
Virtual Health & Safety Management System

Managers Guide



The Virtual Health & Safety Management System 
(VHSMS) is a new online tool introduced by the CSG 
to make reporting incidents easier, quicker and less of 
an administrative burden for all.

All LBB employees will be able to report an accident, 
incident or hazard from any location and using any 
device with internet access. The reporting forms are 
hosted online and do not require the user to ‘log in’.



As a manager, you will be able to view, edit and comment 
on incident reports; complete investigations; upload 
supporting documents and monitor feedback from SHaW.

Each time a member of your team logs an incident 
you will receive an automated email to notify you. 
This email will include a a reference number for the 
incident report and a link that will direct you to the 
report to review.

Due to Data Protection you will be required to log in 
each time before you can view the report.



To log in, you will need to enter your username (this will 
be your email address) and password.

If you have not received your log in details yet please 
contact the SHaW team SHaW@barnet.gov.uk



Once you have logged in you will see the Virtual Health & 
Safety Management System home page:



To view each type of incident available to you, click on the 
relevant logo:

All incidents including accidents, 
violence and abuse, near misses 
and dangerous occurrences that 

occur on the council (left) or 
council schools (centre)

All 
Hazards



You will then be able to view a list of all the incidents reported 
by your team showing time and date of the incident, team 
name, the type of incident and it’s status.



Incident Status
When an incident status is NOT REVIEWED you are required 
to review the report, edit/update it if necessary and complete 
the short ‘Manager’s Review’ Section.
To do this, click on the relevant reference number:



This will take you to a summary page for the incident, displaying brief 
details of the incident and any supporting documents that have been 
uploaded. To view the full incident report click ‘Edit Incident’.



On this screen you will be able to scroll through the entire report. You 
can also edit anything (if necessary). When you save these changes a 
new version of the report will be saved – the original is never lost.



As you scroll down you will come across the ‘Managers 
Review’ section. You will need to complete this with as much 
detail as possible and click ‘Save Changes’. 



Once you have completed the Manager’s Review the status 
will change to OPEN.
This means that the report is awaiting review from the Health 
and Safety Service and requires no further action from 
yourself at that time. 
When a member of the Health and Safety Service reviews the 
report they will record their name, the date, any actions they 
have carried out and any additional comments they may 
have.
You will be able to see these when you view the full report 
and can feedback to employees if required.
When Health and Safety Service have completed this, the 
status will change to CLOSED. 



The VHSMS can securely store as many supporting 
documents as you feel necessary. This may include Risk 
Assessments, photographs, witness statements, 
investigations, etc. In order to do this simply select ‘Create 
New Supporting Document’ on the Incident Summary Page:



Simply enter the date and document type the click ‘Document 
Upload’ then ‘Browse’ to attach any file from your computer. 



How do I find an incident report?

If you know the reference number, you can enter the number 
into the ‘Search’ box on the screen that lists all incidents

This will also work with the date, time and team name.



If you need to search by another criteria, you can build a 
custom search. First click on ‘Search’ on the page that lists 
all incidents



Select the ‘All Tables’ tab, 

Then select ‘Incident’.



From here you can enter your search criteria by filling in the available fields 
and clicking ‘Run Search’

If the criteria you wish to search by is not displayed 
you can add it by clicking on ‘Add custom criteria’



This will allow you to select any field from the form and run 
your search based on the result you select

Select the required field and click ‘Done’



This will then apply that field to the search screen. You can 
then select the category you wish to search for and click ‘Run 
Search’

You can search by as many criteria as you need to in order 
to achieve the search results required. 



Your search results will be displayed as below:

You can print, download to pdf and save you search to run 
again in the future by using the icons on the right of the 
screen.



You will be able to see any saved searches and your most 
recent search on the screen that lists all incidents.

To access your search – just click on it!



We will be building a number of reports that will enable you to 
get statistical data for your department or team with the click 
of a button – more information on these to follow in the near 
future.

In the mean time should you have any queries or concerns 
regarding the VHSMS please do not hesitate to contact us at 

SHaW@barnet.gov.uk


