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ACCIDENT REPORTING RESPONSIBILITIES AND PROCEDURES

REPLY TO

ATTENTION OF

CESO (385-40)                                     


Date:  9 June 2010
MEMORANDUM FOR INFASTRUCTURE ASSESSMENT (IA) TEAM MEMBERS

SUBJECT:  Accident Reporting Responsibilities and Procedures

1.  Secure the accident scene as much as possible.  The supervisor of the IA team member will thoroughly investigate the accident, document the investigation on an ENG FORM 3394 (USACE Accident Investigation Form) and submit the ENG FORM 3394 to the on-site Safety and Occupational Health (SOH) professional within 2 workdays.

2.  IA team members involved in a vehicle accident while deployed for emergency response with a personally owned, government or rental vehicle must notify their supervisor immediately.  Their supervisor will then notify, the on-site Logistics Management Representative and the on-site SOH Professional.  All vehicle accidents must be reported on ENG FORM 3394, regardless of the extent of damages, and submitted within 2 workdays.

3.  The signature chain ENG FORM 3394 is as follows:  Supervisory Inspection Team Leader signs in Block 15c.  Mission Manager signs in Block 16.  RFO Deputy Commander signs in Block 17.  The RFO SOH manager reviews and signs in Block 18.  The RFO Commander signs in Block 19.

4.  A Preliminary Accident Notification (PAN) must also be entered into ENGLink at the EFO for the above accidents.  If the EFO does not have the capability to create the PAN, it will be created at the RFO.  PAN creation guidance is enclosed.

Encl                                                                   Infrastructure Assessment Safety 

                                                                          & Occupational Health Officer

CF:

IA Mission Manager
SITL
ITL

RFO Safety & Occupational Health Manager

ENGLINK – ACCIDENT REPORTING SYSTEM (ARS) AND PRELIMINARY ACCIDENT NOTIFICATION (PAN) 

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

1. Access ENGLink at https://englink.usace.army.mil/.

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


 at bottom of page which will display 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 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 right side center of 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.

9. Click Create Report link on left side of the page.  This will display PAN Create New Incident Report Screen where you start providing requested information.  At bottom of each section, you will need to click in Yes, I am ready to submit this form box and the Save & Continue button in order to proceed to next section. 

10. NOTE:  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 right of 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 bottom of page, select Yes affirmation box and then click 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 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”. 
If you have any questions or need assistance concerning this new accident reporting procedure, please contact your onsite IA Safety and Occupational Health Professional.
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