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Incident Reporting & Investigation Flowchart

Public Service Commission
The chart below provides guidance on incident reporting.

Incident Occurs

1.2.3 Witnesses or others secure the scene, provide first aid assistance if needed and/or call EMS

4 Employee immediately notifies their supervisor )
of all workplace incidents

5 Employee seeks first aid or medical )
attention as required

s Employee completes Page 1 of OHS Incident Form 101 or
electronic report and provides report to
Supervisor/designate

B
' If Employee sees a healthcare professional OR
loses time away from work as a result of an injury:

* Employee takes a Stay At Work — Return to Work Form 111 to

10 |f employee is unable to complete a report, 1 )
1

! i
! L]
1

: their first physician appointment after the injury/illness :
' i
. I
! I
! '

Supervisor/designate fills in Page 1 of OHS Form 101
on behalf of the employee

* Employee completes a WCB-W1 form and sends to WCB
= Employee provides copies of all forms to
Supervisor/designate (i.e. Form 111, WCB W1, etc.)

11 Supervisor/designate submits Page 1 of OHS Form 101
to the Central Incident Resource within 2 days

Is there Serious Bodily Injury,
Dangerous Occurrence or Fatality?

12 Supervisor/designate initiates and completes OHS " 2 h
Form 101 - SECTION C with assistance of the employee Director/designate immediately notifies
and those involved in the incident. Sends completed LRWS OHS Division
form to distribution list within 7 days k T /
................... )
T Ty
E 13 If employee sees a healthcare professional OR loses ] 2 Director/designate arranges for an Incident
i time away from work after an incident: ! Investigation Team to conduct a full investigation
: = The Manager/designate sends a completed WCB E1 form to WCB : o y,
1 within 5 days .
: ® For Time Loss Claims only, the manager/designate also sends a I - ~
I copy of the WCB E1 to the HRSC to complete the payroll : 23 The Incident Investigation Team completes an
: information and provide to WCB I Investigation Report
1 = Copies of all incident-related forms to be maintained by the ! and forwards this to the Director within 30 days of
d Central Incident Resource I \_ starting the investigation J
I
'r}-_?' Director/Manager reviews the OHS Form 101 and
. ; p . p -
:ll:gl::tzis’z tah;ig::rectwe Action Plan or determines 2 Diractor/designets revi the Investiaation
\ : J Report and develops an Investigation Corrective
4 Director /Manager monitors the Corrective Action Y L Action Plan, assigning responsibilities and due dates )
19 Plan, ensures actions are dated when completed. \l/
Distributes completed OHS Form 101 to the Central i~ i ™
Incident Resource and others within seven (7) * F‘rﬂc::r'lzes C i p:wi:::,: c;,'::nof tll:e
working days of receiving it e e e fothe
AN 4 Manager, Employee, Central Incident Resource, and
others as required within seven (7) working days of
\___receiving the report Y,
LEGEND:
*  Small numbering corresponds to steps

outlined in Appendix B Incident Procedures
Green Indicates actlons by Employee 20 Director/designate re-submits any updated
Yellow indicates actions by Supervisor Corrective Action Plans with final completion
Red indicates actions by Director/Manager dates to Central Incident Resource, and others as required

Green indicat €5 actic } 1PIOYEE

Blue indicates actions by Director/designate

Continuous monitoring and evaluation of the process and follow-up actions
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