HOW TO COMPLETE AN INVESTIGATION REPORT

WCB Legislation:

· “Effective July 1, 2005, employers who fail to report a workplace injury within the reporting period required under The Workers’ Compensation Act, 1979 may be subject to prosecution.”
· “The Act requires employers in covered industries to file a complete Employer’s Initial Report of Injury (E1) within five days of becoming aware of an injury.”
· “Under the terms of the Act, conviction may result in a fine to a maximum of $1,000 for each instance of late or non-reporting of an injury and may mean the full cost of the compensation and medical aid received by the injured worker is charged to the employer.”
	The Investigation Report should be completed with the Supervisor / Manager, the Employee and an OHC Member or Safety Representative.




Demographic Information:
Demographic information is not only important in ensuring that the correct employee and department are identified but is also very useful in highlighting injury/incident trends as well as identifying possible orientation or training issues.

· Incident vs. Accident:  

· check incident if the employee has not sought medical attention outside of the workplace.
· check accident if the employee has seen / is going to see a medical professional other than in-house first aid.
· check near miss if no injury occurred but the potential for serious injury was there.

· Complete information in all boxes.

· Provide name of medical professional, if applicable.

Description Section:

The description is the opportunity for the employee, safety representative and supervisor to paint a picture of exactly what happened.  The information should be descriptive enough that anyone reading the report would be able to have an understanding of what took place.  Pictures, maps or drawings are useful tools to allow the reader to have a clear picture in their mind of what took place.  

Include:

· Events leading up to the incident

· Where / when it occurred

· What the employee(s) was doing

· Size, weight and type of equipment or materials involved

· What jobs the employee has done

· Additional information – extra-curricular activities, etc.

Type of Incident & Causes:
Type:

Check the box that best fits or describes the type of incident.

Causes:
Identifying the cause(s) of the incident is the only way to prevent it from reoccurring.  It is important to determine what unsafe conditions or unsafe practices directly caused the injury, hazard or near miss as well as any job factors or personal factors that may have contributed to the incident.

Check what conditions contributed to the incident – check all that apply.
The direct cause is what is immediately responsible for the incident to have occurred.

Example: knife contacting skin resulting in a laceration.

The root cause is the most basic reason or underlying reason why the incident occurred, which if eliminated would prevent a recurrence.

Example: knife was dull
Corrective Action:
The corrective action is broken down into two categories: short term and long term.

The short term corrective action refers to what steps were taken immediately following the incident to ensure that the incident could not be repeated with the same result or worse.

Examples:
Restricting access to an area



Locking out a piece of equipment until it can be repaired / replaced


Department meeting with all employees informing them of incident / hazards

The long term corrective action refers to those actions that may require a longer period of time to complete.

Examples:
Replacing equipment



Sourcing out new or improved PPE



Redesigning the process to engineer out the hazard

	Does the corrective action match the cause?

How are we going to prevent the same thing from happening to the next person?




Signatures:
The investigation report is an official documentation of what took place during an unplanned event.  Prior to signing the report all parties should re-read the report to make sure that they are in agreement with the details provided.  Once they have read and understood the report, they sign the form.

Copies of the investigation report should be kept in the Supervisor’s office.  The original, signed report is forwarded to the Senior Manager for review and signature.  
A copy of the investigation report should be provided to the Claims Management person within 24 hours of completion.
**Keep this copy as a Quick Reference Guide**
