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Introduction

The information below summarises how the Assure online health and safety system works.

The Assure system is used to report hazards, accidents and incidents etc as well as creating
and completing DSE assessments and Risk assessments.

Any employee, with access to the Intranet, can report accidents/incidents and complete DSE
assessments through the Assure portal.
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14.

1.5.

2.1.

2.2.

2.3.

2.4.

2.5.

Users have access to the full system which will all them to complete 1.3. as well as creating
risk assessments and view all records within their designated team.

This guide will help you navigate through the system. For further details on creating specific
records, refer to the other ‘How do I..." guides which can be found on the Intranet.

How do | access Assure?

You can access Assure via this link which can also be found in the health & safety section on
the Intranet.

To log in, just enter your username and password into the spaces provided as shown.

Next click Login. If the details have been forgotten, you should use the password reset
function.

Evotix Assure
London Borough of Hillingdon Council
Login

Username

Username

Password

[ Keep me loggedin

_

Forgot your password?

When you log in, check that the Org Unit shown is correct and displays the area or business
function you work in.

Org Units represent the health and safety reporting structure within the London Borough of
Hillingdon (LBH). It is against these Org Units that records are created.

Home 2. Orgunit: LBH | (8 ANDY PIGGOTT v {32 Settings v @ Help v

Welcome / Customise

Welcome to Evotix Assure safety management system, we hope you enjoy your stay!

Quick Add Record Shortcuts

Hazard Reporting Hazard Reporting

Activity Risk Assessment DSE Assessment



https://hillingdon.sharepoint.com/SitePages/Health%20and%20Safety/How-do-I.aspx
https://ids.uk.sheassure.net/Account/Login?ReturnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3Dmvc.assure%26redirect_uri%3Dhttps%253A%252F%252Fuk.sheassure.net%252F%26response_mode%3Dform_post%26response_type%3Did_token%2520token%26scope%3Dopenid%2520profile%2520email%2520tenants%2520signalR%26state%3DOpenIdConnect.AuthenticationProperties%253DZvmHl-njAGNVM6GArTV2t-_4a1lyYQX6NGNs4FaoV_M0D-WIEbzJUs1JfQW465UglFBi1fMTj12XCHY9RRKfeLVKySWWj8Cedg3nhwh7XE3BfeQtXXCex57X8wOUF4-D0eRFM1yCEys7ePROOXlRkoV1VG9-o3vjA74smO7imNQWZv6130ULvU2fbsoc8WzmVSDLPTTNAdLHdMsCWGrYi_6RjIg%26nonce%3D638158722787055697.MDFiNzIwMTgtNjVkZC00NGMxLTk4MWEtZjM0M2Q4N2U0NDBkNDRmMjUyODYtNWVhMy00Yjc5LWE3YTItM2NiMjRlMTYxZTZk%26acr_values%3Dtenant%253Dhillingdoncouncil;%26x-client-SKU%3DID_NET%26x-client-ver%3D1.0.40306.1554
https://hillingdon.sharepoint.com/SitePages/Health%20and%20Safety/Health-and-Safety.aspx

2.6.

2.7.

2.8.

2.9.

LBH have multiple levels to its reporting hierarchy. This divides out directorates into services

and teams. To allow you to view and create records you will need to have the correct Org Unit

selected.
Select 2 ><
[:]
LBH ®x
.
"
.
ADULT CENTRAL CHILDREN EDUCATIC FINANCE HILLINGDC PLACE SCHOOL] Training
SERVICES SERVICES AND AND HUB
AND YOUNG SEND

HEALTH PEOPLE

Once you have the correct Org Unit, click Select.

You will now see the Org Unit will have changed and all records you view will relate to the new

Org Unit chosen.

Home &, OrgUnit: Training | (@ ANDYPIGGOTT v £5 Settings v (3) Help v

Welcome

Welcome to Evotix Assure safety management system, we hope you enjoy your stay!

Quick Add Record Shortcuts

Hazard Reporting Hazard Reporting

Activity Risk Assessment DSE Assessment

/ Customise

Clicking on your username will present options that enable you to set your date and time
preferences, view your permissions, change your password and log out of the system.

Home = Oy

Welcome

Welcome to Evotix Assure safety management system, we hope you enjoy your stay!

S My Preferences
My Permissions

Change My Password

Unit: Training s RNV lalPNI  (5: Settings v () Help v

& Customise

Quick Add Record Shortet

Log Out

2.10.

2.11.

Clicking on Modules displays a list of modules and associated sub modules that your
organisation has purchased. Your Assure sub module names may differ from this tutorial as
they can be renamed to suit different reporting purposes.

Click Modules.



2.12.  You can navigate easily to the module/submodule you want from the Modules menu.

12.1.
12.2.
12.3.
12.4.
12.5.

EVOTIX

Modules — Risk — Activity Risk Assessment
Modules — Risk — COSHH Assessment
Modules — Risk — DSE Assessment
Modules — Incident — Incident Record
Modules — Incident — Vehicle Incident

Heme & Orgunit Training () ANDY PIGGOTT ~ & settings v () Help v

Modules
ome A Customise

5 Assurs safety management system, we hopa you enjoy your stay!

[ Project

A\ Risk

Record Shortcuts
3 Incident

Vehicle Incident
Incident Invastigation ity Risk Assessment DSE Assessment
RIDOCR

Glaims Management ssessment Activity Risk Assessment

Incident Ansiysis

Accident fIncident
Frequency Retes RIDDOR

Congent to Drive

=
08 Dashboard nt Record o Incident Record

8% People
COSHH Assessment

(SR

[ Reporting Health Surveillance

2.13.  Clicking on a submodule name takes you to the submodules record list view. Click on the LBH
Logo or Home button to return to the home screen.

-> Incident: Incisent Record A, OrgUnit: Training  (B) ANDY PIGGOTT ~ £ Settings v () Help v
Incident Record

Y Filtars v/ E Reports ./ @ Multi Mode ~/

Referance Team Dats of incident Incident severity Immadists Causs

INCfO3894 Training o1/o2/2023 REVIEWING MANAGER Near Miss
MUST SELECT FROM..

() Reject

7 submitted

Relsted Incictent cetsils Reported by Review Date Last upaiste &2 approve

o @0 Mo [Jo Test Test No Review Set 01/02/2023 12:00:53 = Archive

Reference Tearmn Date of incident Incident severity Immediate Cause
@ Reject
INC/03889 Training 31012023 Insignificant Near Miss e

T Submitted

Related Incident details Reported by Review Date Last update ik Approve
[Bo @0 o [JO Leosetlooriie Andy Piggott No Review Set 31/01/2023 16:321 B Archive

Reference Team Date of incident Incident severity Immediate Cause

INC/03841 Tesining 14/08/2022 Minor Injury/ill Health

Related Incident cietails Reported by Review Dare Lest updste

Bo @0 Mo [J1 doswasmovingiOftroofing Andy Piggort No Review Set 22/06/202210:0415
sheet for a jab when he..



Configuring your Dashboard

3.1. Assure provides you with the ability to configure your own personal dashboard.
Click Customise.

Home o2, OrgUnit: Training  (8) ANDY PIGGOTT v 5% Settings v (@) Help v

Welcome

Welcome to Evotix Assure safety management system, we hope you enjoy your stay!
Quick Add Record Shortcuts

Hazard Reporting Hazard Reporting
Activity Risk Assessment DSE Assessment

DSE Assessment Activity Risk Assessment

N

=¥ RIDDOR RIDDOR

¥ . .

ﬂ Incident Record Incident Record

COSHH Assessment

EVOTIX

Assure

Health Surveillance

3.2. Next, click Edit Quick Add and Shortcuts.

Home > Customise Dashboard a2, Org Unit: Training (&) ANDY PIGGOTT v 153 Settings v (@ Help v

X Exit Edit Mode I = Edit Quick Add and Shortcuts I

Quick Add Record Shortcuts

& Hazard Reporting Hazard Reporting

Modules

Activity Risk Assessment DSE Assessment

DSE Assessment Activity Risk Assessment
Insightss

RIDDOR = RIDDOR

Incident Record N Incident Record

COSHH Assessment

Health Surveillance

EVOTIX

Assure




3.3. Selecting Show My Tasks will display a list of your top outstanding tasks.

3.4. Selecting Show Quick Add Record and Show Shortcuts allows you to select shortcut icons for
your dashboard.

~ Configure

Show My Tasks.
Show Quick Add Record
Show Sharteuts

v Quick Add Record

-+ Add

v Shorteuts.

~+ Add

3.5. Click Add under Quick Add and/or Shortcuts Record. Select the relevant records you wish to
have.

Select e

Display: Search:
o -

salect Visible | Unselect Visible

&
-

Arsa Module

O Paople Driving Licence Detalls

] Paopis Employment History

0O s Health Survelllance

O People Person Reglster

[m] People People & Roles (TNA Analysiz)
0 Peopie Role Recqulrements (THA Template)
0 Faopla Training Records

O Projsct Projact Datails

Risk Activity Risk Rssessrriont

Risk COSHH Assessment

Shewing 1l to 20 of 31 entries.

Gotopags: 2 14 Fist < 12 3 4 > Last

3.6.  Finish by clicking Select. Once you have selected Quick Add Records and Shortcuts, click Save
and Close.

v Quick Add Record

B Activity Risk Assessment () ! W COSHH Assessment (o] Co\ Incident Record 0
¢ ® @

: ‘ehicle Incident - ssessment
Vehicle Incid L Osc A
. @

-+ Add

)

v Shortcuts

)

) Incident Record m @ Vehicle Incident m nAct‘witvﬂiskAssessmenr m

COSHH Assessment 6]

-+ Add
==




3.7.

Home » Customise Dashboard

My Tasks

sovor (D © 5% cor e

Outstanding actions from the fire risk assessment for the

remise to be leted within ti iven...
P! £ A\ cosmh assesament +
Thars ars & rumbar of High Risk’actions recuire attentio: 3.4 &72.4
Comalatad by SARA KNG
% incidentResord +
nevon (R © oo dovs lete
Premise to ensure ding of the 9 venleincidant +
weekly fire alarm tests from different call points
Comelsted by: SARA KNG
A\ ose assossmons +
rotion (D S 516 days ate
Premise manager to ensure little used outlets are flushed to Shortcuts
drain weekly and recorded
omalsted by: SARA NG ¥ Ineldent Record >

3.8.
to them.

Home > Customise Dashboard

My Tasks

Action - & Bl days lats

You will now see that quick links and tasks have been added to the dashboard.

B, Orglnt Training () ANDYRGGOTT v 3 Settngs v .-

X = Edit Quick

Quick Add Record

& Retiulty Rick Aecesement +

From your dashboard you can manage the tasks displayed by clicking on the cogwheel next

& oglnt Treining (@ ANDTPGGOTT v

@ relp v
X Exit Edit Mode

= Edit Quick Add and Shorteuts

Quick Add Record

& Activity Risk Assessment +

Premise manager to ensure little used | ="

drain weekly and recorded

Complated by: SARA KING

Complats
Apprave

Assign
Action - & 516 days lata “

Premise manager to ensure little used | '

drain weekly and recorded

Go ToResord

COSHH Assessment

Incidant Recard

Vehicle Incident

Completed by: SARA KING

Aetion - & 486 days late

Add a slide to pp
Rafer NHS wietsite for 18 symptoms
Complated by ANY PRIGOTT

AT rovon (D © 155 dov e

4. Dashboard Reports

4.1.
on New Record.

the premise manager. Link to standard below.
Completed by: JENNA COWLING

Attachmants

@

Insighte+

EVOTIX

Assure

DSE Assessment

Procedural Audit

RIDDOR

When in Dashboard configure mode, to add charts to your dashboard, under My Data, click

a8 RIDDOR >

Policy/Guidance/Method
Statement

jon: 191161500




Home » Create

v Dashboard Item

*
Chart Type Count Values

Module*

Ingident Record

Count Field * Approval Stage

*
Top X Results ©

Org Group Plaase selact an Org Group,

Use Cascade

Select Filter*

Default Layout* Q) Text

@ Column
Q) rie

Incidant Reports.

] save and Close

EVOTIK

Assure

4.2.

Date of Incident - Last | Manths

2. Orgunit LBH  (8) ANDY PIGGOTT v 153 Settings v (?) Help v

Dashboard reports will show you those records that are in progress (assigned); have been

submitted for approval and those that have been approved.

4.3.

Clicking onto the symbol to the left of the first word in the dashboard report title will allow

you to view the summaries of the associated individual records.

Home

Encidents by Approval Stage (last 12 mths)

7
- :
Approval Stage

® Approved ® submitted
® In Progress

Y DSE by Approval Stage (last 12 mths)

200
150
1 124
g
100
54
) -

Approval Stage

EVOTIX
Assure @ Aoproved ® In Progress

& OrgUnit LBH (@) ANDY PIGGOTT v 58 Sertings v @ Help v

L 4 Vehicle Incidents by Approval Stage (last ..
12 mths)

® In Progress

Risk Assessments by Approval Stage (last
12 mths)

Approval Stage

® Approved @ InProgress
® Submitted



5. Submodules

5.1.  Select the module and submodule you wish to view. The council predominantly use the Assure
system for reporting accidents, completing DSE, COSHH and Activity Risk assessments:
5.1.1. Modules >>> Risk >>> Activity Risk Assessment
5.1.2. Modules >>> Risk >>> COSHH Assessment
5.1.3. Modules >>> Risk >>> DSE Assessment
5.1.4. Modules >>> Incident >>> Incident Record
5.1.5. Modules >>> Incident >>> Vehicle Record

Modules
[ Project
A Risk

| 35 mcizen

Bl nvait
@ Reporting v

[ Policy/Guidance/Msth
od Statement

5.2.  When working in any module, to start a new record just click on the New Record button.

Home > Incident Incident Record &, OrgUnit Training (@ ANDYPIGGOTT ~  (j Settings v (3) Help ~

Al |ncident Record

7 Filters P Reports [ Muki Mode

Reference Tear Date of incident ncident severity Record is Assigned

5.3. A new form for the subject you are working in will open. Any fields you see with a red asterisk
are mandatory. For further details on completing records, please refer to the ‘How do I..’
guides which can be found within Health & Safety documents on the Intranet.

5.4.  When working in a module, a Quick Search function is provided to help you find specific
records and information. Click on the Magnifying Glass

Homs > Incident: Incident Ascord & CrgUnit Training (@ ANDYPIGGOTT v 3 Settings » () Help v

Al |ncident Record

T Firers \s [ Reports 3 Muti Mode

Reference Tea Datz of incident neident severtty immeciste Cause Recard is Assigned



https://hillingdon.sharepoint.com/SitePages/Health%20and%20Safety/Health-and-Safety.aspx

5.5.

(A

Use the search box provided to search the available columns.

Home > Incident Incident Record > Quick Search &, OrgUnit Training @ ANDYPIGGOTT v (3 Settings ~ () Halp ~

Incident Record

Team

5.6.

nc/oses? Wos/2022 juryf it

Traking LR
g 0362

Showing 110 2 of 2 entries

To work with existing records, for example to edit incident records with investigation findings,
just click on any of the record's text to open it in Edit mode.

Home > Incident Incident Record 3, OrgUnit Training (8 ANDYPIGGOTT v G Settings v (3) Help v

Incident Record

7 Filters v [ Multi Mode ./

{2 Approved

Related ircident details Reportsd by Roview Dats Last update

2 Bo @0 Mo O3 Joe was moving 10ft reofing sheet for ajob IAndy Piggott I No Review Set 20/06/202210:02:53
when he and hip.

5.7.

5.8.

@

)

()

[

Records in Assure can go through different stages of Workflow Approval.

Record Assigned - When the icon looks like this, the record has been Assigned to a specific
user to manage. For example a record may be Assigned to a manager so they can conduct an
Incident Investigation.

Home > Incident incident Record &, OrgUnit Training @ ANDYPIGBOTT v £ Settings v () Help v
Roference Date of incident cident severity immediata Cause
INC/03637 Training 14/06/2022 Minor Injury/ il Health
Related incident details Reported by Review Date ast update @ Approved
Bo ¢o Mo 3 Joe was moving 10/t roofing sheet forajob  Andy Piggott NoReview Set 20/06/202210:0253
when he twisted his back and hip.
Reforence ear Date of incident cides immediate Cause -
INC/03641 Training g 14/06/2022 Minor Injury/M Heaith
Related incident details Reported by Review Date Last update & Approved
Bo @o Mo 1 Joe was moving 10t roofing sheet for a job Andy Piggott No Review Set 22/06/2022 10:04:15
when he twisted his back and hip.

Reference Team Date cf incident immeciate Caus

() Reject -
INC/03889 Training 3vo2023 Near Miss

beritted
elated dent detadls Reported by Review Date Last update & Approve
Bo @o Mo [Fo Loose floor tile Andy Piggott No Review Set 31/01/2023 16:3211
Reference Date of incident ncident sevorty immediate Cau -
INC/03894 Training 0110212023 REVIEWING MANAGER MUST SELECTFROM  Near Miss.
OPTIONS BELOW

<7 Submit
Related Incident details Reported by Review Date ast update
Bo ¢o Mo [Fo Test Teat No Review Set 03/04/2023 10:0150




5.9.

Home > Incident Incident Record

Roforence

INC/03637

Related

Bo ¢o Mo O3

Training

incident details

Joe wes moving 101t roofing sheet for a job
when he twisted his back and hip.

Date of incident

14/06/2022

Reported by
Andy Piggott

incident sevarity

Review

No Review Set

Org Unit: Training

immediate Cause

Injury/ i Health

ast update
20/06/202210:02:53

® ANDY PIGGOTT

Record Submitted - When the record says Submitted, it means that it has been submitted for
approval. It cannot be worked on further when it is in the submission stage.

@ hep v

Reference
INC/03641

Related

Bo ¢o Mo D1

am

Training

incident details

Joe was moving 101t roofing sheet for a jobs
when he twisted his back and hip.

Date of incident
14/06/2022

incident sevarity
Minor

Review Date
No Review Set

immediate Cause

Injury/i Heaith

Last update
22/06/202210:04:15

Reference
INC/03889

Related

o @o Mo o

Team

Training

incident detadls

Loose floor tile

Date of incident
31/01/2023

incident severity

Insignificant

immediste Cause

Near Miss

Last update
31/01/202316:3211

© Reject

Reforence
INC/03894

Home > Incident Incident Record

Tearr

Training

Incident details

Test

Date of incident
01/02/2023

Reported by

Test

ncident severity
REVIEWING MANAGER MUST SELECT FROM
OPTIONS BELOW

Review Date

No Review Set

immediate Cause

Near Mizs

astupdate
03/04/202310:0150

Org Unit: Training

® ANDYPEGOTT v

Record is Assigned
@ FRejectsd

<7 Submit

ttings v

&

Record Approved - When a record is showing a green tick, it means that it has been Approved.

@ Hep v

Roforence
INC/03637

)
B0 @0 Mo D3

Team

Training

Incident details

Joe was moving 10t roofing sheet for a job
when he twisted his back and hip.

Date of incident

14/06/2022

Reported by
Andy Piggott

incident severity

Minor

Review

No Review Set

immediate Cause

Injury/l Health

ast update
20/06/202210:02:53

Reference

INC/03641

Team

Training

Incident details

Joe was moving 10ft roofing sheet for a job
when he twisted his back and hip.

Date of incident
14/06/2022

Reported by
Andy Piggott

incident severity

Minor

Review Date

NoReview Set

immedsate Cause
Injury/il Heaith

Last update
22/06/202210:04:15

INC/03889

d

o @0 Mo [Fo

Teaining

Incident detads

Loose floor tile

Date of incident

3/01/2023

Rey by
Andy Piggott

incident severity

Insignificant

Review Date

No Review Set

immediste Cause

31/01/2023 16:3211

@ Reject

INC/03894

Training

Incident details

Test

Date of incident

01/02/2023

Reported by
Test

incident severity

REVIEWING MANAGER MUST SELECT FROM
OPTIONS BELOW

Review Date
No Review Set

immediate Cause

Near Mizs

ast update
03/04/202310:0£50




5.11.

INC/03637 Training 14/06/2022 Minor Injury/ il Health

Relare
go

@0 Mo 3

Clicking on the options menu next to a record will open the manage record options.

5.11.1. Details — Opens the record to view the information, it cannot be edited

5.11.2. Reports - Opens the record in a printable format and allows the record to be
saved in different file formats.

5.11.3. Copy - Creates a new record with a separate reference and copies across all
the detail from the original. This can save time when creating multiple records
of a similar type. When using the copy function, be sure to remove any
unwanted copied data.

5.11.4.  Approvals - takes the user to the Approvals log to see the different stages of
workflow approval the record has been through and who has been involved
at each stage

5.11.5. Reviews - Enables the user to add review date or edit an existing one
depending on their user permissions

3, CrgUnit: Training (&) ANDYPIGGOTT ~ gt Settings v (3) Help v

Date of incidant

B B e

or a jobs Andy Piggott No Review Set 20/08/202210:02:53

INC/03641 Training 14/06/2022

Related
Bo

te of incidsnt

Reparted by Review Date Lest update Ao

e
@0 Mo 1 Jo

g 10 racfing sheet forajob  Andy Piggott No Review Set 22/06/202210:04:15
e his back and hip.

6. Emails from the system

6.1.

6.2.

6.3.

6.4.

Emails received with the subject title ‘Incident Reported Via Assure’. This will inform you when
a record has been created and brief details of the record. The link within the email, will direct
you to that record to view the full details.

Emails received with the subject title ‘Assure (Health & Safety System) Overdue Submission
Reminder': This means either you or one of your direct reports has not ‘submitted’ a record
for approval within the required timescale. The purpose of the email is for you to give that
manager a gentle reminder in order to progress the record appropriately or submit the record
yourself.

Emails received with the subject title ‘Assure (Health & Safety System) Overdue Action
Reminder’ means the same as above regarding ‘actions’ generated within the system.

Emails received with the subject title ‘Assure (Health & Safety System) Approval Notification':
This will typically mean that a record has been ‘submitted’ to you for ‘approval’. You will now
need to take the relevant steps to ‘approve’ the record. NB: Emails with this subject title could
also mean that some of the details regarding the submission status within the record have
changed.



7. What happens next?

7.1.  If you have any queries regarding Assure, you should discuss them with your line manager in
the first instance. If you require further assistance contact Health and Safety Services on
healthandsafetyadvisory@hillingdon.gov.uk.



mailto:healthandsafetyadvisory@hillingdon.gov.uk

