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Sphera INCIDENT REPORTING ONLINE FAQs

If you cannot resolve a problem from the information below, please contact the Occupational Safety Team
Occupational.Safety@bradford.gov.uk 
01274 431007
www.bradford.gov.uk/hands 
Q: I can’t see my department/service/school on the list?
A: It should be there. (Unless you are in an Academy or free school that do not buy into our SLA). Contact the Occupational Safety Team.
Q:  What type of incident should be entered on the system?

A: All accidents & incidents of violence & aggression. This system replaces RIF1 and AB1 forms and all violence at work reporting systems.
Q: What about first aid records?

A: Do not use the system to record first aid treatment. There is a form in the ‘First Aid Guidance’ document which can be used for this purpose.

Q: What about ill health events such as fainting, asthma attack etc?

A: Unless they occur as a result of an accident or violence & aggression incident, do not record using this system.

Q: What type of Pupil Accident should be recorded on the Sphera system?
A: If any pupil has to go straight to hospital as a result of an accident/violent incident it must be recorded on the system. All other pupil accidents can be recorded on the system or, alternatively, use the ‘Pupil Accident Record’ to record pupil accidents that do not result in them going to hospital. 
Q: I want to run reports from the system. How do I do this?

A: Only ‘Users’ will be able to run reports and update records etc. We have a limited number of ‘User’ licenses and a designated ‘User’ in your school or Service area will be able to run reports and update records etc. for you. All the Safety Advisers are system administrators, so if you have any specific requests you can contact the Occupational Safety Team.
Q: What is a ‘User’?

A: If you are a ‘User’, you will have access to records in your Service area/school and be able to run reports, update records, add absence details, upload documents etc. Obviously, these records should be treated with care and in line with existing data protection procedures. Contact the Occupational Safety Team if you would like ‘User’ access.
Q: As an Academy school we want to ‘buy into’ the system but we don’t have an SLA. How do we do this?

A: You can only use this system if you are a maintained school or if you have an SLA with the Occupational Safety Team. For SLA details, please contact the Occupational Safety Team. 
Q: Who do I contact if I have problems completing the form?

A: Please contact the Occupational Safety Team.
Q: What records will I be able to keep?

A: The person submitting the incident report will receive an electronic version of the completed ‘web form’ by e-mail (if the correct email address has been entered!). You are advised to store this on a secure server, in line with existing data protection procedures. Please avoid printing out unless you really need to. ‘Users’ will be able to access the records on the system in their own specified service area/school.
Q: As a manager I have received an incident notification e-mail but I can’t log on to view further details?

A: Only ‘Users’ can log in. Please contact the person who put the incident on to the system for the pdf copy, or the designated ‘User’ for your area, or the Occupational Safety Team, for further details. 
Q: What about data protection / security?

A: As part of the procurement process we sought assurances from Sphera on this issue. They use secure servers and meet the relevant recognised standards. We are confident that the system is secure, but, if you think there has been any breach of security, please contact the Occupational Safety Team immediately.

Q: The First Aider completes the RIF1 then gives it to the Business Manager to check & ‘sign off’ before sending in the RIF1 to Occupational Safety. Can the On Line Incident Report be sent to the Business Manager before submitting?

A: It’s not possible for the on line form to be ‘passed around’ to other managers etc. before submitting. Once submitted other information can be added (e.g. further action taken, time off details etc.) but this can only be done by the Occupational Safety Team or a designated ‘User’ of the system. If required, the manager can obtain further details by contacting the Service or School designated ‘User’, or the Occupational Safety Team. 

Q: If a member of my team completes an incident report – do I, as the line manager, get to see the form automatically, or would the team member have to send a copy after submitting?

A: The person submitting the incident form will get a pdf copy (if they put their email address in the appropriate box), and if they put the managers name and email address when asked, that manager will receive a notification email to inform them that an incident has occurred. This email to the manager will give date & time of incident, name of person involved and the report number. There will also be a link to the incident form submitted, but it will only work if that manager is a designated ‘User’. If required, the manager can obtain further details by contacting the Service or School designated ‘User’, or the Occupational Safety Team.  
The person submitting the on line report will receive a pdf copy of the completed ‘web form’ by e-mail. This can be saved (on a secure server) or emailed to a manager (consider data security). Please avoid printing out unless you really need to - the pdf is very long! 

Managers are advised to review their local reporting arrangements. (In several schools/teams, staff are instructed to add a specific email address instead of their own, so all the incident pdf copies go to one particular manager/administrator to make monitoring and reviewing easier) 

Q: I contacted the Sphera Support Team for log in details but they couldn’t help.
A: Log in details are not required to input an incident on the Incident Reporting & Recording On Line system. Just click on the link situated on the Occupational Safety website (Accident page or Violence & Aggression page) and it will take you straight to the incident form to complete. 

Please contact the Occupational Safety Team if you have any questions about the Incident Reporting System. The Sphera Support Team will only accept queries from the Safety Advisers. 

Q: Some completed incident forms have not been recorded on the Incident Reporting System database. Why? 
A: The person completing the incident form must press the "Submit form" button at the end of the report, before exiting the system, otherwise the information will not be saved & submitted. Submitting the record also triggers the pdf & manager emails. 
Q: Several reports submitted give no details of the person involved/injured. Why?

A: The person completing the form selected no to the question ‘Was anyone injured during the incident’ so the additional questions to capture the details did not appear. Please be aware that the boxes to put in details of the injured person and his/her injuries etc. only appear if ‘yes’ is selected for the question ‘Was anyone injured during the incident’. 

Q: Selecting ‘What was the immediate cause of the incident’? 
A: The person completing the incident form should consider carefully the cause of the incident before selecting one of the options. Please be aware that the Safety Adviser reviewing the report may change the selected option after reading the details of what happened.  

Q: I’m having problems entering the date of the incident on the form and submitting the form. Why?
A: The On Line Incident Reporting system will only work correctly if a current, up to date browser is used e.g. Google Chrome. Sphera support the current version of all browsers and the one previous e.g. latest versions of Firefox and Google Chrome. 

Q: How is the employees ‘time lost’ added after the form has been submitted?
A: If an employee, trainee, or apprentice is absent from work as a result of an incident, and this was not recorded on the Incident Reporting On Line system when the report was initially completed, the manager must contact the Occupational Safety Team asap, giving details of the absence from work i.e. ‘first day of absence’ date and, if known, the ‘return to work’ date. This information can then be added to the incident report. The Safety Adviser will report the incident under RIDDOR if appropriate. 
Q: The system won’t accept the telephone number I’m putting in the box. It says only 11 digits are allowed but there are only 11 digits in the number.  

A: Do not put spaces into the number e.g. 01274431007 not 01274 431007. The system counts a space as a digit! 
Q: ‘Invalid postcode message’ pops up when I try to submit the form, but I can’t see anything wrong with it.

A: Please take care and ensure postcodes are in the correct format e.g. 
BD1 1HX, and numbers and letters are used in the correct position – there have been several examples where the letter O has been inserted when the number 0 should have been used and the computer knows the difference!  
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