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Introduction 

This guide is for the person who is entering an incident on the National Incident 
Database (NID) this could be a patroller, an administration staff member or 
medical administration staff at your ski area. 

The NID is an on-line database where registered individuals and organisations 
involved in outdoor activities can report any incidents that happen during the 
running of their business. 

When an incident occurs, patrollers complete part of a National Ski Patrol 
Incident Reporting Form. This form is then passed on to medical staff if the injury 
is serious. A form should be completed for each patient involved in an incident. 

Once the form is completed, your ski area retains a copy to enter on the NID.  
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This guide explains how to register a ski area and report an incident on  
the NID. 
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Registering a ski area 

Before you can report an incident, you must register your ski area on the NID. To 
do this, go to the NID website at www.incidentreport.org.nz  

 

Below the banner at the top of the page are several headings. Select Register. 
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Next, select NZ Skifield from the drop the drop-down menu, and click Next. 

 
You should now see the following screen: 
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Enter details into the blank fields. Make sure you remember your user name – 
you (and other staff members) will need this to log on to the NID when reporting 
an incident.  

Note: when giving an email address, if possible use a generic address such as 
admin@.... If contact people give a personal email address (bob@...) and then 
leave the organisation, then this information will be out of date. If a generic email 
address is used, then this information doesn’t change when contact people come 
and go from the organisation. 

When you are finished, hit Register. You will then be given the following 
message: 

 
You will shortly receive an email which will give you your user name and 
password. You can use these to log on to the NID to report an incident.  

Changing your password 

You can change the automatically generated password emailed to you by 
selecting Change Password in the left side menu. 
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Adding areas and locations 

Before you can register an incident, you need to add incident locations to the 
database. Select Edit Locations from the list in the left side menu. You should get 
a screen that looks like this: 

 

Adding areas 

First, add an area for your ski area. The area entered should describe the 
general areas around the ski area. These are often named after the ski lift that 
provides access to that area, a major natural or man-made feature (e.g. a ridge 
or terrain park) and other non-skiing areas (e.g. a car park or lodge). Type in the 
name of the area and hit Add New Area. 

The screen should change and show the new area in the table at the bottom of 
the page. The new area should also be in the Area Name  drop-down menu 
beneath the Add Location  heading. 
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Adding locations 

For each area, you can also add locations. These are more specific parts of the 
area. For example, if the area was “Express chair”, you would list the ski runs that 
are serviced from the Express chair such as Nosedive, Dog leg, Broken leg gully. 
Depending on the level of detail you wanted, you could, for example, add “Upper 
dog leg” and “lower dog leg”. We also recommend listing the location “off-load” 
and “on-load” for each lift.  

For each location, you have to allocate a Difficulty/Category from the list below: 

 

 
You need to have entered an area into the NID for your ski area to be able to 
report an incident. It is possible to add a new area and/or location at any time. 
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Examples of areas and locations 
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Logging on to the website 

You can access the NID at www.incidentreport.org.nz  

 
At the top right of the page you enter your ski area’s username and password. 
This will log you on to the database. If you don’t know your username and 
password, ask your supervisor. Otherwise, you can email 
nid@mountainsafety.org.nz  
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Once you are logged on, you will see a screen like this: 

 
Along the left side there are several menu options. To report an incident, select 
add incident.  
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Reporting an Incident 

Once you have logged in, select add incident in the left side menu to report an 
incident.  

 
This is the page where you will be entering information from the National Ski 
Patrol Incident Reporting Form.  
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All of the information you will be entering will be in section 4 of the form: 

 
·  Date of incident: Type in the date of the incident as day/month/year. 

·  Time of incident:  Type in the time of the incident, using a 24 hour format, 
and to the nearest hour. For example, if the incident occurred at 3.20pm, 
you would enter 15. 

·  Age:  Type in the age of the patient. 

·  Gender:  Tick either male or female. 

·  Ethnicity:  Select the ethnicity. 

·  Incident Location:  Select the area and/or location indicated on the form. 
If the area and/or location is not listed, you can add the location by going 
to the edit locations option in the left side menu. If you do this while 
registering an incident you will lose some of the data you have entered so 
far. To ensure a standardised system first check with your supervisor 
before adding any new locations.  

·  Activity: Select the activity. 

·  Transport:  Select the transport the patient used to get from the incident 
location to the medical facility.  

·  Severity : Select the severity of the patient’s condition. 

·  Injury Event Code : Click on the “event codes wizard” and select the 
numbers and letters recorded on the form.  

·  Snow conditions:  Select the snow condition. If no boxes are ticked on 
the form, then select N/A. 

·  Cause of incident or collision with:  Select either an incident type (fall 
etc) or collision type (i.e. skier etc), depending on what is written on the 
form. 

·  Visibility : Select the visibility type. If no boxes are ticked on the form, 
then select Unknown. 
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·  Ability:  Select the ability type. 

·  Safety equipment:  Select the appropriate option. 

·  Rental equipment:  Select yes or no. 

·  Area staff:  Select yes or no. 

·  Work injury:  Select yes or no. 

Once you’ve finished entering the information, hit the Next button on the screen. 

Preview Incident 

You will be a shown a preview of all of the information you have entered. Double-
check it against the information on the form. If you are happy with it, hit Finish. If 
you would like to make a change, hit Back.  
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The incident has now been reported. You will be shown a summary of the 
information you have entered. Note that you will be given an Incident ID.  

Problems? 

If you have any problems entering the data, please contact your supervisor or the 
Mountain Safety Council at nid@mountainsafety.org.nz  

 

 

You need to write the Incident ID on the National Ski Patrol Incident Reporting 
Form in section 4 


