabs can be used to filter investigations by
their statuses.

INVESTIGATIONS

Al Investigations (31) | Reviewed - OpenActions (I} | Investigation Required (2%) || Closed (8)

Q, Search Investigetions

Incident Ref No. Department, Faculty or School where incident accurred D50 Revisw Ref Noo Investigation Created Date Imwestigation Owner Invastigation Team ‘Was an update to any risk assessments required Status
following this incidant znd investigation?

283 UAT Test Centre 14 2 27Jen 2020 Julie Hamilton, Andy Bryson,UAT1AB ASO-One
262 The Kewton Centre for Apple Testing pabl 23Jan 2020 Gary TiceswellJennz Jack Brizn Jenkins
> 260 Jags Cantre for [T Testing 208 21 Jan 2020 Julie Hamiltan,Andy Brysen Chris Sanders Mo
261 Jags Cenre for IT Testing 210 21 Jan 2020 Julle Hamilzan Andy Bryson
158 UAT Test Centre 24 07 158 Dac 2019 Chris Willizmes, UATALL University-One, UATAIL
University-Two
» 159 UAT Test Centre 14 08 15 Dec 2015 Chris Willizms,UATALL University-One, UATAL ‘Vicmoria Jervis, Chris Sanders ez
University-Two
» 255 UAT Test Centre 14 4 18 Dec201% UAT14AB ASO-One Vicworia Jervis, Chris Sanders Ves
> 256 UAT Test Centre 14 205 18 Dec201% UAT1AB ASD-One Chris Sanders and Karri Richards Yes
» 257 UAT Tast Centre 14 206 18 Dec201% Chris Willizms, UATALL Univarsity-One UATAL Chris Sanders and Karri Richards Ves

University-Twa

° o o JAT1AB ASO-One Victoria Jervis, Christopher Sanders ez
Investigation Detail wraasoom -

UAT14AB ASO-One

An investigation can be viewed in more detail by
clicking on the Action Reference Number. OnelATAL niversity Two

UATZAB ASO-Onie, UATANL University-One,UATALL
University-Two

Jagadish Srinivasa,Chris Williams, UATALL University-

47 UAT Test Centre 24 1%5 11 Dec201% Chris Willizms, UATALL University-One UATAL
University-Two

2 z » ] Page10f3  Showsll

Quick Reports

“Wou do not have any reports.

Your most recent search (MTM Injury Sustained Combined]

Saved Searches Quick Reports

Displays a list of any saved searches as well as your Displays a list of any saved reports for quick access.
most recent searches.

See How to Search and Run Reports for more guidance
See How to Search and Run Reports for more guidance



