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ADMINISTRATIVE GUIDELINE

 Title:  Health and Safety:  Reporting and Investigation of Accidents:  
Practice Teachers/Work Education/University Co-Op, Etc. 

Effective Date:
December 18, 2002
Responsibility:  Director of Education
Revised:
December 20, 2006
The Near North District School Board is required to meet legislated criteria in reporting and investigating accidents to Ontario School Boards’ Insurance Exchange, the Workplace Safety and Insurance Board and the Ministry of Labour.
1.0 
REPORTING NON-CRITICAL INJURIES
The Board is often host to students working on educational co-op requirements or their teaching practicum.  These students may be from Nipissing University or Canadore College or other universities and colleges.  As they are not paid during their training time with us, they cannot be covered by the Board for injuries incurred while on their placement.

Any injuries sustained by these trainees are to be reported immediately to their Co-op teacher or Practice Teaching Co-ordinator who is responsible for completion of the appropriate forms as required by their educational institution.  

An Accident Investigation Report must be completed by the Principal/Supervisor (see Appendix ‘B’) and faxed to the Health and Safety Officer at 705.472.9927 who will determine if further action is required.  
A ‘near miss’ is an incident with the potential to cause harm, but there was no measurable loss and can be defined as ‘an unplanned, uncontrolled event which could have led to loss’.  Such occurrences do not result in any injury, but should be reported.  Reporting ‘near misses’ raises awareness of potential hazards and, as a result, prevention programs may be developed.  

In the event of a critical injury involving these individuals in our workplace, please follow the reporting procedures and investigation and as outlined in Article 2.0 below as per requirements of the OHSA and the Ministry of Labour.
The Board has an obligation to report incidents to OSBIE under the Board’s liability insurance policy. Although an injury may not appear to be serious, we are required to complete an Incident Report Form (Appendix ‘ ‘).  This form is to be completed as a precautionary measure in the event the injured party files a claim related to their injury on Board property.
Additional copies of these forms may be obtained from the Health and Safety Officer at the Board Office.  These forms can also be found online by visiting OSBIE’s website at www.osbie.on.ca and using Login:  SG204 and Password: NearNorth204 (case sensitive). These forms should not be shared with those involved in the incident (or any other individuals). 

It is strongly recommended by OSBIE and by legal counsel that proper completion of the Incident Report Form will eliminate the concerns of OSBIE if release of the form is requested.  Should you receive a request for the release of the incident form, please contact the Board’s Health and Safety Officer.

WHO COMPLETES THE OSBIE FORM

· to be completed by employees of the Board only

· this form is not to be completed by an injured party 
· this is not a Student Accident Insurance Form, nor a Workers Compensation Form
HOW TO COMPLETE THE OSBIE FORM

Ensure the following information is included:

Details of Incident

The date and time is imperative.  If you are unsure about the exact time, provide an estimate.

Nature of the Injury

Describe the severity of the injury or damage.  Indicate what part of the body was injured and provide a detailed description of the injury – be specific.  If you describe the victim as sustaining a head injury, when the student/visitor scraped his/her forehead, it creates an inaccurate description of the seriousness of the injury.  Be as clear as possible.

Nature of the Incident

If the incident was result of a sport injury, please identify the name of the sport (i.e. baseball).  If the incident does not fit in the suggested categories, indicate the OTHER field and specify briefly (i.e. collision or playing).

How/Where Incident Occurred

It is also very important to fully describe how the incident happened.  If very little information is provided, the form will be returned to the Board.  Some suggestions:

· Describe how the accident happened.

· Was any first aid applied?

· Were the parents or guardian informed of the accident, if applicable
· Do not express personal opinions about the lack of Board procedures or improper policies. This can be interpreted as an admission of liability.  Leave all conclusions up to the investigators.  Just report the facts.

Example:  Ms. Jones was walking in the back of the school and slipped on the snow that had accumulated after a recent snowfall.  She landed on her elbow causing a scrape and bruising.  Principal/Teacher in charge took Ms. Jones to the office where ice was applied.  
If this injury is of critical nature, please follow the steps as outlined in Article 2.0.

2.0
REPORTING CRITICAL INJURIES
Legislation

A critical injury is defined under Regulation 834 as the following:
“An injury of a serious nature that,

a) places life in jeopardy;

b) produces unconsciousness;

c) results in substantial loss of blood;

d) involves the fracture of a leg or arm but not a finger or toe;

e) involves the amputation of a leg, arm, hand, or foot but not a finger or toe;

f) consists of burns to a major portion of the body; or

g) causes the loss of sight in an eye.”

Section 51. (1) Occupational Health and Safety Act:  Notice of Death or Injury, states the following:

“Where a person is killed or critically injured from any cause at a workplace, the constructor, if any, and the employer shall notify an inspector (being the Ministry of Labour), and the committee (Joint Health and Safety Committee at the Board), health and safety representative(s) (at your site), and trade union, if any, immediately of the occurrence by telephone, telegram or other direct means and the employer shall, within forty-eight hours after the occurrence, send to a Director a written report of the circumstances of the occurrence containing such information and particulars as the regulations prescribe.”

This section applies to all individuals (students, employees, the public).

Step two in reporting a death or critical injury involves the following:

Section 51. (2)  Preservation of Wreckage

“Where a person is killed or is critically injured at a workplace, no person shall, except for the purpose of

a) saving life or relieving human suffering;

b) maintaining an essential public utility service or a public transportation system; or

c) preventing unnecessary damage to equipment or other property, interfere with, disturb, destroy, alter or carry away any wreckage, article or thing at the scene of or connected with the occurrence until permission so to do has been given by an inspector (ie. Ministry of Labour inspector)”
Any critical injuries sustained by these trainees are to be reported immediately to their Co-op Teacher or Practice Teaching Co-ordinator who may be responsible for completion for appropriate forms on behalf of their educational institution.

In the event of a critical injury by these trainees during the course of their placement in our workplace, the NNDSB employee responsible for their supervision is to follow the procedures as outlined below:

a) The Employee must immediately notify the Principal/Designate who will contact the Ministry of Labour by telephoning 1.800.461.6325.  After hours (5:00 p.m. to 8:30 a.m.), contact the MOL by phoning 1.800.268.6060 (you will reach the Spills Action Centre who will relay the information on your behalf.)  Make note of the time you reported the injury and, if possible, the name of the person you spoke with.

b) Principal/Designate notifies Ontario School Boards Insurance Exchange, (the Boards’ insurer) OSBIE, by telephoning 1.800.668.6724:
c) Contact the Health and Safety Officer at 705.472.7015, ext. 5014 or by cell at 705.499.6359.  If you leave a message, leave a phone number you may be reached at.

d) Contact your site’s health and safety representatives.  All critical injuries must also be investigated by a health and safety representative at each site as per legislation:  OHSA S.8(14).

Remember to preserve the scene of the accident for proper investigation.  Pictures of the incident location should be taken by school personnel when:

a) physical evidence of the location could change, i.e. snow and ice could melt, was bare cement could be covered by snow the next day, equipment set up could change, etc.

Preserve physical evidence, i.e. broken glass, push sticks, stock being worked on, permission forms, attendance records, etc.

Proceed to the Accident Investigation stage as outlined in Article 3.0.

3. 0
ACCIDENT INVESTIGATION
The purpose of an accident investigation is to determine the basic cause(s) of an accident and to recommend effective remedial actions based on the cause(s) in order to provide a healthier, safer workplace.  

Accident investigations are also useful in the event of a near-miss incident or a minor injury or loss-time injury that may have resulted in a more serious or critical injury.  These accident investigations are instrumental in determining possible prevention programs. Needless to say, an accident investigation must be completed in the event of a critical or fatal injury.

Who Investigates an Accident?


a)  The Principal/Designate:

· They have a personal interest to protect

· They know their people, the conditions and the job

· They know how to get the information needed

· They will take action in any case


b)  The Health and Safety Representative/Joint Health and Safety Committee Member:

· They are familiar with the people and workplace

· They have a legal requirement in the case of Critical Injuries

· Those with basic certification training have been trained in Accident Investigation

c)  The Government and Business:

· Ministry of Labour

· Ministry of the Environment

· Workplace Safety & Insurance Board

d)  The Health and Safety Officer
Steps of an Accident Investigation

1. Respond

2. Be prepared to collect Information – you may need the following tools:
a. Personal Protective Equipment

b. Caution Tape

c. Measuring Tape

d. Graph Paper

e. Pencils

f. Lockout/Tagout

g. Clipboard

h. Camera (battery and film)

i. Flashlight (with batteries)

j. Emergency Phone Numbers

k. Accident Investigation Report Forms
l. Optional - tape recorder, photo log, flares, etc

3. Analyze Information

4. Write Report

5. Follow-Up on Actions

1) Respond
· Report to Principal/Supervisor and prevent or minimize risk of further injuries or property damage

· Provide emergency rescue and medical help for the injured

· Should the accident involve death or be of a critical nature as defined above, the Ministry of Labour must be notified immediately by the Immediate Supervisor by calling 1.800.461.6325, or after hours at 1.800.268.6060, as well as the Board’s Health and Safety Officer (ext. 5014) and other contact persons as outlined above

· Secure, barricade or isolate the scene

· Collect perishable evidence if possible

· Determine extent of damage to equipment, material or building facilities

· Restore operating functions as much as possible

2)  Collect Information


Ask questions:

· Who was injured?

· What happened?

· How did it happen? 

· Why did it happen? 

· When did it happen? 

· Where did it happen? 

· What should be done to prevent a recurrence?

· Who saw what happened and what did they see?

· When was the accident reported?

· Who reported it?


Observe:

· Equipment/Material:

· What was damaged?

· Was the equipment/material used properly?

· Were hazardous materials clearly labeled and used properly?

· Was equipment/machinery well maintained?

· Environment:

· Temperature, lighting, ventilation

Identify and interview witnesses:

· Interview everyone who knows anything about what happened

· Explain the purpose of an accident investigation

· Interview everyone separately  

· Don’t give people a chance to hear each others’ recollections

· Interview as soon as possible after the accident

· Try to make the witnesses feel comfortable and at ease

· The interview is to find fact, not to blame

· Listen carefully without interrupting

· Make notes

· Thank the witness and end on a positive note

· Keep communication lines open as you may need to collect additional information

Review records, other information sources, for example:

· previous workplace inspections which may have identified potential hazard relating to the accident

· personal accident history

· maintenance records

· first aid records

· verbal and written instructions, workplace signs, etc.

· logbooks

3)  Analyze Information

· Determine basic cause(s)

· Identify remedial actions

· Recommend effective remedial actions to prevent recurrence of the accident and to ensure a healthier, safer workplace

4)  Write Report

· Within 48 hours a written report (see Appendix ‘B‘ Critical Injury Report to the Ministry of Labour) must be sent by the Immediate Supervisor and the workplace health and safety committee member to the Ministry of Labour (fax 1.705.564.7076) with a copy to the Health and Safety Officer (705.472.9927)

· The report should include a clear and concise description of the entire sequence of all events

· Should be written so anyone reading it later will get a clear picture of how the accident happened

· Complete the Accident Investigation Report form as per Appendix ‘A’.  The Ministry of Labour may request a copy of this report in their investigation.
· Fax a copy of the Accident Investigation Report to the Health and Safety Officer at 705.472.9927 
· Ensure OSBIE Incident Report forms are completed and forward the white copy to the Health and Safety Officer by fax at 705.472.9927.  Reports can also be completed online at www.osbie.on.ca using Login:  SG204 and Password NearNorth204 (case sensitive.)
5)  Follow-up on Actions – For discussion with the Health and Safety Officer
· Determine if remedial actions are being implemented

· Evaluate effectiveness of remedial actions

4.0
OFFENCES AND PENALTIES
Occupational Health and Safety Act:

Section 66. (1) states:

Every person who contravenes or fails to comply with,

a) a provision of this Act or the regulations;

b) an order or requirement of an inspector or a Director, or

c) an order of the Minister,

is guilty of an offence and on conviction is liable to a fine of not more than $25,000 or to imprisonment for a term of not more than twelve months, or to both.
Section 66. (2) states

If a corporation is convicted of an offence under subsection (1), the maximum fine that may be imposed upon the corporation is $500,000.

Please note that the fines listed above are not covered by the Board’s liability insurance (OSBIE).
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	IDENTIFYING INFORMATION

	School/Location:

	Address:

	Location of Incident (please investigate all incidents that cause injury and even near-misses)


	Date of Incident:             /         / 
	Time:                    AM/PM
	Date of Report:              /       /



	Injured Name:

Occupation:
	Part of Body Injured:

	Lost time?                              Yes              No
	Nature of Injury:



	Object/Equipment/Substance Inflicting Harm:



	Person Reporting Incident:



	Name and Address of all Witnesses (please interview witnesses separately):

Name:
Name:
Name:

Address:
Address:
Address:

	IS THIS A CRITICAL INJURY?  (Definition on reverse side of page)                    Yes                   No

	If yes, secure the scene!

If yes, IMMEDIATELY notify the Ministry of Labour by phone at 1.800.461.6325 and fax this report IMMEDIATELY to the Ministry of Labour at 705.564.7076.  Immediately phone the H&S Officer, ext. 5014 or by cell 705.499.6359.  The Health and Safety worker rep must assist in the investigation.

	

	RISK ASSESSMENT

	Loss Severity Potential:                                  Major                     Serious                         Minor

	Probability of Reoccurrence:                          Frequent                Occasional                   Seldom

	DESCRIPTION

	Describe how the event occurred:

	

	

	

	

	CAUSE ANALYSIS:  

	Immediate causes.  What substandard actions and conditions caused or could cause the event?  Checklist on back, explain below.

	

	

	

	Basic causes.  What specific personal or job factors caused or could cause the event??  Checklist on back, explain below.

	

	

	

	ACTION PLAN:

	Remedial Actions:  What has and/or should be done to control the causes listed?  Checklist on back, explain below.

	

	

	

	Should actions take place only at the accident site (   or, at the accident site as well as other like areas throughout the Board  (  


	Name of Investigator (please print):
	Date:

	Signature of Investigator:


	Name of Health & Safety Worker Rep: (please print)
	Date:

	Signature of Health and Safety Worker Rep:


Completed form to be faxed to Mary Todd, Health and Safety Officer at 705.472.9927 no later than 48 hrs. after the occurrence.
	CODING OF IMMEDIATE CAUSES:  check all that apply

	Substandard Acts/Practices
	
	Substandard Conditions

	Operating equipment without authority
	
	
	Inadequate guards or barriers
	

	Failure to warn
	
	
	Inadequate or improper protective equipment
	

	Failure to secure
	
	
	Defective tools, equipment or materials
	

	Operating at improper speed
	
	
	Congestion or restricted action
	

	Failure to follow procedures
	
	
	Inadequate warning system
	

	Removing or making safety devices inoperable
	
	
	Fire and explosion hazards
	

	Using defective equipment
	
	
	Poor housekeeping; disorder
	

	Using equipment improperly
	
	
	Hazardous environmental conditions; gases, dusts, smokes, fumes, vapors
	

	Failing to use personal protective equipment properly
	
	
	Noise exposures
	

	Improper loading
	
	
	Radiation exposures
	

	Improper placement
	
	
	High or low temperature exposures
	

	Improper lifting
	
	
	Inadequate or excess illumination
	

	Improper position for task
	
	
	Inadequate ventilation
	

	Servicing equipment in operation
	
	
	
	

	Horseplay
	
	
	
	

	Under the influence of alcohol and/or other drugs
	
	
	
	


	CODING OF BASIC CAUSES:  check all that apply

	Personal Factors
	Job/System Factors
	Type of Contact
	Contact with:

	Inadequate capability
	
	Inadequate supervision
	
	Struck against
	
	Electricity
	

	Lack of knowledge
	
	Inadequate engineering
	
	Struck by
	
	Heat
	

	Lack of skill
	
	Inadequate purchasing
	
	Caught by
	
	Cold
	

	Stress
	
	Inadequate maintenance
	
	Caught between
	
	Radiation
	

	Improper motivation
	
	Inadequate tools/equipment
	
	Slip (no fall)
	
	Caustics
	

	
	
	Inadequate work standards
	
	Fall on same level
	
	Noise
	

	
	
	Wear and tear
	
	Fall from height
	
	Toxic or noxious substances
	

	
	
	Abuse or misuse
	
	Overexertion
	
	Student
	


	ACTIONS TAKEN:  check off Actions(s) that have been taken to prevent recurrence.  Mark with an “R” other corrective actions that have been recommended but not yet taken:

	Re-education of person involved
	
	Actions to improve design/procedure
	

	Equipment repair or replacement
	
	Improved personal protective equipment
	

	Correction of a congested area
	
	Inform all department staff of hazard
	

	Installation of guard or safety device
	
	Improve housekeeping procedure
	

	Ergonomic assessment
	
	Improve outside hazardous condition
	

	Other:
	
	Consult Joint Health and Safety Committee
	


For Health and Safety Officer only:

Further action required  (      Accident does not require preventative measures   (     Action taken to minimize risk in other areas   (  
Critical Injury:

For the purposes of the Occupational Health and Safety Act and the Regulations, “critically injured” means an injury of a serious nature that:

a) places life in jeopardy;

b) produces unconsciousness;

c) results in substantial loss of blood;

d) involves the fracture of a leg or arm but not a finger or toe;

e) involves the amputation of a leg, arm, hand or foot, but not a finger or toe;

f) consists of burns to a major portion of the body; or

g) causes the loss of sight in an eye.
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Head Office

P.O. Box 3110

963 Airport Road

North Bay, ON

P1B 8H1

Fax: 705.472.9927


Parry Sound

Resource Centre

111B Isabella Street

Parry Sound

ON  P2A 1M6

Fax: 705.746.7367


Main switchboard

for all offices:

705.472.8170

Toll free:

1.800.278.4922

Web site:

www.nearnorthschools.ca


Critical Injury Report To The Ministry Of Labour
Critical Injuries must be reported to the Ministry of Labour IMMEDIATELY by telephoning 1.800.461.6325 or after hours at 1.800.268.6060.

This report must be faxed to the Ministry of Labour within 48 hrs. of occurrence.

Fax number: 
1.705.564.7076 


Date:
__________________________

No. of Pages  in this fax:
__________________________

	Name of School
	

	Address of School
	Street:

City:

Postal Code:

	Time and place of the occurrence
	Time:

Place:


	Name and address of the person who was killed or critically injured:
	Name:

Address:
City:

Postal Code:



	Nature and circumstances of the occurrence
	

	Describe bodily injury sustained
	


	Describe the machinery or equipment involved in the incident
	

	Names and address of all witnesses (please use additional page if required):
	Name:

Address:
Name:

Address:
Name:

Address:
Name:

Address:


	Name and address of the physician or surgeon by whom the person was or is being attended for the injury
	Name:

Address:



	Steps taken to prevent a recurrence

	


Signatures:  








Health & Safety Rep
Health & Safety Rep
Health & Safety Rep
(one of the above signatures must be a Supervisor/Principal/Designate)
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APPENDIX A - INCIDENT REPORT FORM
OSBIE Online Incident Reporting User Manual
Effective Date - April 2002
www.osbie.on.ca





STAGES TO ACCIDENT REPORTING
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Complete the OSBIE Incident Report Form.  Be sure to complete all areas of the form.


This form is only to be completed by Board staff.


(Appendix ‘C’)





Appendix ‘B’











APPENDIX ‘B’





ACCIDENT INVESTIGATION REPORT








APPENDIX ‘C’





For completion by Principal/Designate for injuries involving Practice Teachers/Work Education/University Co-op, etc.





For completion by employee of the Board only.  


To be used to report  injuries or accidents involving Practice Teachers, etc..























Retain the pink copy of the OSBIE Incident Report Form at the school as per Records Retention Schedule.





Send white copy of form by courier to Health and Safety Officer who will review the details and forward the form to OSBIE.  Ensure all fields are completed on the form. 






























































Contact the Health and Safety Officer for original copies of this document.


Forms can also be completed online by visiting � HYPERLINK "http://www.osbie.on.ca" ��www.osbie.on.ca� and using Login:  SG204 with Password:  NearNorth204 (case sensitive)















































Practice Teachers/Work Education/University Co-op, etc.





Fatal or Critical Injury





Non-Critical Injury





Supervisor/Principal immediately notifies the Co-op Teacher or Practice Teaching Co-ordinator





Immediately notify the Supervisor/Principal





Immediately, the Supervisor/Principal must contact:


1.  The Ministry of Labour at 1.800.461.6325 or after hours at 1.800.268.6060


2.  Health and Safety Officer at 705.472.8170, ext. 5014 or by cell at 705.499.6359


3.  Your workplace health and safety rep(s)


4.  OSBIE at .800.668.6724





The scene of the accident must be preserved until Ministry of Labour Inspector grants permission to do otherwise.





Refer to Admin Guideline for Reporting Accidents and Accident Investigation





Health and Safety rep(s) and Principal/Supervisor (with assistance from Health and Safety Officer if available) conducts investigation





Principal/Supervisor and H&S Reps complete “Report of Critical Injury” report to the Ministry of Labour


(Appendix ‘B’)





An Accident Investigation Report must be completed by the Principal/Supervisor


(Appendix ‘A’)





Within 48 hrs.





This report must be in writing and sent to the Ministry of Labour by fax at 705.564.7076 within 48 hrs.  A copy of this report must also be faxed to the Health and safety Officer at 705.472.9927





This report be faxed to the Health and Safety Officer at 705.472.9927 who will determine what further preventative action is required.





Immediately notify the Supervisor/Principal





Supervisor/Principal immediately notifies the Co-op Teacher or Practice Teaching Co-ordinator





An Accident Investigation Report must be completed by the Principal/Supervisor


(Appendix ‘A’)





This report be faxed to the Health and Safety Officer at 705.472.9927 who will determine what further preventative action is required.





APPENDIX ‘A’











APPENDIX ‘D’














Retain the pink copy of the OSBIE Incident Report Form at the school 





Send white copy of form by courier to Health and Safety Officer who will review the details and forward the form to OSBIE.  Ensure all fields are completed on the form. 





Complete the OSBIE Incident Report Form.  Be sure to complete all areas of the form.


This form is only to be completed by Board staff.


(Appendix ‘C’)
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