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	TOPIC:  Facilities and Building Operations 

- 
Accident and Injury Report (to  be updated)
-
Employee Accident Report form and Student Accident Report form
	REVISED:


http://www.douglas.bc.ca/services/facilities/health-and-safety.html#
DESCRIPTION:

If an accident, injury or incident happens at the college, appropriate forms must be completed.  Employers are required to report accidents, exposures, injuries and occupational diseases to the WCB under the Workers’ Compensation Act and/or the Occupational Health and Safety (OH & S) Regulation.  There are three categories for accidents, injury or incident, which are:  1) College Employee; 2) Student – On Campus; 3) Student – On Practicum.
STEPS:

1. College Employee:
If first aid is required, contact Security’s emergency line (internal: Local 2400, external for NWC:  604-527-5405 and external for DLC:  604-777-6254) for assistance, and describe the emergency or incident.  Do not move the patient unless there is a high risk of further injury and do not leave a patient unattended. 
1a)
 Complete an Employee Accident/Injury/Incident/Investigation Report form providing a detailed description of the accident or incident.  This form must be completed by a First Aid Attendant and/or employee or employee’s supervisor, including the names of witnesses to the accident or injury and submitted to Employee Relations within one day of the injury or incident.  (Note:  Please refer to back of the Employee Accident/Injury/Incident Investigation form “Guide to Accident Investigation” to assist in completing the form).
1b)
Obtain signatures of all involved (i.e. Supervisor/First Aid Attendant and Employee) on Employee Accident/Injury/Incident Investigation form.
1c)
Distribute copies as indicated on the form.
2. Student – On Campus:

2a)  Contact Security emergency line (internal:  Local 2400, external for NWC:  604-527-5405 and external for DLC:  604-777-6254) to report accident or injury.   Security personnel will take over in carrying out the appropriate action and complete necessary forms for the investigation.
3. Student – On Campus:

3a)
A Student Accident/Injury/Incident/Investigation Report is used only for students who are on practicum.  It must be completed by the First Aid Attendant, the Student, or the Student’s Instructor and forwarded to Employee Relations within one day of the injury or accident.  The Instructor will complete the investigation.
REFERENCES: 

Health & Safety Website:  forms http://www.douglas.bc.ca/services/facilities/healthsafety.html

ATTACHMENTS:   
1. Employee Accident Report form

2. Student Accident Report form 

