
Injury Reporting Flowchart for Site Administrators
IS THERE A CRITICAL INJURY INVOLVED?

Do the following:
• Call 911, and if necessary, provide first 

aid;
• Hold the scene (if possible);
• Investigate the incident;
• Inform Superintendent;
• Complete Critical Injury Reporting Form 

(Policy 6003) and submit to Human 
Resources immediately, or as soon as 
possible after the incident.

Move to next step

IS THE INJURY THE RESULT OF VIOLENCE?

NO

YES

Direct appropriate Staff to Complete the 
following (as per HSCDSB Policy 4024):
• Administrator to complete Supervisor's 

Report of Injury;
• Workplace Violence Incident Report;
• Safe Schools Incident Report (Part 1 –

staff, & Part 2 - administrator);
• Within 48 hours, debrief with the 

employee involved. Create and/or review 
Student Safety/Risk Assessment Plan 
with appropriate staff (if applicable), and 
document.

Move to next step

(e.g. Slip and Fall, Cut, Strain, etc.)

Complete the following:
• Supervisor's Report of Injury.

Move to next step

DID/WILL THE EMPLOYEE SEEK HEALTH CARE AND/OR 
LOSE TIME FROM WORK?

It is a WSIB Claim:
• Administrator to Complete Form 7 

and send to HR within 48 hours;
• Provide employee with Form 6 & 

Form 8 and the Treatment 
Memorandum (if possible).

Process is complete, submit all forms to 
appropriate parties

It is not a WSIB Claim.

Process is complete, submit all 
forms to appropriate parties

For additional 
questions/clarification, please 
contact the Human Resources 
Department

A ”Critical injury” means an injury of a serious nature that:
• places life in jeopardy;
• produces unconsciousness;
• results in substantial loss of blood;
• involves fracture of a leg/ arm but not a finger/ toe;
• involves amputation of a leg, arm, hand or foot but not a 

finger or toe;
• consists of burns to a major portion of the body, or
• causes the loss of sight in an eye;
• For additional information, refer to HSCDSB policy 6003

YES NO

YES NO

All identified forms pertaining to workplace 
violence and non-critical injury can be accessed 
using policy 4024, which is located on the HSCDSB 
website via www.hscdsb.on.ca
 Board
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