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Chapter 6 

ACCIDENT PREVENTION & REPORTING 

Accidents cost everyone. Not only do they potentially cause personal injury and cost the company money, but also 
they eventually hurt each and every worker. The more accidents there are, the less productive the company can be 
as a whole and the less able it is to compete. More efficient, safety-conscious companies begin to take business 
away and that means lost jobs--your jobs! So: 

 Know the hazards of the workplace
 Take appropriate preventive measures to minimize the risks
 Use required personal protective equipment systems
 Follow safe work practices and procedures
 Know how to respond in an emergency
 Ask for information, help or guidance when you need it
 Stay alert and focus on the task
 Take responsibility for making the work site a safe place to be and your company a good place

work.

GENERAL RULES: 
 All injuries must be reported immediately to your supervisor or first aid attendant to ensure you receive

appropriate medical or first aid treatment.
 If you must leave the job site due to illness or injury, notify your supervisor before leaving.
 Know who the first aid attendants are and their call signal. Know the location of the stretcher, first aid kits and

first aid room so you can act immediately in case of an emergency.
• Report all injuries – including near misses - no matter how slight they may seem at the time.
 All unsafe practices and conditions must be reported to the supervisor for corrective action.
 Supervisors must not allow a worker requiring medical aid to drive himself to a medical facility. It is Company

policy to accompany an injured worker requiring medical treatment.
 Employees should report to Trinity Hospital
Emergency area for an injury.
 When absent of a first aid certificate holder, injured
employees must be transported to a local medical facility (no
employees are to perform or receive any medical procedures
without the American Red Cross or equivalent certification).
 A safe work site is the result of worker attitude,
behavior and control. In particular, a safe attitude means
staying alert and focused on the job at hand, a safe behavior
means following safe work practices and procedures, and
control means taking responsibility for making your work
site a safe place to be (contribute-be part of the solution).

‘Report ALL injuries, including near misses, no 
matter how slight they may seem at the time.’ 
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 Supervisors are required to investigate all incidents/accidents promptly and at minimum explore the following 
questions: 

 What happened? Why? 
 Was there an underlying cause? 
 Who saw or witnessed the event? 
 What immediate corrective action can be taken to prevent recurrence? 

 
CLAIMS MANAGEMENT PROCEDURES: 
It is a written policy that employees are required to report all injuries immediately to their supervisor. The Risk 
Management coordinator manages claims to help prevent minor claims from developing into major and costlier  lost- 

time claims. An open line of communication must exist between the employee 
and the Risk Management supervisor. Worker’s Compensation policies and 
procedures and the Bureau’s “Important Notice for Employees” poster are 
posted as a summary benefits for employees. The injured employee is informed 
of Worker’s Compensation benefits and assisted in filing the claim form at the 
time of the injury. 

 
Timeframes for Reporting an Injury: 
WSI encourages injured employees and employers to immediately (within 24 
hours of occurrence and after medical treatment is received) file a claim with 
WSI after a work-related injury occurs. Immediate notification allows for more 
effective management of the claim. The law requires that your employee notify 
you within 7 days after an accident or when the general nature of the injury 
becomes apparent. Within 7 days of receiving notice of an injury from your 
employee, you are required to file a claim with WSI. If you do not, WSI may 
consider that to be an admission that the alleged injury may be compensable. 

 
FOUR STEPS FOR DEALING WITH AN ACCIDENT/EMERGENCY ON SITE: 

1. Assist your employee in obtaining prompt medical care. 
• In an emergency – the employee should seek immediate medical care at the nearest emergency room and 

notify you as soon as possible thereafter. 
• In all other instances – the employee should inform his/her supervisor of the injury before seeking medical 

care. You should provide first aid on site, if necessary. At the initial medical treatment and during ongoing 
medical treatment, WSI encourages you to go with your worker when they seek medical care. While you 
do not necessarily have the right to be present in the examining room during the worker’s exam, you 
benefit by going along because you will better understand any work restrictions imposed by the doctor – 
which enables you to provide a safe return to work for your employee. 

• If your company has selected a designated medical provider (DMP), workers are required to see your 
company’s DMP for medical care UNLESS they have previously informed you, in writing, of a different 
medical provider selection before any injury occurred. If a worker sees your company’s DMP, the 
employee may request to change providers after being treated for 60 days by the DMP. 

• Require that the employee provide you with a Doctor's Report of Injury (C3 form) after the initial medical 
treatment and after all ongoing medical treatment. The Doctor's Report of Injury should include the nature 
and extent of the injury, estimated course of recovery, and a return-to-work plan with identified 
restrictions, if any. 

 
2. File a claim with WSI immediately after a work-related injury occurs (within 24 hours of occurrence) 
using one of the following three methods: 

• Online Claim Filing/First Report of Injury (All forms and instructions are provided.) 
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• Fax or mail - Complete Section 1, Section 4, sign, and date the First Report of Injury (FROI) form. If 
possible, complete the forms with the employee. Mail or fax (701-328-3820) the forms to WSI. Complete 
instructions      are      available      for      completing      the      FROI      form      by       hand. (Addendum 
to C2: Status of Designated Medical Provider): If you are participating in the Risk Management Program, 
you must complete this form. 

• Telephonically - Call 1-800-777-5033 24 hours a day, 7 days a week. The FROI form used to 
telephonically record the claim will be sent to the worker for signature. They must return the form to WSI 
as soon as possible. 

• Whichever claim filing method is used, complete the FROI form with your worker, if possible. No decision 
can be made on a claim until all required information is received. Explain workers’ compensation 
procedures to the worker and assist in relieving any anxieties they may have relating to the injury and their 
position. 

 
3. Conduct an investigation immediately while the information is fresh in people’s minds. Then take the 
necessary corrective action to prevent the injury from happening again. Your written accident investigation 
report should include the following elements: 

• Inspection of the accident site. 
• A determination of the reasons why the incident 

happened. 
• The circumstances surrounding the incident. 
• Securing evidence and taking photographs. 
• Interviewing all witnesses and others in the accident 

area and writing down their statements. Interviews 
should be conducted in a sensitive manner at a 
comfortable location. 

• An outline of the necessary corrective action that will 
be taken to prevent the injury from happening again. 

 
4. Stay in contact with the worker, the medical provider, and WSI. Help the worker continue to feel that 
they are an important asset to you and your company. 

• Be involved with the medical care given to the employee and make contact with the medical provider. (A 
release of information should be signed by the employee if medical records are being requested from the 
medical provider. 

• Hight Construction, LLC has a return to work program that includes retraining injured workers who are 
unable to return to work in their former position. This, however, may not be possible in all areas. 

• Hight Construction, LLC will communicate between the medical provider (Trinity Health) and the 
Worker’s Compensation Bureau to facilitate the return to work and progress of the injured employee. All 
new employees and all existing employees will be trained on an annual basis on the Claims Management 
Procedures as outlined below. They will also be trained on WSI’s “important Notice to Employees” poster, 
which employees should post in a conspicuous place for all employees to view. 

• A checklist is used by the Risk Manager to document the inspection. Unsafe conditions found will be 
investigated and corrective action will be taken to make a safer workplace. The circumstances surrounding 
the incident. 

 
MODIFIED WORK POLICY 

 The W.C.B. encourages employers to have injured workers remain on the job if productive modified work is 
available. Statistics indicate that healing and recovery time is greatly reduced and a worker returns to active 
employment much faster if he can remain on the job doing some type of modified work that is productive and 
a benefit to the project or the worker. 
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• Hight is committed to developing and maintaining a safe and healthy work environment. However, if an 
accident does occur, our policy is to return the injured worker to the workplace as quickly as possible. In 
keeping with this goal, Hight has implemented a formal "Modified Work Program". 

 Participation  in  our  Modified  Work Program is  a  Condition  of  Employment  should the  need  arise and
appropriate, approved, meaningful work is available. 
 To facilitate the rehabilitation process, Hight makes every reasonable
effort to provide:
• Suitable, productive work (which includes training activities) to any
worker unable to perform his/her regular du• ties because of a work-related
injury.
 Timely medical intervention, resulting in better care and faster
recovery, with fewer recurrences of injuries.
 Daily communication with the injured worker and regular
communication with medical service providers and W.C.B. personnel.
 Supervisors are required to be fully conversant with the Modified
Work Program and to implement the program on their work sites.
Subcontractors are expected to provide a Modified Work Program consistent
with Hight policy.

ACCIDENT REPORTING 
Supervisors are required to report to W.C.B. and/or Provincial/State Occupational Health & Safety or Workers' 
Compensation Board and Client, as required: time loss accidents, medical aids, a return to work and workers 
placed  on modified duties (even if no time lost).
Worker Reporting Requirements

o Workers are required to report to their supervisor any accidents and/or injuries or potentially disabling 
injuries/ conditions as soon as possible.

o Injured workers are required to seek on-site First Aid treatment, no matter how minor the injury. If 
off-site treatment is required, the worker must be accompanied.

o When a worker is treated by a physician following an injury, he must report any anticipated loss of 
work time to his supervisor as soon as possible. A letter from his physician is also required which 
states when he can return to work.

o If injured on the job site, the worker must fill out the appropriate Workers' Compensation forms 
prescribed by legislation.  Workers  must  ensure  they  comply  with the W.C.B. rules and 
regulations of their province, territory or state of employment.

If work time is lost  or  may  be  lost,  the  foreman  or superintendent will require the injured worker's  doctor 
to fill out and return the following forms: Light Duty Modified Work Notification and/or Medical Treatment 
Memorandum. 

• If worker is capable and meaningful, appropriate work is available, · the injured worker will be required to 
participate in a Light Duty Modified Work Program. 

 All incidents or injuries must be reported before going home. Failure to follow reporting procedures will result
in disciplinary action.

 Near Miss Reporting
 Any incident which could have resulted in an injury or property damage must be reported to your supervisor

and investigated. Appropriate, timely corrective action may prevent recurrence and possible injury.
 Events, which fall within the following categories, involving Hight workers or subcontractors performing a

task on or off the work site and/or involving the public, must be reported:
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Category 1: 
o Fatality or Serious Risk of Death 
o Major Structural Failure or Collapse (bridge, building, tower crane, hoist, temporary construction 

support  system, or excavation) 
o Major Release of a Toxic or Hazardous Substance 
o Unplanned or uncontrolled explosion, fire or flood that causes or has the potential to cause serious 

injury 
o Blasting or Diving Accident 
o Injuries resulting in admittance to hospital for more than 2 days 
o In addition to following the appropriate emergency protocol, conducting an investigation and 

filing the appropriate accident investigation forms and reports, incidents in Category 1 must be 
reported (in person or via telephone or fax) immediately (post current contact names & numbers) 
to the: 

o Vice-President, Corporate Safety 
o President 
o Project Manager 
o Provincial/State Occupational Health & Safety or Workers' Compensation Board, as required 
o Police, other local authorities and Client, as required. 

 
Category 2: 

o Injury Requiring Medical Treatment 
o Potential for Serious Injury, property or 

environmental damage 
o Modified work beyond day of incident 
o Accident resulting in breakage of eye glasses, 

dentures, hearing aids or prosthetic devices 
o In addition to following the appropriate emergency 

protocol and conducting an investigation, 
incidents in Category 2 require the completion and 
filing of forms and reports to all appropriate 
agencies. 

 
ACCIDENT INVESTIGATION AND NEAR MISS PROGRAM 

 Hight Construction, LLC has a written accident and near miss program. All employee accidents and near 
misses are reported via report sheets. 

 The employee will complete the Employee Section of the Incident Report and give it to their supervisor 
immediately for all accidents, injuries, and illnesses. 

• The supervisor will be responsible for investigating the incident and completing the Supervisor’s Investigation 
Section of the Incident Report. The supervisor will attempt to determine the root cause(s) of the incident from 
the information gathered and take corrective action immediately, if necessary. 

 The Incident Report will be forwarded immediately to the Safety Coordinator, safety committee, or designated 
personnel for review. 

 If applicable, the safety committee will review all incident reports and determine appropriate corrective action 
to prevent recurrence. The Safety Coordinator will determine if the incident was caused by insufficient policy 
or by not complying with existing policy and will also determine if training was adequate. 

 The Incident Report will be maintained by the Safety Coordinator and kept available for review. 
Documentation of corrective actions will also be kept available for review. 
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Near Miss Procedures: 
1. A Safety Concern Report is to be completed by the employee when: 

o They are involved in or a witness to a close call resulting in no damage or personal injury, but 
where there was potential for both to occur. 

o When an employee has identified an unsafe condition or hazard. 
o The employee, when possible, should fill out what corrective action was taken. 

 
o Example: 

 Hazard: Broken rung on ladder. 
 Corrective Action Taken: Tagged ladder as “Broken – Do Not Use” and notified 

supervisor. 
 

2. The Safety Concern Report will be given to the supervisor or Safety Coordinator for investigation. They 
will attempt to determine the cause of the incident or hazard and take corrective action immediately, if 
necessary. 

 
3. The Safety Concern Report will be forwarded to the Safety Coordinator for review to determine if 
appropriate corrective action was taken to prevent recurrence. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 




