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Accident / Incident Reporting and Investigation 

Overview 

Understanding accident/incident reporting and investigation begins with knowing the legislative 

requirements for reporting Workers’ Compensation Board (WCB) and Occupational Health and Safety 

(OH&S) situations. It also involves recognizing that there are many overlaps between the legislative 

requirements, Division requirements, insurance policy requirements, and the expectations of the general 

public or other stakeholder groups. This makes the reporting process confusing at times. It also means 

individual situations could trigger multiple reporting requirements depending on the circumstance. 

Furthermore, once a report is initiated, there could also be varying investigative requirements depending 

on the severity or impact of the accident or incident. 

An essential element in meeting reporting and investigation requirements is to understand the terminology. 

The Division differentiates between accidents, incidents and hazards (near-misses). Each has its own 

rationale for existing as a separate category and each has its own reporting protocol. A summary of the 

reporting protocol is included in the Reporting and Investigation Flow Chart at the end of Appendix I. It is 

also important to understand how to appropriately code the “severity” of accidents, the “impact” of 

incidents, and the “classification” of hazards for the reporting process. Correct use of these codes or 

classifications helps to determine the investigation requirements.   

It is also crucial to treat “employees”, “students”, “volunteers”, “visitors”, “contractors”, and “other third 

parties” as separate groupings for reporting requirements. This helps to separate the legislated reporting 

requirements from the Division reporting requirements. As an example, there are few legislated reporting 

requirements for student accidents or incidents but there is an obvious need for the Division to require 

reporting in these situations to address liability, discipline and safety issues. 

The Division has its own reporting requirements (see Administrative Procedure 161 Appendix B – Accident 

Incident Reporting, and the Risk Management Manual Section 15-Procedures for Reporting 

Accidents/Incidents) for all accidents/incidents that affect employees, students, volunteers, visitors, 

contractor employees or other third parties. 

SchoolWorks is to be used to report all accident/incident situations, including those that may require 

separate WCB and OH&S reports and/or investigations. The intent of the system is to provide a “one-stop” 

reporting tool and to guide principals and/or non-school based department heads through the necessary 

steps to ensure accidents/incidents are reported in an appropriate and timely fashion. Note that SchoolWorks 

is a reporting tool, and is not intended to replace telephone communications, with Division Senior 

Management. 
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Division Employee Requirements 
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An accident is:  

 any event, in school or Division buildings, on school grounds, or at off-site locations for 

school/Division activities, which results in personal injury to employees, students, volunteers, 

visitors, contractor employees.  

An incident includes: 

 Events (e.g., evacuation, lockdown, media involvement) or  

 Personal behaviour issues (e.g., assaults, threats, allegations of wrong-doing, missing person, 

abuse/neglect, weapons) of a serious nature or with the potential to cause injury. Incidents are 

situations that occur on Division property or during school/Division activities off-site and which 

involve or affect employees, students, volunteers, visitors, contractor employees. 

An occupational illness is:  

 A condition that results from exposure in a workplace to a physical, chemical or biological agent to 

the extent that the normal physiological mechanisms are affected and the health of the worker is 

impaired, and includes an occupational disease. 

 Normally develops over a period of time and the diagnosis of an occupational illness should be made 

by a qualified physician. 

 

A hazard (near-miss) includes factors that contribute to:  

 Harm to an individual or others.  

 Damage to property.  

 A release into or harm to the environment.  

 

These potential accidents/incidents or near-misses are reported through the use of the Hazard Report or 

Hazard Report Tracking Forms (see Forms at the end of this section) as a proactive means of improving 

safety awareness and of tracking potential accident/incident trends. Hazard (near-miss) reporting is an 

essential part of any safety program as it helps in the prevention of future accidents/incidents. It is a 

requirement of the OH&S legislation that hazards (near-misses) be reported and investigated. 

Regular reporting of accidents, incidents and hazards is a key factor in injury reduction and prevention. 

When accidents/incidents are analyzed, cause factors (e.g., organizational procedures, policies and lack of 

safety training) are identified. Actions can then be taken to reduce the risk of re-occurrence.  

When an accident/incident occurs, the first concern should be for those injured and then the focus can shift 

to the investigation. Accident/incident investigation involves systematic examination of all undesired 

events that did, or could, result in physical harm to individuals or damage to property. Investigation 

activities are directed toward identifying the facts and circumstances related to the event, determining the 

causes and developing an action plan to control the risks.  

For many employees, the term investigation may have negative connotations. This may be because 

employers have traditionally attributed worksite accidents to the unsafe acts of employees, or to unsafe 

conditions resulting from the acts or omissions of employees. Consequently, employees were blamed when 
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accidents occurred. Current research shows that most accidents are caused by a multiplicity of factors 

including, but not limited to, lack of training, failure to identify hazards, breakdowns in supervision, and/or 

possibly even poor purchasing decisions.  

It is important to realize that the whole process of accident/incident investigation will fail to uncover real, 

underlying causes unless all employees are comfortable in the knowledge that the purpose of the 

investigation is to attempt to learn lessons and ensure that the same mistakes are not repeated. It 

requires the cooperation of all parties in the worksite to consistently report and thoroughly investigate 

accidents/incidents. The objective is to create the safest environment possible at all Division worksites. 

Legislative Requirements 

The employer has reporting and investigation requirements under the following provincial legislation: 

 Alberta Workers’ Compensation Act. 

 Alberta Occupational Health and Safety Act, Regulation and Code. 

 

The Division (as the employer) also has other requirements for accident/incident reporting to meet safety, 

discipline and liability obligations. Principals, non-school based department heads and employees are 

responsible for knowing: 

 The legislated reporting requirements. 

 The Division reporting requirements. 

 Who is covered by legislation and who is not. 

 What reporting process should be used. 

 When an investigation is required and to what degree. 

 Why accident/incident reporting is necessary. 

 

 

Reporting and Investigation 

Accident/incident reporting and investigation is judged from a prevention of severity and reduction in 

frequency standard. In other words, if there are fewer accidents/incidents and they are less severe, the 

reporting and investigation process is working. 

The questions a government inspector might ask are: 

 Can it be shown that all accidents/incidents are: being recorded at the worksite (along with injury 

treatment information), reported in an appropriate manner, and that there is a plan in place to 

investigate all serious accidents/incidents? 

 Can it be shown that all serious worker injuries and accidents/incidents have been reported to Alberta 

Workplace Health and Safety and/or Workers’ Compensation (see Appendix I)? 

 Are the root causes of an accident/incident being determined and are measures being put in place to 

prevent re-occurrence of this particular accident/incident? 

 Have written records been kept for all accidents/incidents? 

 Are principals and/or non-school based department heads obtaining all required information for 

employee WCB claims and submitting it as required? 

 Are hazards (near-misses) being identified, reported and addressed? 
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If the answers to the above questions are YES, then there is compliance. 

Principals and non-school based department heads demonstrate compliance by ensuring: 

 Employees know which accidents/incidents and hazards are to be reported and their obligation to 

report. 

 Employees know the accidents/incidents and hazards reporting process. 

 Employees know when accidents/incidents will be investigated (see Table 1 in Appendix I). 

 Correct reporting forms are available (refer to Forms at the end of this section). 

 

After orientation and appropriate training, employees must know that the appropriate response to an 

accident/incident is to: 

 Obtain medical aid or treatment for the injured individual. 

 Report all accident/incident details and/or injury treatment provided. 

 Complete all applicable forms and reports and assist with the investigation. 

 

Guidelines for Meeting Legislative Requirements 

Accident/incident reporting and investigation guidelines are based on current legislation, 

administrative procedure, and accepted practices. 

Reporting Accidents/Incidents and Hazards 

Electronic Accident/Incident Reporting System (SchoolWorks) 

The Division has developed a one-stop reporting system for all types of accidents/incidents, hazards and 

property damage claims. The system used is called SchoolWorks and is designed to simplify Division 

reporting procedures and ensure legislative requirements are met. Whether or not the accident/incident 

involves an employee injury, a student injury or various non-injury situations (e.g., hazard reports, 

vandalism, automobile damage), the system is designed to identify the type of report being made and direct 

the user to the appropriate forms. 

HFCRD’s Accident Report Forms are the basic format for accident reporting. Within SchoolWorks, there 

are variations of this form covering employees, students, volunteers, visitors, contractor employees. There 

are also Hazard Report Forms, (see Forms at the end of this section) which are used to identify specific 

hazards. The Hazard Report Tracking Form is used to quickly identify and correct small hazards identified 

at the school level; whereas the Hazard Report Form is used to report grander near-miss situations that 

require further investigation and/or cannot be easily corrected at the school level. 

The principal or non-school based department head must ensure that an Accident Report Form is completed 

within the employee’s same shift of an accident. Each worksite must have a designated employee(s) to 

enter all accidents/incidents and other reports into SchoolWorks.  Note that when a first-aider 

administers treatment, regardless of other reporting requirements, it is essential that a record of that 

treatment is entered into SchoolWorks.  
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Why is it Important to Report all Accidents/Incidents and Hazards? 

Statistical analysis of several thousand accidents has indicated a clear relationship between accidents and 

the unsafe acts and conditions that caused them.  Frank Bird, an American safety researcher, discovered 

that for every serious workplace accident there were likely to be 10 reported minor injuries which required 

only first aid and up to 600 near misses.  Bird’s findings are shown in the pyramid diagram below. 

Bird’s Safety Triangle 

 

 

What is the significance of this relationship?  

If there are fewer unsafe acts and conditions, there will be fewer accidents. Statistical studies have also 

shown that unsafe acts are nine times more prevalent than unsafe conditions. An accident/incident reporting 

system that ignores unsafe acts will address only 10% of all near-miss situations. This is why it is so 

important to identify unsafe acts and conditions before they cause accidents, when there is still time to 

correct them. It is critical that this issue is addressed regularly at employee meetings and that reporting of 

unsafe acts and conditions be encouraged on an on-going basis. A good hazard (near-miss) reporting system 

and accident/incident investigation program can help to prevent injury accidents. The analysis of evidence 

from the reports can identify emerging trends and facilitate the implementation of preventative measures. 

The SchoolWorks program allows for analysis of accident/incident and hazard (near-miss) data. It also 

allows for identification of the more serious situations and provides direction for additional investigation, 

where required. Not all accidents/incidents require a full investigation. 

NOTE: Certain categories of accidents/incidents will require more attention than others due to a 

variety of factors, including severity of the accident, legislative requirements (OH&S or WCB for 

workers), insurance requirements, media attention, and legal implications (e.g., threats of lawsuits). 
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Principals and non-school based department heads should refer to Table 1 in Appendix I for 

additional information and direction on investigations (when, how, etc.). 

A Hazard Report Form that must be used by employees to report significant near-miss situations (see Forms 

at the end of this section) can be found in the SchoolWorks program and also in hard-copy form at the end 

of this section. A Hazard Report Tracking Form that must be used by employees to report smaller scale 

near-miss situations (see Forms at the end of this section) can be found in hard-copy form at the end of this 

section.   

Ongoing review of Hazard Reports and Accident/Incident Reports will assist the principal or non-school 

based department head in identifying trends and taking action to prevent future accidents. Once sufficient 

information is entered into the SchoolWorks program, the Director of Business and Operations will also be 

reviewing data to identify trends and will notify schools or departments as necessary. 

Workers’ Compensation Board (WCB) 

Under the Alberta Workers’ Compensation Act, an employee who is injured, regardless of who is at fault, 

is entitled to benefits. In return, the injured employee (and their beneficiaries) gives up their right to sue 

their employer for damages. Injuries to employees, students, volunteers, contractor employees require 

reports to WCB. The Alberta Workers’ Compensation Act requires both the employer and the injured 

worker to report accidents when workers experience certain types of injuries (see “What injuries must be 

reported?”).  

 

 

1. Who is Covered and Who is Not? 

Workers’ Compensation covers the following groups of individuals: 

 Support staff 

 Caretakers 

 Exempt staff 

 Volunteers 

 Administrators (including Superintendents, Assistant-Superintendents, Directors, Principals, Vice-

Principals, Assistant-Principals, Supervisors and Consultants - all while doing administrative duties 

only) 

 CTF/CTS teachers (listed in the WCB Act as industrial arts and home economics teachers) 

 Counsellors (only while they are performing counselling duties) 

Note: Most teachers are not covered (exempted) by WCB due to legislation 

2. What Injuries Must be Reported? 

Accidents that are reportable to WCB are those that result in:  

 The need for medical treatment, beyond first aid, such as assessment by a physician, physiotherapist, 

chiropractor, etc. 
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 Lost time beyond the date of accident. 

 The need to temporarily or permanently modify work beyond the date of accident. 

 Death or permanent disability. 

 Disabling or potentially disabling disease or condition caused by occupational exposure or activity. 

 The worker incurring medical aid expenses such as dental treatment, prescriptions, eyeglass repair, 

etc. 

Division practice is to report all employee accidents through the SchoolWorks program. The Director of 

Business and Operations will determine those circumstances that require filing of WCB employer reports. 

All employees must be aware of their responsibility to expeditiously report all injury accidents to their 

immediate supervisor. Supervisors must ensure the principals or non-school based department heads are 

aware of the reports. Principals or non-school based department heads are accountable to ensure appropriate 

reports are submitted in all cases. 

3. What Reports are Required and What is the Process? 

When an accident occurs, the principal or non-school based department head must ensure that an Accident 

Report Form is completed and submitted using the Electronic Accident/Incident Reporting System 

(SCHOOLWORKS). If the accident involves employees or others who are covered by Workers’ 

Compensation, follow the process below: 

 If the injury is, or is likely, to result in the individual missing work beyond the day the injury occurred, 

then the injured individual must complete a Worker’s Report of Injury or Occupational Disease Form 

(a sample of this form can be found at the end of this section). This should be completed expeditiously 

and submitted to the WCB with a copy to the Division Human Resource Department. Copies of the 

Worker’s Report of Injury or Occupational Disease Form must be available at all worksites. 

 The principal or non-school based department head must also complete an Accident Report Form and 

ensure it is submitted through the SCHOOLWORKS program. An Employer’s Report of Injury or 

Occupational Disease Form will be submitted to WCB by the Division Human Resources 

Department based on the information provided in the Accident Report Form. Only Human 

Resources will submit the employer forms to WCB.  

 It is critical in employee lost-time situations that the above forms are completed and submitted same 

shift. The Division has a 72 hour deadline for reporting lost-time incidents to WCB and can be fined 

up to $2500 per day for delays in this process. Schools or departments not complying with these 

reporting requirements may be assessed these costs. 

 In situations where disabling injuries occur, the Division will require a more thorough investigation 

of the accident.  In these instances, the principal or non-school based department head is required to 

expeditiously complete an in-depth Accident Report Form (see Appendix I and Forms).  

 If a principal or non-school based department head requires assistance in conducting an investigation 

of a serious accident, they should advise their Superintendent and seek assistance from the Director 

of Business and Operations. 

 Refer to the Reporting and Investigation Flow Chart on page 12.2 for a visual representation of the 

reporting and investigation process. 

 

4. What Obligations do Contractors Have? 
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Contractors are defined as anybody providing services for fees to the Division. This includes construction 

and maintenance contracts and also educational services contracts (e.g., in-line skating). Construction and 

maintenance contracts are managed by the Construction and Maintenance Department and they are 

accountable for the actions of these contractors and will verify that WCB coverage is in place for contractor 

employees involved in these projects.  

Many program support contractors are small organizations and may or may not have, or require, WCB 

coverage for those working in their employment. There should be coverage in most cases but it is sometimes 

neglected by some businesses. The WCB website (www.wcb.ab.ca) also has an extensive list of exempt 

industries. If injuries occur to individuals whose employers do not provide WCB coverage, and it was 

required, the Division may be the WCB provider by default. Injuries that occur to employees of small 

program support contractors without WCB coverage must be reported through SCHOOLWORKS. 

Principals or non-school based department heads must determine if program support contractors working 

at their sites have WCB coverage and may contact the Director of Business and Operations to determine 

eligibility. 

All contractors must report injuries that occur to any contractor employees while working in Division 

facilities, or on Division property or for the Division. Contractors are expected to meet or exceed the 

Division standards for reporting (Refer to Section 14 - Third Party Contract Adherence).  

 

 

 

Occupational Health and Safety (OH&S) 

The enforcement body of the Alberta Occupational Health and Safety Act, Regulation and Code requires 

the employer to: 

1. Report specified injuries or accidents. Specified injuries and accidents that must be reported under the 

Alberta Occupational Health and Safety Act, Regulation and Code include: 

 An injury that results in death. 

 An injury or accident that results in a worker being admitted to hospital for more than two (2) days. 

 An unplanned or uncontrolled explosion, fire or flood that causes a serious injury or that has the 

potential of causing a serious injury. 

 The collapse of a crane, derrick or hoist. 

 The collapse or failure of any component of a building or structure necessary for the structural 

integrity of the building or structure. 

 

2. Conduct an investigation and prepare an Accident Report Form that is readily available for inspection, 

where: 

 A reportable injury or incident. 

 Any other incident that had the potential to cause a serious injury. 
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A. What Reports are Required and What is the Process? 

If a specified injury (see above), a serious injury or an accident/incident that has the potential of causing 

serious injury to employees, volunteers or contractor employees occurs at a Division workplace, the 

principal or non-school based department head responsible for that workplace must: 

 Immediately notify the Superintendent and the Director of Business and Operations as to the 

time, place and nature of the serious injury or accident/incident. (An investigation into the 

circumstances surrounding the serious injury or accident/incident will occur and may involve other 

departments and Division resources as necessary to complete the investigation.) 

 Complete an Accident Report Form and submit through the SCHOOLWORKS program. In the 

narrative (comment) portion of this report identify the situation as possibly having OH&S reporting 

requirements. In many instances it will be easiest to create a narrative report and send it as an 

attachment through the SCHOOLWORKS program. 

 Ensure you are outlining the facts and relevant circumstances surrounding the serious injury or 

accident/incident and indicate any recommended corrective action which may be undertaken to 

prevent a re-occurrence of the serious injury or accident/incident. Submit a copy of the report to the 

Director of Business and Operations.  

 Refer to the Reporting and Investigation Flow Chart at the end of Appendix I for a visual 

representation of the reporting and investigation process. 

 

All reports to the government department responsible for OH&S must be submitted through the 

Director of Business and Operations. 

Accident/Incident and Hazard Investigation 

The intent of this section is to aid in determining situations that require investigation; identifying the level 

of investigation required; and providing a consistent investigative process for Division employees to follow. 

Accident/incident and hazard investigation should be a fact-finding, not a fault-finding process. 

Investigations are a necessary part of the problem solving process. Since accidents/incidents vary in severity 

and impact, the degree of investigation carried out should be related to the severity, impact, and/or the 

potential for actual loss or injury (see Tables 1, 2.1, 2.2 and 3 in Appendix I).  

The principal or the non-school based department head will complete most investigations; however, 

Division resources are available to assist in the more serious situations and where legislation requires an 

investigation. 

The purpose of investigations is to ensure that: 

 Awareness of hazards is raised. 

 Existing controls are reviewed. 

 Concern for the safety of employees is demonstrated. 

 Potential hazards are identified. 

 Appropriate corrective action is taken. 

 Legal requirements are met. 
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Whenever an accident or incident occurs the on-site supervisor should take control of the situation to ensure 

that: 

• No further injury or damage occurs (identify and control hazards). 

• Injured persons are properly cared for. 

• The scene of the accident or incident is secured so that physical evidence is not disturbed before it 

can be examined. 

 

There is a process for completing investigations.  In general, the Six Step Investigation Process is as follows: 

1. Obtain an overview of the situation. 

2. Gather physical evidence. 

3. Interview witnesses. 

4. Check any relevant background information. 

5. Determine causes. 

6. Recommend corrective action. 

 

More serious accidents/incidents call for more thorough investigation. More time and resources must be 

dedicated to investigating those situations that have the highest potential for recurring injury or property 

damage. The Electronic Accident/Incident Reporting System (SCHOOLWORKS) will assist employees in 

identifying the severity and impact of the accident/incident and this information may be used to determine 

the level of investigation that will be required. For the more serious situations, there must also be a written 

Accident Report Form followed by a review of the accident with Division staff, those involved in the 

accident and any other individuals affected by the accident. 

Coding of Accidents, Incidents and Hazards 

Accidents, Incidents and Hazards (near-misses) are all “coded” within the SCHOOLWORKS program 

based on their severity (accidents), their impact (incidents) or their classification (hazards). The purpose of 

the coding is to classify the situations in a consistent manner Division-wide. The coding also helps to 

determine what level of investigation is necessary to address the situation (see Tables 1, 2.1, 2.2 and 3 in 

Appendix I). The coding used and a brief explanation of each category is provided in the following sections. 

Severity Codes for Accidents 

Severity codes are for the most part determined by the SCHOOLWORKS program and are dependent upon 

the type of injury selected when entering an accident report. In general the codes are as follows: 

Code 1: Minor accident (scrapes/bumps that may require a band-aid or other minimal attention). 

Code 2: Accident with minimal long-term repercussions, but requiring some first aid attention (e.g., first 

aider evaluation, ice packs, dressings). 

Code 3: Accident involving more serious injuries but where immediate emergency medical services 

attention and transportation is not required. Parents may be called for direction and/or first aid treatment 

may be provided at the school. Includes fainting, loss of consciousness; eye injuries; tooth/teeth injuries; 

minor wounds requiring stitches; suspected or minor broken bones; allergic reactions not requiring 
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ambulance or paramedic; back/spinal injuries (minor or precautionary treatment); or referrals to physicians 

for evaluation. 

Code 4: Accident involving serious injuries that require immediate emergency medical services attention 

(e.g., paramedic care, ambulance transportation, treatment by a physician, etc.). Includes physical or sexual 

assaults; injuries involving missed school or time off work (more than the day of the injury); or back/spinal 

injuries (requiring medium or long-term treatment); broken bones requiring immediate attention; etc.  

NOTE: any situation where an individual (parent/guardian, third party injured, etc) threatens legal action 

or where the media is involved (or will likely be involved) should be coded as a Severity Code 4. 

Code 5: Death or Possible Permanent Disability. 

Impact Codes for Incidents 

Impact coding is important and should be completed by the principal or non-school based department head 

or their designate. The coding is subjective and should be based on the level of disruption created by the 

incident, potential media involvement, legal implications or the myriad of other possible influences that 

affect the operation of the school or department.   

Low: Events that have a minimal interruption of school or department operations. No police or media 

involvement and no indication or threat of legal action arising from the situation. Most routine student 

disciplinary situations would be “Low” impact. 

Medium: Events that have a short-term interruption of school or department operations affecting a number 

of staff and/or students (e.g., locker searches related to drugs, precautionary evacuations or lockdowns, 

parental threats of legal action over program placement, etc.). Some serious student disciplinary situations 

could be of “Medium” impact. 

High: Events that have a major impact on school or department operations involving a significant portion 

of staff and students (e.g., events such as intruder lockdown, evacuation for environmental reasons, media 

involvement, possibility of legal action, etc.). Personal behaviour situations requiring severe discipline such 

as expulsion or relocation to another school in the Division could be of “High” impact. 

Note: 

• Any employee personal behaviour incidents where privacy, confidentiality or sensitivity issues exist, 

must be discussed with the appropriate Division staff (e.g., the Director, Superintendent, Human 

Resources) prior to entering any information into SCHOOLWORKS. 

• The principal or non-school based department head has the discretion to change the impact coding to 

the appropriate category based on the school’s reaction to any type of incident.   

• If in doubt about the coding, choose the highest appropriate coding level that seems to match 

the situation.   

• Incidents that are categorized as medium or high may result in notifications being sent to the Director 

and Superintendent. 

 

Classification Codes for Hazards 
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Hazards are classified as Low, Medium, and High by the principal or non-school based department head.  

Classification is subjective and the more severe the potential dangers, the higher the coding should be. 

Low: A condition or practice likely to cause minor, non-disabling injury or illness and/or non-disruptive 

property damage. 

Medium: A condition or practice likely to cause injury or illness resulting in temporary disability and/or 

property damage that is disruptive but not extensive. 

High: A condition or practice likely to cause permanent disability, loss of life or body part and/or extensive 

loss of structure, equipment and material. Immediate action required to address these situations.  

High Hazard situations must be dealt with immediately as the potential for injury and/or property loss is 

significant. The principal or non-school based department head should always take necessary action to 

ensure High Hazard situations are addressed as quickly as possible. These situations will be a priority for 

the deployment of Division personnel and resources. Local action is always required to ensure the safety 

of staff and students while waiting for a Division response. Local action can and should address some of 

the Low and Medium Hazards as defined above.  

The Hazard Report Tracking Form must be utilized if it is a temporary low level hazard (e.g., spilled 

water from a fountain can be immediately cleaned up by a caretaker – low hazard).  

However, if it is a leaking pipe in a hallway or washroom that needs to be corrected (medium hazard), then 

warning signs should be placed, the leak should be contained, a Service Request (SR) should be submitted 

to Maintenance for the repairs to be completed, and a Hazard Report should be submitted through 

SCHOOLWORKS. Hazard (near-miss) investigation and reporting requirements are outlined in Table 3 at 

the end of Appendix I. 

A. When Should an Investigation Occur? 

Most accidents and incidents and some hazards require a degree of investigation. The Investigation Tables 

and Reporting and Investigation Flow Chart provided at the end of Appendix I provide direction for 

principals and non-school based department heads as to when, and to what extent, an investigation should 

occur.   

Generally, the principal or the non-school based department head will be responsible for the local 

investigation of accidents/incidents and hazards. In larger schools or departments, this may be delegated to 

other administrators; however, the principal or non-school based department head remains accountable. For 

more serious accidents/incidents and hazards the principal or non-school based department head may work 

with a Division team investigating the situation. 

In more serious accident/incident and hazard situations involving employees, volunteers and contractor 

employees, legislation may require that detailed investigations occur and an Accident Report Form be 

completed. Examples of situations where legislation requires investigation include:  

 A fatality. 

 An injury or accident that results in a worker being admitted to a hospital for more than two days. 



 

October 2018 Page 12.14 
 

 An uncontrolled or unplanned explosion, fire or flood that causes a serious injury or that has the 

potential of causing a serious injury. 

 The collapse of a crane, derrick or hoist. 

 The collapse or failure of any component of a building or structure necessary for the structural 

integrity of the building or structure. 

 

In more serious accident situations involving students, Division practice may require that a detailed 

investigation occur and an Accident Report Form be completed.  Examples of situations where Division 

practice requires investigation include:  

 Time Loss Incidents 

 Accidents where the severity code is 4 or 5. 

 Accidents where there is threat of legal action or media involvement. 

 

Summarize the findings of the investigative process in a formal Accident Report Form. Include original 

Witness Statements as part of the Accident Report Form. For more serious accidents, the principal, non-

school based department head or the Division investigative team should make recommendations and present 

the report and recommendations to senior management, who will, if required, share the information with 

the Division insurer and/or government investigators. The Accident Report Form and the recommendations 

should be reviewed with all employees who were at the workplace at the time of accident.  

 

The Six Step Investigation Process 

For all serious accidents or where there is a legislative requirement for an investigation, the following 

process should be utilized: 

1. Obtain an Overview of the Situation 

The principal or non-school based department head should go to the scene of the accident as soon as possible 

in order to: 

 Secure the area so that no risk of further injury exists, e.g., potential secondary accident/incident. For 

serious accidents, it is important to prevent the removal of evidence by not allowing any person to 

disturb the accident scene. 

 Become oriented with the circumstances. Physical conditions can change quickly and witness’ 

viewpoints can alter with the passage of time. It is important to decide where and with whom the 

investigation should begin. 

 Determine if Division staff (Director, Superintendent) should be called, if they have not already been 

notified. 

 

2. Gather Physical Evidence 

Physical evidence may be any object, condition, written statement, event, etc., that may yield information 

about the accident/incident. It can be compromised or lost unless care is taken. Physical evidence relates to 

“what caused” the accident. Such things as obstructions, broken or defective equipment, or environmental 



 

October 2018 Page 12.15 
 

conditions can contribute to accidents. Isolate any equipment and/or records relevant to the situation. 

Physical evidence may include: 

 Photographs of the accident/incident scene.  

 A sketch or drawing showing relevant measurements.   

 Evidence of any unusual circumstances or conditions. 

 Details about environmental conditions, such as noise, lighting, air quality or weather. 

   

3. Interview Witnesses 

Individuals can quickly forget the exact details of an accident/incident. It is often beneficial to have 

witnesses prepare individual, signed written statements regarding the accident/incident prior to being 

interviewed. These statements should be prepared independently from other witnesses. A Witness Statement 

Form is included in the forms at the end of this section. Witnesses should be interviewed as soon as possible 

after the accident/incident while the events are still clear in their minds.  The witnesses written statements 

can be used to assist in the interview process. The individual(s) directly involved should be interviewed 

first. 

 

The interviewer should: 

 Maintain an accurate written record of all interviews. 

 Verify witness credibility by ensuring that they were in a position to contribute meaningful 

observations. 

 Interview at the location of the accident if possible. This allows both the interviewer and the witness 

to more accurately relate circumstances and details involved. 

 Interview the witnesses separately so that the statement of one witness will not be influenced by 

overhearing the statement of another witness. 

 Try to put the person being interviewed at ease. Remind the witness of the constructive purpose of 

the investigation and that the primary purpose of the investigation is to determine facts and not to fix 

blame. 

 Be objective. 

 Try to obtain all relevant information regardless of how insignificant it may seem. 

 When interviewing a witness do not discuss the testimony provided by other witness(es). 

 Have the witness tell their story with minimal interruptions. Review their version of the events, step-

by-step, asking questions to clarify details. Ask open-ended questions like “what happened?”. 

 Avoid the use of leading questions, which simply require a yes or no response (e.g., rather than asking 

“Was there oil on the floor?” say “Describe the condition of the work area.”). 

 Summarize your understanding of what the witness said at the end of the interview to ensure that you 

have an accurate understanding of their statement. 

 Thank witness for his/her cooperation. 

 When necessary, re-interview to clarify details.   

 

4. Check Any Relevant Background Information 
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It is important to identify any relevant background or information that may have contributed to the accident. 

The following questions may need to be answered: 

 Are there any previous accident, incident or hazard (near-miss) reports that are relevant to the current 

accident? 

 Are there any relevant policies, directives, safe work procedures or maintenance records that have 

relevance to the accident/incident? 

 Are there any safety conditions or procedures that were not in place that contributed to the 

accident/incident occurring? 

 Is there a history of injury or accidents at the location or involving the individual injured?   

 Are there reasons why the activity was taking place that contributed to the accident/incident? 

 

 

5. Determine Causes 

Causal factors are defined as events, conditions or circumstances, which the presence or absence of, may 

have contributed to the accident/incident. All possible causes should be recorded. Several causes occurring 

in sequence, or simultaneously, may combine to make an accident inevitable. Ultimately, all causes are 

human in origin. They result from inability or failure to: 

 Eliminate all unsafe work conditions or behaviour. 

 Plan and/or implement appropriate procedures. 

 Design facilities to address all safety concerns. 

 Purchase appropriate equipment. 

 Purchase appropriate type and quantity of supplies. 

 Train employees to work safely. 

 Control hazardous situations adequately. 

 

When analyzing casual factors, remember that those who are close to the area where the accident/incident 

occurred are often in the best position to identify the factors that represent risks to their health and safety. 

They may also be in the best position to assist in developing corrective strategies that will remove the 

underlying risk factors from their workplaces. 

In order to plan practical preventative measures, causes are divided into two major areas: 

direct (immediate) cause - What was the direct cause of the incident? (What caused the injury?) 

indirect (underlying) cause -  What were the root or hidden causes that led to the incident? (What caused 

the incident?) 

Five factors to determine Indirect Causes 

To identify the indirect causes of an incident, the investigator will need to examine the obvious and 

underlying factors in the chain of events which took place prior to and during the incident. The model 

suggested here, outlines a process where the investigator examines the indirect causes within each of the 

following five categories: 
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1.  TASK 

2. MATERIAL/EQUIPMENT 

3. ENVIRONMENT 

4. PERSONNEL 

5. MANAGEMENT 

 

1.  The Task 

The actual work procedure being used at the time of the incident. Review the steps of the job; method of 

performing the task; any change to the normal method of performing the task; limitations; and how and 

why it is performed that way. 

2.  The Material/Equipment 

Review the design of machinery, tools and equipment and how they are used by the workers in terms of 

machine guarding, emergency stop devices, lock-out, pinch points, design of equipment for use by 

workers, body positions to work and demands such as repetitive work. Also consider the condition of 

materials used in the work process. 

3.  The Personnel 

Consider the factors that affect the worker(s) when performing the task such as: job requirements, 

experience and training, physical capabilities, emotional status at the time of the incident (tired, stressed, 

pressures to produce, rushing, interactions with other workers, labour management issues, hours of work). 

4.  The Management 

Management is responsible for the safety and health of workers and therefore the role of management 

must always be considered in an incident investigation. Review such factors as: the safety and health rules 

(standards) in effect, how were they enforced, type of supervision provided, maintenance procedures for 

equipment/tools, safety and health inspections carried out, work processes and procedures in place, hazard 

recognition and control methods, incident reporting policies and first aid policies. 

5.  The Environment 

The physical workplace environment as well as sudden change to that environment are factors that need 

to be identified. Keep in mind to assess the environmental factors at the time of the incident. Factors to 

consider include: weather conditions, housekeeping, the layout of machinery and storage areas, lighting, 

visibility, ventilation, temperature, noise, vibration, gases, dusts and fumes. 

If the analysis is complete, the indirect causes should be apparent and provide a firm basis for making 

recommendations. Although not a comprehensive list, some specific details related to these causes are 

provided in the following tables. 

To find the Indirect (root) causes 

Write out the events of the incident, step by step.  Recall the five factors identified under “Determine 

Causes:” Consider the sample questions within each of the following factors: 
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Note:  These are questions intended for the investigator to assess root causes.  They should not necessarily 

be used for witness interviews, as they could intimidate the witness. 

 

1. Task – What was being done at the time of the incident 

• Was a safe work procedure (task hazard analysis) used? 

• Had conditions changed to make the normal procedure unsafe? 

• Were the appropriate tools, materials available?  Were they used? 

• Was all of the required personal protective equipment available and used 

appropriately? 

• Were inherent safety devices, alarms, lock procedures, or other systems in place? 

• Was the task structured to encourage/discourage safe work practices or procedures? 

2. Material / Equipment – Causes brought about by the equipment or materials used 

• Was there an equipment malfunction or failure? 

• What caused it to fail? 

• Was the material or equipment substandard in some way? 

• Was personal protective equipment used? Should it have been? 

• Were hazardous substances involved? Were they properly identified? 

• Were tools, machinery and equipment being used correctly? (Check manufacturers 

specifications for operating tools, machinery and equipment as well as any other 

applicable standards) 

• Were tools or machinery modified in any way? 

3. Environment – The physical environment, and particularly sudden changes to 

that environment (determine both the usual and unusual conditions) at the 

time of the incident. 

• What were the weather conditions? 

• Was it too hot or too cold? 

• Was noise a problem? 

• Was there adequate light? 

• Were toxic gases, dusts, fumes, present? 

4. Personnel – The factors related to workers include individual experience, skills 

and abilities, as well as one’s physical capabilities, and emotional state at the 

time of the incident.  Your inquiry of an employee is not to place blame, but to 

uncover the factors they experienced at the time of the incident. 

• Were personnel aware of the standards, practices, procedures or legislation governing 

the activity? 
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• Were personnel adequately trained to do the task in question according to standards, 

practices and procedures prescribed? 

• What training had the employee received? 

• What experience did the employee have to do the task? 

• Was the worker physically capable? 

• Was judgement, health and/or ability impaired for any reason? (e.g. Were they Tired? 

Rushed? Stressed? Using Medication?) 

5. Management – The employer is responsible for ensuring the safety and health 

of employees at the workplace and, is therefore responsible for the policies, 

procedures and rules on the job. This also includes enforcing the policies, 

procedures and rules. Management staff (principals, managers, supervisors, 

etc.) must always be considered in an incident investigation since they are 

responsible for providing direction and supervision. 

• Were the hazards which led to this incident known to supervisors? 

• Were standards, practices and procedures developed and implemented to overcome 

these hazards? 

• Were supervisors aware of the standards, practices, procedures or legislation 

governing the activity? 

• Were safety and health rules in effect and being enforced? 

• Was adequate supervision provided? 

• Was regular maintenance of equipment carried out? 

• Were unsafe conditions corrected? 

 

List all possible causes within each category.  It is important to remember that no one 

element in an incident:  Task, Materials/Equipment, Environment, Personnel, or 

Management, stand alone.  Each of these elements must be analyzed in its relationship to 

the others. 

 

6. Recommend Corrective Action. 

Based on the analysis of indirect causes, recommendations may now be made for corrective action. 

Corrective actions should: 

 Treat the cause not the effect. 

 Ensure that the recommended measures will enhance and not restrict overall operational 

effectiveness. 

 Eliminate or control all causes. 

 Include immediate interim action and/or a long-term remedial plan and timeline. 

 Determine follow-up recommendations necessary to prevent re-occurrence. 
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If the indirect cause(s) are job/system factors then possible recommended corrective actions may include: 

 Training or retraining of affected employees. 

 Revising task procedures. 

 Review of the appropriateness of the employee’s assignment. 

 Review of selection criteria for certain positions. 

 Review of Division standard for a particular type of equipment or material. 

 

If the indirect cause(s) are human factors then possible recommended corrective action may include: 

 Discipline measures using a progressive discipline practice should be taken. 

 Refer employee to the Employee and Family Assistance Program. 

 

 

Investigation Kit 

It is advisable that an investigation kit be kept accessible and ready for use. A basic kit could include: 

 A clipboard with paper and accident/incident reports 

 Blank copy of an Accident Report Form 

 Blank copies of Witness Statement Form 

 Pen/pencil 

 Measuring tape 

 Roll of “DO NOT ENTER” tape to secure accident or hazard site 

 Access to a Digital or video camera could also be useful 

 

Training Requirements 

The Superintendent and Senior Administration are responsible for ensuring that appropriate Division 

employees have knowledge about the procedures used in reporting and investigating accidents, incidents 

and hazards. This will involve employees who are at specific work sites, as well as employees who carry 

Division wide responsibilities. 

All principals and non-school based department heads will be provided with information related to 

accident/incident reporting and investigation. 

Principals and non-school based department heads must review relevant information regarding accident, 

incident and hazard reporting and investigation with their employees on an annual basis. Emphasis should 

be placed upon the need for timely reporting. 

The Director of Business and Operations serve as a resource for principals and non-school based department 

heads regarding the accident/incident reporting and investigation process. Assistance may also be obtained 

from the Superintendent and Human Resources. 
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Implementation Process 

Getting Started 

Principals and non-school based department heads must: 

1. Explain to all employees the procedures for accident, incident and hazard (near-miss) reporting. 

Emphasize the need to immediately report all accidents, incidents and hazards to their supervisor. 

2. See that Accident Report Form(s) are readily accessible to all employees at the workplace. These 

forms should be placed near first aid kit(s). Hazard Report Forms and WCB Worker’s Report of Injury 

or Occupational Disease Forms should also be available to all staff. 

3. Ensure that at least one or two individuals are trained on the SCHOOLWORKS program and assigned 

the responsibility of entering all accident, incident and hazard reports. 

4. Establish a process to review serious hazards and accidents/incidents with all staff with the intent of 

preventing further accidents/incidents. 

Ongoing Activities 

Principals and non-school based department heads must: 

1. Ensure that all accident, incident and hazard reports are completed and entered into the 

SCHOOLWORKS program. 

2. Review Accident and Hazard Reports and recommendations with employees (and where relevant 

contractors) to improve their awareness of workplace hazards. Note: always involve the Director of 

Business and Operations when dealing with contractor situations. 

3. Cooperate with investigations into serious accidents/incidents when required by legislation, the 

Director of Business and Operations and the Superintendent. 

4. Work with the Human Resources Department to assist employees returning to regular or modified 

work after extended absence. 
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Appendix I 
TABLE 1 – Accident Investigation 

Severity Codes 

for Accidents 

Level of  

Investigation 
Investigator 

Action required by Principal 

or non-school based 

Department Head 

Reports Follow-up  

Code 1  

Minor injury. 

Local 

investigation.  
Principal or non-

school based 

department head 

or designate. 

Complete the Six Step 

Investigation Process.  Analyze the 

accident to determine if the indirect 

cause can be prevented and 

establish a plan to prevent future 

accidents. 

Basic accident report entered 

on SCHOOLWORKS for: 

• Employees 

• Volunteers 

• Visitors 

No report required for students. 

Take action to prevent 

future accidents.  If 

similar accidents occur, 

review again to determine 

how to reduce and/or 

eliminate problem. 

Code 2  

Injuries with 

minimal long-term 

repercussions but 

requiring some first 

aid attention. 

Local 

investigation. 
Principal or non-

school based 

department head 

or designate.  

Complete the Six Step 

Investigation Process. Analyze the 

accident to determine if the indirect 

cause can be prevented and 

establish a plan to prevent future 

accidents. 

Basic accident  report entered 

on SCHOOLWORKS for all 

accidents. 

Take action to prevent 

future accidents.  If 

similar accidents occur, 

review again to determine 

how to reduce and/or 

eliminate problem.  

Code 3  

More serious 

injuries but where 

immediate 

emergency medical 

services attention 

and transportation is 

not required.  

Local 

investigation for 

student accidents.  

Possible 

collaborative 

investigation 

involving local 

and Division staff 

for employee, 

volunteer or 

visitor accidents. 

Principal or non-

school based 

department head 

or designate with 

possible 

assistance and/or 

direction from 

Division staff. 

Complete the Six Step 

Investigation Process. Analyze the 

accident to determine if the indirect 

cause can be prevented and 

establish a plan to prevent future 

accidents.   

 

Basic accident  report entered 

on SCHOOLWORKS for all 

accidents. 

Take action to prevent 

future accidents.  If 

similar accidents occur, 

review again to determine 

how to reduce and/or 

eliminate problem.  

Involve staff where 

appropriate. Maintain 

contact with injured party 

to determine status. 

Code 4  

Serious injuries that 

require immediate 

emergency medical 

services attention 

and transportation.  

Possible 

collaborative 

investigation 

involving local 

and Division staff 

for all accidents.  

May require 

cooperation with 

outside agencies. 

Division team 

with assistance 

from the 

principal or non-

school based 

department head. 

May involve 

separate outside 

agency 

investigation. 

Assist with investigation by 

collecting all relevant evidence and 

information related to accident.   

Basic accident  report entered 

on SCHOOLWORKS for all 

accidents.   

Requires a written Accident 

Report Form being submitted 

to appropriate Division staff. 

Take action to prevent 

future accidents.  After 

consultation with 

Division staff, share 

results and 

recommendations of the 

investigation with 

relevant staff. Maintain 

contact with injured party 

to determine status. 

Code 5  

Death or possible 

permanent 

disability.   

Division led 

investigation for 

all accidents.  

Possible outside 

agency 

investigation as 

well. 

Division team 

with assistance 

from the 

principal or non-

school based 

department head.  

May involve 

separate outside 

agency 

investigation. 

Secure the accident scene and 

contact your area director or 

Superintendent for direction 

regarding your involvement in the 

investigation process.  Without 

disturbing the accident scene, 

identify all relevant evidence and 

information related to the accident. 

Refer media and other inquiries to 

appropriate Division staff. Refer 

any legal requests or inquiries to 

Business Services. 

Accident report with all physical 

and testimonial evidence. 

Enter on SCHOOLWORKS and 

forward additional hard copy 

information to Business 

Services. 

Requires a written Accident Report 

Form being submitted to 

appropriate Division staff. 

Take action to prevent 

future accidents. With 

direction from your area 

director or 

Superintendent, you may 

share results and 

recommendations of the 

investigation with 

relevant staff.    
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TABLE 2.1 – Incident (Event) Investigation  

(Note difference between Event Incidents and Personal Behavior Incidents) 

Impact Code 

for Incidents 

(Event)  

Level of  

Investigation 
Who does the 

Investigation 

Action required by Principal 

or non-school based 

Department Head 
Reports Follow-up  

Low  

Minimal 

impact on 

operations.  

Local 

investigation. 
Principal or 

non-school 

based 

department 

head or 

designate. 

Complete the Six Step 

Investigation  Process. 

Analyze to determine if the 

indirect cause can be 

prevented. Establish a plan to 

prevent future incidents. 

Basic accident 

report entered on 

SCHOOLWORK

S. 

Take action to prevent future similar incidents.  

If further similar incidents occur, review again 

to determine how to reduce and/or eliminate 

problem. 

Medium 

Short-term 

impact on 

operations. 

Local 

investigation.  

Possible 

cooperation with 

outside agencies. 

Principal or 

non-school 

based 

department 

head or 

designate with 

possible 

assistance 

and/or direction 

from Division 

staff. 

Complete the Six Step 

Investigation Process. Conduct 

or assist with investigation by 

collecting all relevant evidence 

and information. Analyze to 

determine if the indirect cause 

can be prevented. Establish a 

plan to prevent future 

incidents. 

Basic accident 

report entered on 

SCHOOLWORK

S.  May require a 

written 

investigation 

report being 

submitted to 

appropriate 

Division staff. 

Take action to prevent future similar incidents.  

If further similar incidents occur, review again 

to determine how to reduce and/or eliminate 

problem. 

High 

Major impact 

on operations.  

This includes 

all situations 

that have 

media 

involvement 

or legal 

implications. 

Collaborative 

investigation 

involving local 

and Division 

staff.  May 

require 

cooperation with 

outside agencies. 

Division 

directed 

investigation. 

 

Possible outside 

agency 

investigation as 

well. 

Contact your area director or 

superintendent for direction 

regarding your involvement in 

the investigation process.   

 

Refer media and other 

inquiries to appropriate 

Division staff.   Refer any 

legal requests or inquiries to 

Business Services.  

Basic accident  

report entered on 

SCHOOLWORK

S.  

 

May require a 

written 

investigation 

report being 

submitted to 

appropriate 

Division staff. 

Reports should 

only be shared 

with outside 

agencies upon 

direction from an 

area director or 

superintendent. 

Take action to prevent future similar incidents.  

After consultation with Division staff, share 

results and recommendations of the 

investigation with relevant staff.   
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TABLE 2.2 – Incident (Personal Behaviour) Investigation 

Impact Code for 

Incidents  

(Personal 

Behaviour) 

Level of  

Investigation 
Who does the 

Investigation 

Action required by 

Principal or non-school 

based Department Head 
Reports Follow-up 

Low 

Routine student 

disciplinary 

situations or 

minor personnel 

issues.  

Local 

investigation. 
Principal or 

non-school 

based 

department 

head or 

designate. 

Complete the Six Step 

Investigation Process. 

Analyze to determine if the 

indirect cause can be 

prevented. Establish a plan to 

prevent future incidents. 

Basic incident 

report entered on 

SCHOOLWORK

S. 

Take action to prevent future similar incidents. 

If further similar incidents occur, review again 

to determine how to reduce and/or eliminate 

problem. 

Medium  

Significant 

student 

disciplinary 

situations or 

personnel issues. 

Local 

investigation.  

Possible 

collaboration 

with Division 

staff and/or 

cooperation 

with outside 

agencies. 

Principal or 

non-school 

based 

department 

head or 

designate with 

possible 

assistance 

and/or direction 

from Division 

staff. 

Complete the Six Step 

Investigation Process. 

Conduct or assist with 

investigation by collecting all 

relevant evidence and 

information. Analyze to 

determine if the indirect 

cause can be prevented. 

Establish a plan to prevent 

future incidents. 

Basic incident 

report entered on 

SCHOOLWORK

S. May require a 

written 

investigation 

report being 

submitted to 

appropriate 

Division staff. 

Take action to prevent future similar incidents. 

If further similar incidents occur, review again 

to determine how to reduce and/or eliminate 

problem. 

High 

Personal 

behaviour 

situations 

requiring severe 

consequences.   

This includes all 

situations that 

have media 

involvement or 

legal 

implications. 

Collaborative 

investigation 

involving local 

and Division 

staff.  May 

require 

cooperation 

with outside 

agencies. 

Principal or 

non-school 

based 

department 

head under 

direction of 

Division staff. 

 

Possible outside 

agency 

investigation as 

well. 

Contact your area director or 

immediate superintendent for 

direction regarding the 

investigation process.   

 

Refer media and other 

inquiries to appropriate 

Division staff. Refer any 

legal requests or inquiries to 

Business Services.      

Basic incident 

report entered on 

SCHOOLWORK

S.   

May require a 

written 

investigation 

report being 

submitted to 

appropriate 

Division staff.  

Reports should 

only be shared 

with outside 

agencies upon 

direction from an 

area director or 

superintendent.  

Take action to prevent future similar incidents. 

Where appropriate, and after consultation with 

Division staff, share information with relevant 

staff.  

 

 

 

  

Note: Any employee personal behaviour incidents where privacy, confidentiality or sensitivity issues exist, should be discussed with your immediate 

supervisor, e.g., Superintendent, Director of Business and Operations, Human Resources, prior to entering any information into SCHOOLWORKS. 
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TABLE 3 – Hazard Investigation   

Classification 

Code for 

Hazards 

Level of  

Investigatio

n 

Who does the 

Investigation 

Action required by 

Principal or non-school 

based Department Head 
Reports Follow-up  

Low  Local 

investigation 
Principal or non-

school based 

department head or 

designate. 

Resolve immediate problem 

while taking precautions to 

prevent future accidents. 

Local hard copy of 

Hazard Report 

Tracking Form only 

– keep in OH&S 

Document Binder. 

If further similar situations occur, review 

again to determine how to reduce and/or 

eliminate problem. 

Medium Local 

investigation 
Principal or non-

school based 

department head or 

designate with 

possible assistance 

from Health and 

Safety Officers and/or 

Business Services. 

Resolve immediate 

problem; analyze to 

determine if the indirect 

cause can be prevented; act 

to prevent future accidents. 

Basic Hazard 

Report entered on 

SCHOOLWORKS 

for all hazards.  

Submit SR request 

as necessary. 

If further similar situations occur, review 

again to determine how to reduce and/or 

eliminate problem. 

High Local 

investigation 

with 

Division 

support 

where 

required 

Principal or non-

school based 

department head or 

designate with 

possible assistance 

from Health and 

Safety Officers and/or 

Business Services 

and/or Area Directors 

/Superintendents. 

Resolve immediate 

problem; analyze to 

determine if the indirect 

cause can be prevented; act 

to prevent future accidents. 

Follow-up with Division 

staff to determine resolution 

of problem. 

Basic Hazard 

Report entered on 

SCHOOLWORKS 

for all hazards. 

Submit SR request 

as necessary.  

Submit follow-up 

Hazard Report 

through 

SCHOOLWORKS 

if hazard not 

resolved 

satisfactorily. 

After consultation with Division staff, share 

results and recommendations of the 

investigation with relevant staff.   

See Forms at the end of this section for details regarding Classification Code for Hazards. 
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Reporting and Investigation Flow Chart
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Forms 
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                                                          Hazard Report Tracking Form (Non-Injury/Near Miss) 
Note: all Items and Sections noted in bold italics with an asterisk are required in order to submit an electronic hazard report. Principal/Non-school based department head 

must be informed/review all reported hazards. 

 

Date of Report: _______________________________Submitter’s Name: ____________________________________________________ 

 

School/Building*____________________________________________Specific Location: _____________________________________________________________ 

Hazard Information* (Description of Hazard) 

  

Hazard Classification*:    Low   Medium  High 

Low Hazard: A condition or practice likely to cause minor, non-disabling injury or illness and/or non-disruptive property damage 
Medium Hazard: A condition or practice likely to cause injury or illness resulting in temporary disability or property damage that is not disruptive but extensive.  
High Hazard: A condition or practice likely to cause permanent disability, loss of life or body part, or extensive loss of structure 

Direct/Indirect Causes* (unsafe acts or conditions that lead directly to the incident/human or job factors that contribute directly to the unsafe act or conditions): 
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Action taken by Whom: _____________________________________________ Date Action Taken: _______________________________________________ 

 

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

Note: all Items and Sections noted in bold italics with an asterisk are required in order to submit an electronic hazard report. Principal/Non-school based department head 

must be informed/review all reported hazards. 

 

Date of Report: _______________________________Submitter’s Name: ____________________________________________________ 

 

School/Building*____________________________________________Specific Location: _____________________________________________________________ 

Hazard Information* (Description of Hazard) 

  

Hazard Classification*:    Low   Medium  High 

Low Hazard: A condition or practice likely to cause minor, non-disabling injury or illness and/or non-disruptive property damage 
Medium Hazard: A condition or practice likely to cause injury or illness resulting in temporary disability or property damage that is not disruptive but extensive.  
High Hazard: A condition or practice likely to cause permanent disability, loss of life or body part, or extensive loss of structure 

Direct/Indirect Causes* (unsafe acts or conditions that lead directly to the incident/human or job factors that contribute directly to the unsafe act or conditions): 

Corrective Action/Recommendation*: _______________________________________________________________________________________________________ 

_______________________________________________________________________________________________________________________________________ 

 

Action taken by Whom: _____________________________________________ Date Action Taken: _______________________________________________ 

 

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

Note: all Items and Sections noted in bold italics with an asterisk are required in order to submit an electronic hazard report. Principal/Non-school based department head 

must be informed/review all reported hazards. 

 

Date of Report: _______________________________Submitter’s Name: ____________________________________________________ 

 

School/Building*____________________________________________Specific Location: _____________________________________________________________ 

Hazard Information* (Description of Hazard) 

  

Hazard Classification*:    Low   Medium  High 

Low Hazard: A condition or practice likely to cause minor, non-disabling injury or illness and/or non-disruptive property damage 
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