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Background

The Incident Reporting and Investigation Application (IRI App) is designed to support electronic submissions of the
Occupational Health and Safety (OHS) Incident Reporting and Investigation Form 101. The IRI App allows you to
complete Form 101 electronically, then directs it through the approval process and provides a single database for
reporting and analysis.

Policy

Executive Government is responsible for setting standards and developing corporate processes that support permanent
heads in ensuring healthy and safe workplaces. A standardized process for incident reporting and investigation captures
information for the employer to identify trends and issues to prevent incidents and reoccurrence of incidents. Refer to
Section-818-OHS Incident Reporting and Investigation. The collection, protection, use and disclosure of presonal
information and personal health information contained in the IRI App is governed by The Freedom of Information and
Protection of Privacy Act, The Health Information Protection Act and The Occupational Health and Safety Regulations,
2020.

Contact Information

If you have questions or issues with the IRl App for Form 101, contact your Central Incident Resource (CIR).

Instructions

1. Log into PSC Client to access the Incident Reporting and Investigation App (IRI App).

2. On the PSC Client home screen, click on the ‘Create Incident Report’ icon.

<

My Employee Profile Create Incident Report Create New Request
(Form 101)

My quuﬁ st Details Initiate Classification
Action
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3. Once the incident Report form is open, this will take you to a landing page:

e Use the green button to proceed and create and Form 101.
e Use the red button to go back to the main menu.
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e The first button is ‘Save. This will save your form as a work in progress. Only once
submitted will a notification be sent.

e The second button is the ‘Files’. This allows you to attach relevant documents for your
report. Do not attach medical files.

e The third button is the ‘Cancel Request’. This allows you to cancel a form 101 that has not
yet been submitted for review.

e The fourth button is the ‘Print Form 101’. This allows you to preview and save the
document as a PDF.
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4. Complete ‘Sections A to E’, or Page 1 of the paper form.

e Typein afew letters of your last name and select your name from the ‘Employee Lookup’ field.
Complete all the fields that do not automatically populate. Note: If you have multiple
assignments, select the assignment the incident occurred in.

5. Attach any applicable files by clicking the ‘Files’ icon on the right-hand side of the screen.
B PSC-H
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6. After completing ‘Sections A to E,’ click ‘Save’ then ‘Submit to Supervisor/Manager.” Your
manager/supervisor will receive an email notification that a Form 101 requires completion.

E EMPLOYEE'S DESCRIPTION OF INCIDENT

Employee's Description of Incident*
| was walking to my desk on the main floor of the power plant when | slipped on a wet floor at 11 am. this morning. | wasn't injured

Include details of the activity at the time of the incident. Add attachments if necessary.

Privacy Statement

The Government of Saskatchewan is committed to the protection of personal information and personal health information you provide through the Incident Reporting and Investigation Application (IRl App). We have procedures and security features in
place to keep your data as secure as possible once received.

In most cases, personal information and personal health information collected through the IRI App will only be accessible by government employees whose responsibility is to assist with processing your case. Personal information includes employee
ID and home phone number. Examples of personal health information are: treatment administered; first aid provided; and name of medical facility. For reporting purposes, data you provide will be de-identified.

By clicking the "l agree” button, you are stafing that you have read this infermation and are giving your consent to collect, use and disclose your data according to The Freedom of Information and Protection of Privacy Act, The Health Information
Protectfon Act, and The Qccupational Health and Safety Regulations, 1996. You are also confirming that the information provided is correct and true to the best of your knowledge

1 Agree (You must select "l agree” in order to submit this form.)

Name* i Date:™

Homer Simpson 01-Oct-2019

Once all mandatory fields are completed, the Submit to Supervisor/Manager button will appear. You MUST
select this button for your supervisor to receive notification of this incident.

Delegate Option

e If an employee is unable to complete the form on their own, a manager/supervisor can do this
on their behalf. Delegates need to ensure that personal information and personal health
information provided on behalf of te employee is accurate and is only shared on the need-to-
know basis. Log into PSC Client and select ‘Create Incident Report.’

. Delegate rvisor selects their name as the delegate.
o

This field to be completed when Supervisor/Manager required to
complete form.

e Select the employee’s name from the ‘Employee Lookup’ field and the correct assignment.
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e Complete the rest of ‘Sections A through E’ as outlined in Step 3.

Note: As a supervisor/manager/delegate, you see ‘Sections F and G’ and you will receive an
error saying you need to complete all mandatory fields. You need to save and then ‘Submit to
Supervisor/Manager’ before you can complete ‘Sections F and G.’

Manager/Supervisor

1. When Form 101 is submitted, the manager/supervisor receives an email notification that a new
Form 101 has been submitted for review.

RE: Form 101 - Approval Required for IRl Case ID#INCO5770 (Test email from UAT) - Message (HTML)

Message Insert Options Format Text Review Q Tell me what you want to do...

ku 5 Eﬂ :o’;@ [UJ iy Q [> Follow Up - @ [h’

: ! High Impartance

Paste Address Check ~ Attach Attach Signature Insights ~ View
- Format Painter Book Mames File= ltem< - ¥ LowImportance Tranptis
Cliphoard = Basic Text Names Include Tags = My Templates

) Vou zre not responding to the lstest message in this conversation. Click here to open it.

To..
=

Send

Ceu

Subject RE: Form 101 - Approval Required for |RI Case ID#INCOS770 (Test email from UAT)

A Form 101 has been created for Flintstone, Fred. This form requires your attention. Please visit PSC Client. IRT App portal to sign off.

Incident #: INC05770

Date/Time of Incident: 01-Oct-2019 04:55:55

Specific Location of Incident: Bedrock Quarry

Report To, Date and Time: Barney, 01-Oct-2019 06:55:00

Type of Incident: Property/Equipment Loss or Damage (without injury or illness)
Incident Category: Property/Equipment -

Treatment Administered:

Lost Time: No

Employee's Description of Incident: Someone stole Fred's hard hat.

2. Log into PSC Client to access the IRI App.

3. On the PSC Client home screen, click on ‘Incident Reporting’ on the right-hand portal.

+ Incident Reporting

4+ My Requests

4+ Pending Classification Requests
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4. Click on the incident to be reviewed using the Incident ID number from the notification email.

= Incident Reporting

Incident ID = Lowest Level Org Employee Name Date of Incident Status Incident Type
INCO5771 Power Plant 01-Oct-2019 Supervisor/Manager Mear Miss (no injury; no
Review property/equipment damage)

5. Review the incident, complete ‘Sections F and G’ and ‘Supervisor Comments.’ Click ‘Submit.” The
form will be sent to the applicable signing authority (e.g., director, executive director or out-of-
scope manager) for review and approval.

Note: Once the Signing Authority has been approved, complete the Corrective Action Plan.
Signing Authority

1. When a manager/supervisor completes a Form 101, the manager/supervisor with signing
authority will receive an email notification that a new incident form has been submitted for sign
off in IRI App.

From: IncidentReportingAutoReply@gov.sk.ca <IncidentReportingAutoRepl ov.sk.ca=
Sent: Friday, October 04, 2019 2:50 PM

To: Carter, Ross PSC <ross.carter@gov.sk.ca>; Gao, Bo PSC <Bo.Gao@gov.sk.ca=; Dubord, Jennifer PSC <jennifer.dubord@gov.sk.ca>
Subject: Form 101 - Approval Required for Dean, Lisa D IRl Case#INC05730 ({Test email from UAT)

A Form 101 has been created for Dean, Lisa D. This form requires vour attention and sign off. Please visit PSC Client, IRI App portal to view details.

2. Loginto PSC Client to access the IRI App.

3. On the PSC Client home screen, click on ‘Incident Reporting’ on the right-hand side.
My Approved ePDs

Active Be At Work Cases

Incident Reporting

My Requests

Pending Classification Requests

4. Click on the incident to be reviewed using the Incident ID number from the notification email.

= Incident Repoming

Imcidend 1D Lowsst Lovid Oug Empioyes Namo  Dabe of Incident  Staius Imcident Type
INCOSTT]  Power Plam 01-Oc-2000 SupeniseiManager  Near Mess (mo iInjury; no
REa propartyequipment damags)
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5. Review the incident and recommended Corrective Action Plan. Add any comments, complete
required fields and then click ‘Submit to CIR.” The CIR will review and close the incident.

e If your ministry uses an official Incident Investigator, you can select that person at the top of
this section.

e You can search your ministry for the person responsible for the Corrective Action, and choose
to send them a notification. (This is optional, if the responsible person is yourself, you do not
need to use this feature.)

¢ If alternative corrective actions are recommended, select ‘Add another Corrective Action
Plan.’

e The Corrective Action Target Date is the date that ALL actions must be completed by. Once
this date has past, a notification will be sent out to the Supervisor/O0OS Manger/Director and
CIR.

G. CORRECTIVE ACTION PLAN

Please note that at least one Corrective Action Plan is mandatory to fill out.

Investigator Name ‘

If your Ministry has an official Incident Investigator, please select this person here

Corrective Actions To be Taken (to prevent future occurences)

Responsible Person Target Date® Status Update® Completed Date
. DD-Mon-YYYY DD-Mon-YYYY
‘ Notify Responsible Person ‘
Date/Time Email was sent DD-Man-YYYY
4 h
\- Add another Corrective Action Plan ) J

Corrective Action Target Date * DD-Mon-YYYY

Corrective Action Target Date is the last possible date for ALL actions to be completed. This will trigger email
netifications once this date has passed.

Central Incident Resource (CIR)

1. CIR receives an email notification that a new incident form has been submitted for
review/closure in the IRl App in PSC Client.

From: IncidentReportingAutoReply@gov.sk.ca <IncidentReportingAutoReply@gov.sk.ca>
Sent: Friday, October 04, 2019 3:20 PM

To: Agarwal, Kanisha PSC <kanisha.agarwal @gov.sk.ca>; Gao, Bo PSC <Bo.Gao@gov.sk.ca>; Dubord, Jennifer PSC <jennifer.dubord @gov.sk.ca>
Subject: Form 101 CIR Review for Dean, Lisa D IRI Case ID#INC05790 (Test email from UAT)

A Form 101 has been created for Dean. Lisa D. This is ready for CIR review. Please visit PSC Client, IRT App portal to view details.

2. Log into PSC Client to access the IRI App.
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3. On the PSC Client home screen, click on ‘Incident Reporting’ on the right-hand side.
My Approved ePDs

Active Be At Work Cases

Incident Reporting

My Requests

Pending Classification Requests
4. Click on the incident to be reviewed using the Incident ID number from the notification email.

5. Review any outstanding ‘Corrective Actions’ in’ Section G.’ If there are none, scroll to the bottom
of the form to close the incident. The employee and manager/supervisor are notified by email
when the incident is closed.

DirectoriManager Comments

Comments

TEST TESTTEST

| have spoken with the affected amployes o discuss this incident®
Yes No

By entering my name, | confirm that the information given in this form is true, complete and accurate to the best of my knowledge and ability.
DirectorManager Nama® Date*

Gwen Mowbray 23 Dec- 2018 =]

Other Comments
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e |f there are outstanding ‘Corrective Actions’ in ‘Section G’, the CIR will put the form into
‘Corrective Action Required,” which notifies the manager/supervisor that it needs completing.

Cormective Actions To be Taken (10 pravent future occurences
Fix Ral
Responsible Person® Targed Date® Status Update™ Compleled Date

Kistner, Scott F (] 02-Jan-2020 [=) New ] DO-Mon-YYYY e

Date/Time Email was sant

Corrective Action Target Date” 31-Dec-2019

Comective Action Target Date is the last possdie date for ALL actions 1o be completed. This will rigger emai
notfications once this date has passed

-

e The manager/supervisor goes into the ‘Corrective Actions,” and updates it.

e The CIR closes the incident. The employee and supervisor/manager are notified the incident is
closed.
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