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PURPOSE

The purpose of this policy is to establish a framework by identifying the duties, roles and responsibilities of workplace parties so that an effective, consistent accident/incident reporting and investigation process and early and safe return to work processes are in place.

POLICY STATEMENT

Thunder Bay Regional Health Research Institute (TBRHRI) is committed to providing a healthy and safe environment for all staff, employees, professional staff, learners, volunteers, visitors, and contract employees.  All accidents, hazardous situations, near miss occurrences, chemical spills, fires and explosions shall be reported and investigated in a consistent manner. This policy will ensure compliance with the reporting requirements as defined by the Occupational Health and Safety Act (OHSA) and the Workplace Safety and Insurance Act (WSIA).

SCOPE

This policy applies to all TBRHRI staff, employees, professional staff, learners, volunteers, visitors, and contract employees.

DEFINITIONS

Staff:  All employees, undergraduate and post graduate medical trainees, learners, volunteers, contract workers working at the facility.

Employees:  An individual paid by TBRHRI.
Designated Responsible Individual:  that individual who by way of education, training, and experience has advanced knowledge in their specialized laboratory facilities and processes, and has control over assigned work and authority over the person(s) conducting the work.
Incident: An undesired event that could result in personal harm, property or environmental damage, fire/explosion.

Accident: An undesired event that results in personal harm, property or environmental damage, fire/ explosion.

Occupational Illness: A condition that results from exposure in a workplace to a physical, chemical or biological agent to the extent that normal physiological mechanisms are affected and the health of the worker is impaired.

First Aid: Includes but is not limited to: cleaning/treating minor cuts, scrapes or scratches and minor burns, application of ice, cold/hot packs, splints and bandages or dressings.

Health care: An injury that results in attention received from a recognized health care provider but does not result in a wage loss.

Near miss: An event that under different circumstances could have resulted in physical harm to an individual or damage to the environment, equipment, property and/or material.

Lost time: A work related injury that results in the injured employee missing scheduled time from work resulting in a wage loss.

Investigation: A systematic search and inquiry for factual information on the extent and nature of a specific loss, related events, the substandard practices or conditions that influenced the loss, the basic causes and the corrective actions needed to prevent or control future occurrences.

Basic Causes: Underlying or root cause, usually an inadequate system or standard or inadequate compliance with standards

Fatality: An injury that results in the loss of life.

Critical Injury: An injury of a serious nature that:

· Places life in jeopardy

· Produces unconsciousness
· Involves the fracture of a leg or arm not finger or toe (fractured ankles, toes, foot, wrist, hand and fingers are not included)

· Involves the amputation of a leg, arm, hand or foot, but not a finger or toe

· Burns to a major portion of the body

· Loss of sight in an eye

(As defined in the Ontario Regulation 834/90)

WSIB: Workplace Safety and Insurance Board

ROLES AND RESPONSIBILTIES  
Staff: 
If Critical Injury or Fatality of Employee, refer to Critical Injury or Fatality EPR 1.1.

· Obtain First Aid / healthcare if necessary.  
· Tag out any equipment that may have caused the incident/accident and put in a secure area.

· Immediately report incident/accident to HR Department (ext 6466) and your manager/ supervisor/designated individual, any work related injury/illness.
· Complete Accident/Incident investigation form (available from HR).
· Discuss the incident/accident with manager/supervisor/designated individual and develop initial corrective action.

· Participate in investigation as necessary.

· Must notify HR Department if:
· Requires medical attention or seeks medical attention any time after incident.

· Medical documentation received from a medical professional must define restrictions, duration of restrictions and nature of illness. (SPP HR2.10 Return to Work Program)
· Cooperate with the early and safe return to work program. TBRHRI will endeavor to provide alternate work based on restrictions. The employee may bring modified work plan to their physician (health care provider) for review. This will not delay the return to work process or be deemed uncooperative.

· Maintain regular communication with Supervisor/HR throughout the period of recovery and return to work.

Manager/Supervisor:

If Critical Injury or Fatality of Employee, refer to Critical Injury or Fatality SPP EPR 1.1
· Ensure worker receives first aid/health care if required.

· Evaluate seriousness of injury – if applicable refer to policy SPP EPR 1.1: Critical Injury or Fatality.

· Ensure Employees Report of Injury Form is filled out.
· Investigate each incident/accident:

· Ensure that equipment that may have caused the incident/accident is tagged/locked out and secured. 

· Review details of incident with employee

· Consider all facts for possible cause. Such as:

· Employees involved

· Patient/Material involved

· Equipment involved
· Environmental conditions
· Work practices

· Identify, initiate and follow up on corrective action

· Employee will be offered transitional work within restrictions.

· Encourage employees to report all safety concerns, incidents and accidents.

Human Resources
If Critical Injury or Fatality of Employee, refer to Critical Injury or Fatality SPP EPR 1.1
· Responsible for completing and submitting the Form 7 to WSIB by fax within 3 days of learning of the injury.
· Review injury/illness frequency rates quarterly.

· Review investigation report analysis quarterly to identify trends related to incomplete program standards or lack of compliance with existing standards.

· Ensure that controls are identified and implemented.

· Arrange and coordinating early and safe return to work as required.
· Coordinate with managers/supervisor to ensure that all incidents, health care and lost time claims are investigated and corrective actions identified, documented and completed.

· Coordinate the investigation of all incidents.

· Ensure equipment involved is tagged/locked out and secured.

· Contact employee post incident.
· Review accident/incident reports to ensure they are complete and corrective actions have been identified, documented, completed and communicated.  
· Manage Workplace Safety and Insurance Board Claims

· Maintain appropriate records

· Report accident/incident information to the Joint Occupational Health and Safety Committee and Executive Management Council.

· Report any trends in incidents/accidents to managers/supervisors and JOHSC.
The Human Resources department will be responsible for completing and submitting the Form 7 to WSIB by fax within 3 days of learning of the injury. A copy of the Form 7 and LAP002 will be sent to the Co-chair of the JHSC for review at next meeting. A copy of the Form 7 is to be provided to the injured employee.

Joint Occupational Health and Safety Committee

If Critical Injury or Fatality of Employee, refer to Critical Injury or Fatality SPP EPR 1.1
· Participate in incident/accident investigation when requested.

· A certified worker member must participate in the investigation of all critical or fatal accidents.
· Review and analyze accident/incident details, identifying areas of concern.
· Assist in the implementation of corrective measures if required.
· Make recommendations to Executive Management Council on matters pertaining to the occupational health and safety of all employees.

RELATED PRACTICES AND/OR LEGISLATIONS

· Ontario Regulation 834/90

· Workplace Safety and Insurance Act, 1997

· Occupational Health and Safety Act R.S.O. 1990


