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Abstract 
This White Paper outlines the process of administering asset damage and the possible recovery of 
costs sustained for repairs carried out. The procedures described are based on current functionality 
provided in HighStone to; Instigate, Administer and Price and Manage any repairs to assets, 
leading to possible claims against Third Parties for the reinstatement of such assets. 

This document is intended as a technical briefing on HighStone database definitions and usage - it 
is not written as a User Manual for the day to day operation of HighStone. 
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Overview 
The principles described herewith may be adopted to recover damages for various types of assets 
held by a business, where assets are maintained and the costs of repairs may or may not be 
recovered from Third Parties (Insurers etc).  

In this instance the procedures are explained in relation to Highways assets, Safety Fencing, 
Lighting, Signs etc, where the recovery of damages is paramount to maintaining our road networks 
to safe and reliable standards required. This applies to all incidents of damage, caused by a third 
party and not as a consequence of natural causes (e.g. flooding, normal potholes, wind damage).  

All incidents on a contract network are logged in HighStone where incidents are managed and from 
which Works Orders are raised, to capture the costs of repairs. Works Orders may take different 
configurations depending on the client.  

It is the repairs carried out under these Works Orders that are used to establish the total costs of 
repair including all materials, labour, callout, Traffic Management, direct or indirect incidental 
expenses incurred as a result of the damage, and the prescribed amounts for indexation, 
mobilisation and administration of the claim. 

Costs may be recovered from either the liable party either directly or through the culprit's insurance 
company or external government agencies when appropriate. The rules governing how costs are 
recovered will be depend on the asset and the organisation / managing company procedures. 
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Raising an Asset Damage Claim 
The procedure is initiated by the identification of a repair required by reason of damage within the 
Scope above. 

 
The claim is raised from the drop-down Actions List and the 'DCP Claim' command button is 
displayed providing access to the DCP panel. Access to sensitive information, such as vehicle 
details is controlled by User permissions.  
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This panel may be accessed through the Incident Details Panel from the 'DCP Claim' command 
button on the Incident panel (as above) or alternatively from the HighStone Menu Item 'DCP 
Recovery Action List'. Where search parameters are displayed as a prompt mechanism. 
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Functionality is provided to allow the Event Logs to be filtered by defined criteria. In this case 
showing all Incidents where a 'DCP Claim' has been raised for easier identification where asset 
damage has been initiated. 
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Recording Vehicle / Liable Parties Details 
HighStone provides the facility to record details such as vehicle and culprit details, vehicle owner 
and witness details. Additionally Insurance Company details are held within this mechanism and 
form the basis for search parameters.  

These are entered from the 'Involved Vehicle' command button displayed on the Incident Panel. 
Commonly used addresses for Insurance Companies may be auto-populated from a drop-down 
company name.  
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Managing a DCP Claim 
From the DCP Claim panel provision is made to facilitate processing the claim by a sequence of 
actions linked to the Menu Item 'DCP Outstanding Actions List' and may have time limits set to 
prompt the user to action a particular process.  

These Actions are used as a catalyst to streamline the process as a predetermined set of Actions 
whilst allowing 'other Notes / Actions' to be recorded during the course of the claim. Primary actions 
include; 

• Initiating Correspondence between outside agencies for vehicle details to establish vehicle 
and culprit details. 

• Correspondence with culprit and the Culprits Insurer including letters, replies and reminders 
• Pricing the works carried out 
• Issue of Invoices / Credits 
• Managing debtors 

A link to the HighStone Reports library under the Actions drop-down and a command button to 
target PDF's provided to print standard letters and produce pricing detailed breakdowns, summary 
breakdown for insurance companies and additionally internal documents such as Invoice requests. 
Names and addresses being populated from the Involved Vehicle details.  
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DCP Outstanding Actions List 
The functionality to record the Actions taken whilst managing a DCP Claim allows HighStone to 
collate these Actions and provide reports showing any Open Actions against all incidents, i.e. at 
what stage the claim is. 

These can be produced to list all outstanding actions or list only overdue actions by Incident 
Reference Number (IRN) and is accessed through the HighStone Menu item 'DCP Outstanding 
Actions List'.  

 
Actions may be configured as required for client use with the appropriate reminder periods 
necessary. 

The actions criteria established within the example described here, dictates that if no response to 
an invoice has been received within the period specified on *[ltbIncidAuxAction], in this case 28 
days, then a Invoice Reminder letter is issued.  

If no response is received 14 days after reminder, a claim maybe referred to the commercial 
manger for approval to pass to the legal team / recovery agent. Again this also being an action from 
the aforementioned table.  

If part payment is received then a part payment letter is issued. If the remainder of the payment is 
then received then the claim is closed. If the deficit is not received the part payment will be held 
until a settlement is agreed. 

Should a settlement be required the Insurance Team will liaise with the Insured / Insurers to 
negotiate an agreeable value. If the invoice is discounted then a credit note should be actioned and 
the value entered into HighStone to balance the outstanding debt.  
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When an invoice is paid in full or is settled by negotiation, HighStone is updated with the amount 
received / credit issued and the final Action entered as 'Claim Closed'. 

Note: - Certain Actions may be specified as designated wildcard and will close ALL remaining 
outstanding actions, e.g. Cheque Banked. 

*Extract from [ltbIncidAuxAction]   
IncidAuxActionDescrip Reminder Period 
BACS Payment Received 

 Cheque Banked 
 Cheque Received 
 Claim Cancelled 
 Claim Closed 
 Costs Assessed / Compiled 
 Credit Note Issued 
 Culprit Not Known 
 Culprit Reminder Letter Issued 7 

DCP Claim raised 
 DVLA Request Sent 14 

DVLA Response Received 
 HA Recoverable Costs Sent 
 HA Reference Received 
 Initial Culprit Letter 21 

Initial Insurance Letter 21 
Insurance Reminder Letter Issued 7 
Invoice Issued 28 
Invoice Received from Accounts 

 Invoice Reminder Issued 14 
Invoice Requested from Accounts 3 
Legal Fees Paid 

 Liability Accepted / Invoice Required 
 MIB Claim Sent 
 MIB Response Received 
 MID Search 
 Offer Agreed 
 Other Action / Note 
 Other Correspondence Received 
 Other Correspondence Sent 
 Partial Credit Note Issued 
 Passed to Legal 30 

Police Request Sent 14 
Police Response Received 

 RCC Request Sent 7 
RCC Response Received 

 Reply to Culprit Letter Received 
 Reply to Insurance Letter Received 
 Returned from Legal 
 TR430 sent to HA 30 

Works Not Completed 
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Establish Costs of Repair / Replacement 
For each case, the costs of the repair may be priced using the Works Order allocations held in 
HighStone upon completion. HighStone holds the capability to price works undertaken using a 
Schedule of Rates (SOR) to estimate and price works undertaken. In this instance SOR applicable 
to asset damage priced to Insurance Companies.  

Schedule of Rates items are selected from a ‘pick list’ for labour, plant, materials, TM, subcontract 
and staff (where applicable) to build up a price. (It is noted Staff costs may already be included in 
uplifts, however could also be implemented and priced by the same methods outlined below).  

The pricing module is opened through the DCP Claim Panel via the 'Pricing' tab. 

 
 
The Schedule of Rates can be filtered by the class of item and through previously flagged 
favourites, to allow easy access to common items [tblShedRatesSections]. This allows different 
SOR Books to be held to support pricing of different object classes within a contract, or to hold a 
series of Schedule Rates that relate to different periods within a contract. 
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A formal Pricing / Invoice schedule or standard letters may be produced with the relevant headers 
for issue to Insurers or organisation / individual liable. 
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Sample Pricing Summary Report 

 
HighStone holds can hold multiple schedule of rates [tblShedRatesBooks], allowing different 
Schedule of Rates to be held in ‘Books’ to support pricing of different object classes within a 
contract, or to hold a series of Schedule of Rates that relate to different periods within a contract 
period. In this instance SOR applicable to DCP Pricing to Insurance Companies. 
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Raise / Issue an Invoice 
An invoice request may be raised from the system and sent to the Finance department for 
processing, from a standard template using the price build up from the Schedule of Rates. 

Sample Invoice Request 
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Sample Invoice Cover Letter     
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Debtor Management 
Many reports may be produced from HighStone, one of which would be to manage 'Aged Debt' to 
chase payments, list Invoices / credits raised or outstanding etc. 
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