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Your reference Our reference Date 

ECCAIRS2 GH Reporting LA\I-POR\LLE\24-0020 08/01/2025 
 

Contact person Number of contact Annexes 

IPOR(GH) BCAA Ground Handling  +32 477 84 44 26 - 

BCAA.Groundhandling@mobilit.fgov.be  
 

 

Subject: Manual Reporting Groundhandling occurrences in ECCAIRS2 (Version 20250108) 

 

Regulation: 

- Regulation (EU) No 376/2014 of the European Parliament and of the Council of 3 April 2014 on the 

reporting, analysis and follow-up of occurrences in civil aviation, amending Regulation (EU) No 996/2010 

of the European Parliament and of the Council and repealing Directive 2003/42/EC of the European 

Parliament and of the Council and Commission Regulations (EC) No 1321/2007 and (EC) No 1330/2007.  

Link: https://eur-lex.europa.eu/legal-content/EN/TXT/?uri=CELEX%3A02014R0376-20180911 

 

- Commission Implementing Regulation (EU) 2015/1018 of 29 June 2015 laying down a list classifying 

occurrences in civil aviation to be mandatorily reported according to Regulation (EU) No 376/2014 of the 

European Parliament and of the Council.  

Link: https://eur-lex.europa.eu/legal-content/EN/TXT/?uri=CELEX%3A02015R1018-20220125  

 

 

Abbreviations: 

 

 

 

 

 

 

 

 

a/c Aircraft 

(B)CAA (Belgian) Civil Aviation Authority 

ECCAIRS European Coordination Centre for Accident and Incident Reporting Systems. 

EU European Union 

GDPR General Data Protection Regulation 

ICAO International Civil Aviation Organisation 

Inform. Information 

Mitig. Mitigating 

Occ Occurrence  

Risk mit. Risk mitigation actions 

t/o Take off 

UTC Universal Time Coordinated 

Wake turb. wake turbulence category 
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Database build-up 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

FIELDS: 

- Red:   Required for BCAA, dedicated field must be updated 

- Orange:  Required when applicable, dedicated field must be updated1 

- Green:   Voluntary Fields 

 

BUTTONS: 

- CANCEL:   Stop preparing the report  

- SAFE AS DRAFT:  Save report as draft 

- DISCARD DRAFT:  Delete the draft version of the report  

- CONTINUE:   Next page to update 

 

 

 

 

 

 

 

 

 

 

 

 

 
1 E.g. When there is damage on the aircraft, dedicated fields must be updated  

TAB 

(Sub)(sub)SECTION ITEM BUTTONS FIELD 
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Step 0: Organizational login 

 
In order to use the dedicated Ground Handling occurrence reporting template – as described in this manual -, an 

organizational login, as provided to your company by the Belgian Civil Aviation Authority (BCAA) is required! 

 

Obtaining an organizational login, providing you access to this Ground Handling occurrence reporting template, 

can be done by sending a request for an organizational login to the BCAA2: e-mail 

safety.promotion@mobilit.fgov.be & bcaa.groundhandling@mobilit.fgov.be 

 

The benefits of such an organizational login are: 

- Usage of dedicated occurrence reporting & follow-up template as described in this manual; 

- Accessing all the reports sent by you or your organization; 

- Perform some basic operations (print/navigate/export as PDF/…) 

- Save draft versions of your report for later submission 

- Edit/Enrich/Update already submitted reports as new information is available and send as update to the 

BCAA. 

 

Moreover, you will have the opportunity to create additional logins within your company so multiple people from 

your organization can report occurrences. 

 

IMPORTANT REMARK: Prior using this booklet, make sure that your login is linked to the 

dedicated BCAA ECCAIRS2-database for Groundhandling. For this, you will need 

confirmation from the BCAA via above listed e-mail addresses. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
2 last e-mail ID (bcaa.groundhandling@mobilit.fgov.be) is for follow-up reasons of the request made to BCAA Safety promotion 

(safety.promotion@mobilit.fgov.be) 
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Step 1: Report an occurrence 

 
Link to the Aviation Reporting portal:  https://aviationreporting.eu/ 

Click on the image: “Report an Occurrence” 
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Step 2:  Sign in to ECCAIRS2 

 
Sign in to ECCAIRS: via Organizational login: see Step 0 

- Update dedicated fields with login and password & select “SIGN IN TO ECCAIRS” 
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Step 3:  Enter Security Code 

 
Enter the Security Code as received via mail and select “SUBMIT” 
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Step 4: Fill in the online document 

 

TAB 1 “Reporting Information”: Select “ONLINE” for the form to be used. 

 

Organization and Authority will mention automatically: name of person accessing 

database and Belgium (CAA) (as listed by default). 
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Step 5.1: Occurrence (1/2) 

 

TAB 2 “Reporting Form” 

- Section “Occurrence3” & item “GENERAL” 

 
Headline:  preferable English: type short description of dedicated occurrence (Remark: 1 report for 1 

occurrence) 

Responsible entity:       “Belgium > CAA” (filled in by default) 

State/area of occ:  “Europe and North Atlantic > Belgium” (filled in by default) 

Below State/area of occ: field “additional text”: leave blanco 

Location name:  ICAO code from aerodrome + location on aerodrome 

Aviation sector:  “Ground Handling” (filled in by default) 

UTC date:   click on the calendar-icon and select the UTC date 

UTC Time:   select clock icon and select the UTC time  

 

 

 

  

 
3 REMARK: NO SUB-SECTION to be selected! 
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Step 5.2: Occurrence (2/2) 

 

TAB 2 “Reporting Form” 

- Section “Occurrence”4 & item “CLASSIFICATION” 

 

Occurrence class:  Always select: “incident” (filled in by default, do not change!)5 

Occurrence category:  Select: “RAMP: Ground Handling”(filled in by default, add more if necessary)  

 

- Section “Occurrence”4 & item “DAMAGE” 
 

If the occurrence leads to damage (if not: fields can be left blanco):  

Highest damage:  Select the appropriate from the dropdown list ( ) 

Third party Damage:  Select the appropriate from the selection tree ( ) 

Damage not to a/c:  Select the appropriate from the dropdown list ( )  

Object damaged:  Select the appropriate from the selection tree ( ) 

 

 

- Section “Occurrence”4 & item “INJURY TOTALS” 
 

If the occurrence leads to fatalities and/ or injuries (if not: fields can be left blanco) 

On ground:  Enter the number of: “Fatal/Serious/Minor/None” 

On aircraft:  Enter the number of: “Fatal/Serious/Minor/None” 

 

 

 
4 REMARK: NO SUB-SECTION to be selected! 
5 The default value “incident” will be adjusted by the BCAA after analysis based on ICAO Annex 13. 
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Step 6.1: Subsection Reporting History (1/6) 

TAB 2 “Reporting Form” 

- Section “Occurrence” & SUB-Section “Reporting History”6 & item “REPORTING 

HISTORY” 
 

Reporting entity:  “Belgium > Other > Ground Handling organization”(filled in by default, do not change!)  

  Additional text field (under reporting entity): fill out the name of the company (create & use a standard) 

Report version:  version number of your report 

Report status:  Select from dropdown menu “open” or “closed”. For your internal use; final report status  

should be “closed”. 

Reporting identification: your report Identification number (for your follow-up) 

Risk assessment:  details of your risk assessment 

Risk classification:  risk classification as determined by your safety management system 

Risk methodology:  Used risk methodology 

Report:  select files: you can add additional files (images, pdf, etc) to your report (Remark: Add 

attachments to the report here or in STEP 14); GDPR has to be taken into account. 

 

 

 

 

 

 
6 Click on the Subsection “REPORTING HISTORY” in the tree on the left side of the screen. The reporting 

History window opens. 

 

COMPANY NAME 
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Step 6.2: Subsection Reporting History (2/6) 

TAB 2 “Reporting Form” 

- Section “Occurrence” & SUB-Section “Reporting History”7 & item “REPORTING 

HISTORY” 

 

Reporter’s language:  ENGLISH (filled in by default, only change in Dutch or French!) 

Reporter’s description: description of the occurrence (anonymous, no names or personal details) 

- REMARK: the mandatory field “Narrative” will be updated by the BCAA using the info found in the field 

“reporter’s description”. Do not update the field “narrative”! 

 

 

 

 

  

 

 

 

 
7 Click on the Subsection “REPORTING HISTORY” in the tree on the left side of the screen. The reporting 

History window opens. 
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Step 6.3: Subsection Reporting History (3/6) 

TAB 2 “Reporting Form” 

- Section “Occurrence” & SUB-Section “Reporting History”8 & item “REPORTING 

HISTORY” 
 

Analysis/follow-up: results of the internal investigation:  

- REMARK 1: Analysis of the occurrences in which you as a company are involved.  

- REMARK 2: Your company must include the final results of the analysis in this field as soon as the final 

results of this analysis are available and in principle no later than 3 (three) months after reporting the 

occurrence.   

 

 

 

 

 

 

 

  

 
8 Click on the Subsection “REPORTING HISTORY” in the tree on the left side of the screen. The reporting 

History window opens. 
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Step 6.4: Subsection Reporting History (4/6) 

TAB 2 “Reporting Form” 

- Section “Occurrence” & SUB-Section “Reporting History”9 & item “REPORTING 

HISTORY” 

 

Risk mitig.action: Actions taken 

REMARK: Your company must include the corrective & preventive measures in this field as soon as they 

become available and in principle no later than 3 (three) months after reporting the occurrence.  

 

 

 

 

 

  

 

 

 
9 Click on the Subsection “REPORTING HISTORY” in the tree on the left side of the screen. The reporting 

History window opens. 
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Step 6.5: Subsection Reporting History (5/6) 

TAB 2 “Reporting Form” 

- Section “Occurrence” & SUB-Section “Reporting History”10 & item “REPORTING 

HISTORY” 
 

Conclusions: Lessons learned: short description of the conclusion of your analysis  

 

 

 

 

  

 

 

 

 

 
10 Click on the Subsection “REPORTING HISTORY” in the tree on the left side of the screen. The reporting 

History window opens. 
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Step 6.6: Subsection Reporting History (6/6) 

 

TAB 2 “Reporting Form” 

- Section “Occurrence” & SUB-Section “Reporting History”11 & item “REPORTING 

HISTORY” 
 

Other Report inform: If there is anything else you like to mention that can be useful in a relation to this occurrence 

report. 

 

 

 

 

 

 

 

 

 
11 Click on the Subsection “REPORTING HISTORY” in the tree on the left side of the screen. The reporting 

History window opens. 
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Step 7a: Aircraft Identification – aircraft involved 

TAB 2 “Reporting Form” 

- Section “Occurrence”, Subsection “Aircraft” & item “AIRCRAFT IDENTIFICATION” 
 

REMARK: if no aircraft involved, please check Step 7b on following page! 

 

Aircraft registration:  update field with aircraft registration (important remark: special attention for “-“ in 

aircraft registration e.g. OO-ABC)  

 REMARK 1: if other aircraft involved: select “ADD AIRCRAFT” & update! 

State of registry:  not mandatory 

Aircraft category:  “Fixed Wing > Aeroplane > Large Aeroplane > Large Aeroplane” (filled in by default, do 

not change!)  

Manufacturer/Model:  when available (field additional text can be ignored)  

Serial number:   when available 

Year built:   when available 

Operator:   when available 

Call sign:   when available 
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Step 7b: Aircraft Identification – no aircraft involved 

Occurrences not involving an aircraft! 

Aircraft registration:  update field with NAPL (Not APpLicable) 

 

 

If you fill in the mandatory “Aircraft registration”-field in with “NAPL” and click on above 

indicated icon and then click 'update', other related fields will normally be filled in; see 

next steps. 

 

 

 

 

 

 



  Rue du Progrès 56 

   1210 Brussels 

  info@mobilit.fgov.be 

  +32 2 277 31 11 

mobilit.belgium.be   

18 

 

Step 8: AIRCRAFT DESCRIPTION 

 

TAB 2 “Reporting Form” 

- Section “Occurrence”, Subsection “Aircraft” & item “AIRCRAFT DESCRIPTION” 
 

Mass group:   when available 

Wake turb.category:  when available 

Landing gear type:  when available 

Propulsion type:  when available 

Number of Engines:  when available 

Maxim t/o mass:  when available 
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Step 9: Flight details 

TAB 2 “Reporting Form” 

- Section “Occurrence”, Subsection “Aircraft” & item “FLIGHT DETAILS” 
 

Last departure point:  when available (field with “additional text” can be ignored)  

Plannend destination:  when available (field with “additional text” can be ignored)  

Operation type:  when available  
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Step 10: Incapacitation 

TAB 2 “Reporting Form” 

- Section “Occurrence”, Subsection “Aircraft”, Sub-subsection “Incapacitation” & 

item “INCAPACITATION” 
 

Person incapacitated:  Select from dropdown 

Reason for incapacity:  Select from dropdown 
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Step 11: Aerodrome General 

TAB 2 “Reporting Form” 

- Section “Occurrence”, Sub-section “Aerodrome General” & item “AERODROME” 
 

Location indicator:  Select ICAO-code using the “plus“, and then on the “arrow” (>) to open the 

country list (e.g. Belgium, select via (>): EBBR (Brussels National airport: ICAO-

code: EBBR)  

(ignore additional text field)  

Aerodrome type:   Filled in by default “land”, do not change! 

Location on aerodrome:  Select the appropriate from the dropdown menu (ignore additional text field) 

Aerodrome status:   Filled in by default “public aerodrome”, do not change!  
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Step 12.1: Dangerous Goods (Part 1/2) 

TAB 2 “Reporting Form” 

- Section “Occurrence”, Subsection “Dangerous Goods” & item “DANGEROUS 

GOODS” 
 

If the occurrence involved dangerous goods please provide following fields: (part 1/2)  

If the occurrence does NOT involved dangerous goods; no need to update following fields! Mandatory fields 

can then be left blanco! 

 

Dangerous Goods:  type text  (or select “not defined” from dropdown menu if information not 

available) 

Origin of goods: type text  (or type “unknown” if information not available) 

Shipper name: type text  (or type “unknown” if information not available) 

Air Waybill/Consignment: type text (or type “unknown” if information not available) 

Subsidiary Risk: select via dropdown (or select “unknown” from dropdown list if information not available) 
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Step 12.2: Dangerous Goods (part 2/2) 

TAB 2 “Reporting Form” 

- Section “Occurrence”, Subsection “Dangerous Goods” & item “DANGEROUS 

GOODS” 
 

If the occurrence involved dangerous goods please provide following fields: (part 2/2) 

If the occurrence does NOT involved dangerous goods; no need to update following fields! Mandatory fields 

can then be left blanco! 

 

 
PACKAGING  

Total number of packages: type text   (or type “unknown” if information not available) 

Type of inner packaging: select via dropdown  (or select “unknown” from dropdown list if information not 

available) 

Type of outer packaging: select via dropdown (or select “unknown” from dropdown list if information not 

available) 

Number of inner packaging: type text  (or type “unknown” if information not available) 

Quantity per inner pack: type text  (or type “unknown” if information not available) 

Packaging group/Class 7: select via dropdown (or select “unknown” from dropdown list if information not 

available) 
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Step 13: Events and Factors 

TAB 2 “Reporting Form” 

- Section “Occurrence”, Subsection “Events & Factors” & item “EVENTS AND 

FACTORS” 

 

Event type: select from dropdown menu (click on plus   at the end of the field) via keywords e.g “near 

collision”)12 

 Plus = to open dropdown list of all event types 

 See footnote (12) in relation to event type: (Near) Ground Collision with Moving aircraft 

When more than one event type: click on “ ADD EVENTS & FACTORS” & select from dropdown menu: 

mentioning of additional events 

 

 

 

 

 

 
12 (Near) Ground Collision with Moving Aircraft can be found under Aircraft Flight Operations                                         
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Step 14: Attach Documents 

TAB 3 “Attach Documents”:  
 

Select files…/Drop files here to select: Photos, files, … (highly recommended) 

- REMARK: General Data Protection Regulation (GDPR) has to be taken into account and respected! No 

names can occur in attached documents; names has to be censured. 

 

Click at submit  
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Step 15: Message “Missing Mandatory Fields” 

 

Confirm with “YES” 
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Step 16: Your occurrences 
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Step 17: Your occurrences extra’s 

Edit: customizing reports 

 


