
 

 

Operational Safety Instruction 
Airside Incident Reporting 

 

It is the responsibility of all employers to ensure that relevant OSIs are brought to the 
attention of their staff. However, individuals remain responsible for their own actions 
and those who are in any doubt should consult their Supervisor or Manager. 

 

 

 

 

 

 
1. Introduction 

1.1 This Instruction sets out the procedure to be followed for all incidents occurring Airside 

which result in personal injury or damage to aircraft, vehicles, airbridges, equipment or 

structures. 

 

1.2 Failure to report incidents obstructs the investigation of possible causes and the 

analysis of trends. Persons who fail to report accidents are in contravention of the 

Heathrow Airport-London Byelaws. 

 

1.3 OSI/15/09 is hereby cancelled. 

 

2. Definitions 

Abbreviation Description 

CAA Civil Aviation Authority 

HSE Health & Safety Executive 

 

3. Safety Procedure 

3.1 Reporting Incidents 

 

3.1.1 Incidents must be reported immediately by the person concerned or by any 

person witnessing an incident. See telephone numbers in 3.1.8. 

 

3.1.2 Any incident involving personal injury must be reported to Heathrow in a timely 

manner. 

 

3.1.3 Failure to stop and report a vehicle incident could incur penalty points being 

awarded. 
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3.1.4 It is important that vehicles and items of equipment are not moved until 

authorised to do so by either the Police or Heathrow Airside Operations. Personnel 

involved in the incident must remain at the scene until statements have been taken 

by the Police or Airside Operations. 

 

3.1.5 The Police will attend the scene of an incident in the following circumstances:- 

 

3.1.5.1 Death or personal injury 

3.1.5.2 Any incident involving aircraft 

3.1.5.3 Incidents where driver’s details are not exchanged or provided 

 

3.1.6 Where there is evidence of unacceptable driving or the vehicle condition is 

suspect or an offence under the Heathrow Airport-London Byelaws may have been 

committed. 

 

3.1.7 In all other cases, in order to comply with Heathrow Airport-London Byelaws, 

the driver should notify the Police as soon as practicable. 

 

3.1.8 Incidents are to be reported as follows:- 

 

3.1.8.1 Heathrow extensions - dial 222. 

3.1.8.2 British Airways extensions - dial 2222. 

3.1.8.3 Emergency telephones - lift the handset and wait for the operator. 

3.1.8.4 External telephone or mobile - dial 020 8759 1212. 

 

3.1.9 The caller must state the location and nature of the incident and if Police, 

Ambulance or Fire Service is required. The caller will be asked for a contact 

number in order to assist in any request for further information. 

 

3.1.10 In all cases where an aircraft is involved Heathrow will alert the Airport Fire 

Service, Police, and Heathrow Airside Operations. 

 

3.2 Incident Investigation 

 

3.2.1 Companies will have procedures in place to ensure appropriate reporting to 

Heathrow takes place. The reporting of incidents must be included in company 

training. 

 

 



 

3.2.2 Companies are required to have in place an appropriate investigation process 

that takes into account the severity of the incident. These investigations should be 

carried out for the primary purpose of preventing a reoccurrence. 

 

3.2.3 Companies are to have a process to identify trends and to escalate incidents of 

significance within their organisation. 

 

3.2.4 When requested, a summary is required to be shared with Heathrow including 

investigation findings, root cause and remedial actions. 

 

3.2.5 Incidents of an appropriate type will require reporting through the Civil Aviation 

Authority’s ‘Mandatory Occurrence Reporting’ scheme. Details can be found on the 

CAA website by typing in ‘mandatory occurrence reporting’. 

 

3.2.6 Incidents of an appropriate type will require reporting through the Health and 

Safety Executive’s ‘Reporting of Injuries, Deaths and Dangerous Occurrences 

Regulations’ (RIDDOR) scheme. Details can be found on the HSE website. 

 

3.3 Enquiries 

 

3.3.1 Any questions regarding this Instruction should be addressed to the Duty 

Manager Airside 020 8745 7373. 

 

4. References 

Heathrow Airport-London Byelaws 

Civil Aviation Authority’s ‘Mandatory Occurrence Reporting’ scheme 

Health and Safety Executive’s ‘Reporting of Injuries, Deaths and Dangerous Occurrences 

Regulations’ (RIDDOR) scheme 

 


