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INFORMATION SHEET

- TLDSB Administrative Procedure — BU-3555-AP — Incident/Accident/Injury Reporting and
Investigation Procedure

- TLDSB Employee Workplace Incident/Accident/lliness Reporting Form

- Workplace Incident — Supervisor’s/Principal’s Investigation Report

The TLDSB Procedure — “#BU-3555-AP — “Incident/Accident Injury Reporting and Investigation
Procedure” is available on First Class — TLDSB Infobase — Policies/Procedures — Business Operations
Folder.

WHEN SHOULD | FILL OUT AN “EMPLOYEE WORKPLACE INCIDENT / ACCIDENT /
ILLNESS REPORTING FORM?

Itis IMPORTANT you complete a TLDSB Employee Workplace Incident/Accident/lliness Reporting
Form for ANY situations that result in your requiring first aid, medical attention or results in your not
being able to work.

Itis equally important you complete an “Employee Workplace Incident/Accident/lliness Form” for any
situations relating to student aggressivel/violent behaviour — including biting, kicking, scratching,
spitting, (including attempts to bite, kick, scratch, etc.) verbal threats, etc. (Yes, even if this “incident” has
not resulted in your requiring “First Aid” or medical treatment or lost time!)

If you are told by your Principal/Supervisor (or anyone!) that you are not required to complete an
“Employee Workplace Incident/Accident/lliness Reporting Form” contact the CUPE 997 office right
away. The responsibility for completing these forms is on the “worker”- it is not up to your
Principal/Supervisor (or anyone else) to determine whether this form should or should not be completed
— if you have any doubt as to whether you should or should not complete a form then most definitely
complete it!

Definition of Incident as noted on Page 2 of the Reporting Form: “INCIDENT — An
incident is an unsafe act, an unsafe condition or a combination of both in the work environment which
could have resulted in property loss and/or physical harm.”

If in doubt — fill out!

Once you have completed the form — ensure you keep a photo copy for your information/files,
submit to your Principal/Supervisor and request you receive a copy of the form as submitted to
HR (Human Resources Department of Trillium Lakelands District School Board) along with a copy of
the Principal/Supervisor Report submitted.

Itis YOUR responsibility to ensure you follow the “proper procedures” in the event of a “workplace
accident/incident”. There are processes with both TLDSB and WSIB (Workplace Safety and
Insurance Board) that YOU need to follow to ensure your earnings are continued and/or medical
treatments required as a result of your injury are covered by WSIB, if the processes/procedures are
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not followed correctly and within certain time frames difficulties may arise with a WSIB Claim which
could affect your sick leave record and possibly your earnings.

In the case of a “workplace incident/accident” resulting in “lost time” (you are not able to go to work)
please contact us right away. We can then assist you to ensure you are up-to-speed on what you
should — shouldn’t be doing and when and how to do it!

IT’'S IMPORTANT FOR YOU TO KNOW!

IT’'S IMPORTANT FOR YOU TO REMEMBER!

Contact the CUPE 997 Office — 705-934-2997

v Please contact the CUPE 997 office right away— you will be far better off knowing what you
should — shouldn't be doing — what the process — procedures are than thinking you are doing
everything right only to find out you missed something which could potentially create
difficulties for you.

v/ If In Doubt — Fill Out! (Even if someone, including your Principal/Supervisor, says
don’t!)

Complete the TLDSB “Employee Workplace Incident/Accident/lliness Reporting Form”
Investigation Form” for all incidents/ accidents in the workplace.

v Photo Copy For Your Files (Everything!)

Keep a copy of your completed form for your files — request and ensure you receive a copy
of the form, as submitted by your Principal/Supervisor, to the TLDSB HR Department
and ensure you receive a copy of the “Workplace Incident Supervisor’'s/Principal’s
Investigation Report”.

v Seek Medical Attention ASAP (Even if you think you’ll be OK in a day or two!)

Following any workplace accident contact a medical practitioner immediately (Family Doctor,
Chiropractor, Physiotherapist, Nurse Practitioner). If you are unable to get an appointment
right away go to a local “walk-in clinic” or the Emergency Department at your local Hospital.
(Your Family Physician will receive a report regarding your visit should follow-up
appointments be necessary.)

You need to know, in the event you end up having to take even one or two of days from
work as a result of the workplace injury the first thing WSIB will ask is why you did not
seek immediate medical attention.

v Complete and Return All Forms Received From WSIB (Even if you’re now back to
work and you think everything’s OKl!)
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It is imperative you complete and return to WSIB any forms you receive as a result of a
reported incident/accident we have had “workers” who have required medical treatment
and/or have had “lost time” as a result of an accident which had occurred weeks/months
prior and as they had not completed and returned the WSIB forms, they are having great
difficulties with their Claim. This is impacting their earnings/sick leave record and medical
treatment.

Vv Report Your Absence To Both Your Principal/Supervisor AND TLDSB HR (If you
haven’t already done so contact the 997 Office 705-934-29971!)

If you are unable to report to work following a workplace accident you should report to
BOTH your Principal/Supervisor and the TLDSB HR Department, Brock Easterling, Health
and Safety/W SIB Co-ordinator, at the Lindsay Board Office.

v Start a File and Keep A Log (Document, document, document!)

Ensure you start a file — photo copy everything relating to the workplace accident and
also keep in this file a “log” regarding dates, times of phone calls you have made or received,
with a brief notation regarding the discussion(s), appointments you have attended, etc.

It is very difficult for “workers” to remember specifics, in the event there are difficulties with a
Claim, and you are asked to recall many months later — if you start the file/log right away it
will save a lot of time (and possible stress!) should you need to recall this information.

WHY SHOULD | FILL OUT AN EMPLOYEE WORKPLACE INCIDENT/ACCIDENT/ILLNESS
REPORTING FORM:

Completing the TLDSB Accident/Incident Form does a few things:

- information from the forms is provided to the TLDSB Joint Health & Safety Committee which
allows the Committee to review the types of incidents/accidents occurring — to review if
there is a pattern across the Board or in particular worksites and to make
recommendations to the employer to ensure the appropriate checks and balances, possible
changes — modifications to the workplace are undertaken to ensure a “safe and healthy
workplace” for all of us

- inthe event a few days later — a week later — a month(s) later you have a medical
situation/condition that was not apparent immediately, the filing of this form ensures the date,
time, location and particulars of the incident/accident have been formally reported. IT IS
IMPERATIVE you have “formal documentation” (reporting) of what occurred and which
subsequently has resulted in your needing medical treatment, “lost time” or
“accommodations” to return to work.

It's Important For You To Know!.......... It's Important For You To Remember!
Contact your 997 Steward or the CUPE 997 Office for further information — clarification regarding

the TLDSB Procedure “Incident/Accident/Injury Reporting and Investigation Procedures” and what
to do in the event of a workplace incident/accident.

705-934-2997 — E-Mail: cupe997 @gmail.com
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