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INCIDENT / INJURY REPORT

This information is required by WorkSafe BC when serious workplace injuries and incidents occur.  This report form should also be used to record and investigate less serious incidents including incidents with the potential to cause serious injury.  Completed investigation reports must be kept at the worksite for a minimum of 7 years.

	Program or Department
     
	Date of Occurrence

     
	Date Reported

     

	Exact Location of Incident

     
	Time

     
	Reported to

     

	Affected Person’s Name                Employee / Student ID #
     

	Position (e.g. student, instructor, etc.)

     

	Incident: FORMCHECKBOX 
 First Aid  FORMCHECKBOX 
 Near Miss  FORMCHECKBOX 
 Spill/Release  FORMCHECKBOX 
 Chem. Exposure  FORMCHECKBOX 
 Property/Equip Damage
               FORMCHECKBOX 
 Theft (Estimated Cost : $                    )       FORMCHECKBOX 
 Other ____________________________________


	Injury Type (cut, bruise, strain or sprain, fracture etc.)

     
	Body Part Injured (e.g. arm, foot, hand, back etc.) 

     

	Object/equipment/substance inflicting injury or damage

     
	Witnesses (Attach statements if applicable)

     

	DESCRIPTION
	Description of incident (Who, Where, When, What, Why) - Attach extra pages if necessary.

	
	     

	ANALYSIS
	Immediate cause (What triggered event- e.g. fall from height, caught in machinery etc.)

	
	     

	
	Underlying cause (What allowed the trigger to exist – e.g. inadequate training or work procedures, poor lighting, defective equipment or tools etc.)

	
	     

	                   PREVENTION
	Recommended Control or Corrective Measures or Treatment Provided:
	Action By:
	Date Completed:

	
	     
	     
OFA # (for First Aids)

     
Police File #

     
	     

	
	Investigated By: 

     
	Date:

     
	Comments:

     

	
	Reviewed By:

     
	Date:

     
	

	Forward a copy of the completed report to the Health and Safety Services Department (safety@viu.ca  or  fax 250-740-6222).
Further assistance can be obtained by contacting the Health and Safety Services Department at 250-740-6283.
This form is considered confidential once it has been completed.  If you have received a completed form in error please forward it to safety@viu.ca and destroy / permanently delete your copy.  Thanks!
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