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APPENDIX 7-B
GUIDANCE ON ACCIDENT REPORTING AND RECORD KEEPING AND PAN SUBMITTAL
As the RFO SOH Manager, you are responsible for assuring the below requirements are accomplished.

1.  Divide the Accident Log-Book in the “GO KIT” into Government Employee accidents, Contractor Lost Time and Property accidents, and Government Automobile accidents.

2.  Enter into the Daily SITREP the SOH issues and information.  Also update the SOH Accident Frequency Rate Worksheet.

3.  Each new accident must be entered into the Accident Logbook, the appropriate Microsoft Word Accident Log, and a Preliminary Accident Notification (PAN) created.    

4.  All accidents shall be reported in accordance with AR 385-40 and applicable supplements.

5.  Contractor motor vehicle accidents occurring on public highways shall be reported for trend analysis only and shall not be considered recordable.  EM 385-1-1, App B.16.b.

6. PAN reporting instructions are enclosed.  Make sure the PAN is created for the “Event” and not for any District.
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ENGLINK – ACCIDENT REPORTING SYSTEM (ARS) AND PRELIMINARY ACCIDENT NOTIFICATION (PAN)

The ENG Form 3394, USACE Accident Investigation Report, which we generally refer to as the accident report, will continue to be used for reporting accidents until it is phased out sometime in the future.   Its replacement, which is already on-line and required to be utilized immediately Corps wide, is an electronic reporting system located in ENGLink called Accident Reporting System (ARS).  It involves creating a Preliminary Accident Notification (PAN) each time an accident occurs.  For Corps Personnel, this is accomplished by the employee who had the accident or their supervisor.   For accidents involving one of our contractors, the Quality Assurance Representative assigned to QA the contract will be the person creating the PAN, unless the Area Engineer designates someone else.  A PAN is also required for contractor accidents that result in a job transfer or restriction.   For public accidents, a PAN is also required for a public serious injury as well as a fatality.  The Supervisor / Resident Engineer (on Disaster Recovery) will create the PAN for their area of responsibility, unless otherwise designated.   As stated above, you are still required to fill out the ENG Form 3394 until further notice on all PAN related accidents.  

Below are step by step instructions on accessing the ENGLink ARS and creating a PAN.

1. Access ENGLink at https://englink.usace.army.mil/  or from the District intranet home page.

2. Click the Yes button on the security alert box which will display the ENGlink Interactive login page. 
3. Click anywhere on  


 at the bottom of the page which will display the ENGlink login box.

4. Enter your UPASS user name (yourk3.....which you use to log into your computer) and oracle password.  This is the password that you also use to log into CEFMS. 
5. Click in the Remember my password box to avoid having to enter your UPASS or password the next time you access ENGLink. 

6. Click on the OK button.  

7. Click on District / Recovery Field Office where it requests you to select your Organization.  This will display the ENGLlink Home Page.

8. Click on Preliminary Accident Notification (PAN)  on the right side center of the page, below where it says  “Where and How to Update your PDS”  which is just below the  ENGLINK calendar.  This will display the Incident Reporting System front page.
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9. Click the Create Report link on the left side of the page.  This will display the PAN Create New Incident Report Screen where you start providing the requested information.  At the bottom of each section, you will need to click in the Yes, I am ready to submit this form box and the Save & Continue button in order to proceed to the next section. 

10. NOTE:  In the section where it is requested you provide accident location coordinates, if a project location was selected, the project location’s coordinates will automatically be displayed in the Latitude and Longitude fields.  If the accident didn’t occur on a project and you don’t know the coordinates, click on the Map Tool box.  When the map appears, click on the draw point icon (red dot) above and to the right of the map.  Then move your cursor over the State and click again.  This will populate the latitude and longitude coordinates boxes. For the time being, this will satisfy the reporting requirements until further notice. 

If the accident occurred in Puerto Rico or the USVI, just enter the following coordinates for Puerto Rico in the Latitude and Longitude boxes:    

Latitude:  18.2275     Longitude:  -66.6075
11. Once the entire report is filled out, scroll to the bottom of the page, select the Yes affirmation box and then click the Add New PAN button.

12.  You will be prompted to either (1) Release the report, (2) Save the report, or (3) Continue to 

      work on the report and release it at a later time.  Releasing the PAN is required to have the   

system send out the automatic notification to the Safety and Occupational Health Office.

13.  Once released, the report will be listed in the Last 5 Preliminary Accident Notification’s 

      Released on the ARS main page.

14.  Once a PAN has been released, changes to the original version can no longer be made.  If more information is required to be entered later about the accident, a new version of the same PAN must be created by clicking on the original PAN.  Look at the top left of the screen and select       “CREATE NEW VERSION”. 

For detailed information related to filling out the PAN, read pages 1-15 of the ARS instruction manual which is available in ENGLink on the PAN home page.
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If you have any questions or need assistance concerning this new accident reporting procedure, please contact your Safety and Occupational Health Professional.
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