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1 POLICY 
1.01  
(a) Any accident that results in a workplace injury (no matter how slight), or could cause a 

disabling injury or property/equipment loss (near-miss), must be reported immediately to the 
employee’s immediate supervisor. At a minimum and in all cases, accident and/or injury 
reporting shall comply with the requirements of the British Columbia Workers Compensation 
Act , Occupational Health and Safety Act and Regulations (Alberta), Occupational Health 
and Safety Act and Regulations (Ontario) and the Workplace Safety and Insurance Act, 
1997 (Ontario) and regulations 

(b) In the case of an accident that results in an escape or spill of a hazardous or polluting 
substance into the environment, the person who has control of the substance shall 
immediately notify the British Columbia Provincial Emergency Program at 1-800-663-3456,  
in Alberta the Ministry of the Environment Hotline at 1-800-222-6514, or in Ontario the 
Ontario Ministry of the Environmental Spills Action Center at 1-800-268-6060, or local 
police, whichever is more expedient, and the person’s immediate supervisor, in accordance 
with the reporting requirements of the British Columbia Environmental Management Act., 
Alberta Environmental Protection and Enhancement Act, and Ontario Environmental 
Protection Act. 

 

 
2 PURPOSE 

2.01 John Watson Ltd is required to comply with statutory regulations related to the reporting 
of occupational injuries, illnesses and accidents. This Statement of Policy and Procedure 
is intended to bring consistency throughout all operations in complying with our 
responsibility to record and report certain incidents and to notify the necessary authorities 
within prescribed time limits. 

 

 
3 SCOPE 

3.01 This Statement of Policy and Procedure applies to all employees. 

 

 
4 RESPONSIBILITY 

4.01 Each employee is responsible for immediately reporting any workplace injury, accident,  
illness, or spill of a polluting substance to his or her immediate supervisor, and in the case 
of a spill or release of a hazardous or polluting substance into the environment, to the 
British Columbia Provincial Emergency Program at 1-800-663-3456 in Alberta the 
Ministry of the Environment Hotline at 1-800-222-6514, or in Ontario the Ontario Ministry 
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of the Environmental Spills Action Center at 1-800-268-6060, or local police, whichever is 
more expedient. 

 
4.02 (a) Each supervisor is responsible for ensuring, as the first priority, that employees 

receive proper medical treatment when injured, and, secondarily, for investigating 
an accident or workplace injury for the purpose of implementing corrective action to 
minimize any opportunity for a recurrence of the accident or injury. 

(b) Each supervisor is responsible for ensuring employees or persons under their 
control are made aware of, know and adhere to the reporting requirements outlined 
in this policy. 

 

4.03 The Human Resources Manager is responsible for ensuring that accident and injury 
reports are properly prepared and issued in a timely manner to the appropriate authorities 
consistent with the reporting requirements specified in British Columbia, Alberta and 
Ontario statutes; and for ensuring all employees are familiar with this policy and related 
forms. 

 

 
5 DEFINITIONS 

5.01 “Critical or serious injury” means an injury of a serious nature that: 

(a) places life in jeopardy; 

(b) produces unconsciousness; 

(c) results in substantial loss of blood; 

(d) involves the fracture of a leg or arm but not a finger or toe; 

(e) involves the amputation of a leg, arm, hand or foot but not a finger or toe; 

(f) consists of burns to a major portion of the body; or 

(g) causes the loss of sight in an eye. 

 

5.02 “Hazardous substance or contaminant” includes 

(a) a controlled product within the meaning of the Hazardous Products Act (Canada), 

(b) a substance designated as a hazardous substance by regulation, and 

(c) a biological, chemical or physical agent that, by reason of its properties, is 
hazardous to the health or safety of persons exposed to it. 

 

5.03 “Polluting substance or pollutant” means any substance, whether gaseous, liquid or 
solid that is capable of causing pollution if it were to escape into the air, be spilled onto 
any land or into any body of water, as listed in Column 1 of the Schedule to Spill 
Reporting Regulation of the Environmental Management Act. 
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5.04 “Environment” means air, land and water, all layers of the atmosphere, all organic and 

inorganic matter and living organisms, and the interacting natural systems that include 

  the foregoing. 

 

 
6 REFERENCES and RELATED STATEMENTS of POLICY and PROCEDURE 

Environmental Management Act and Regulations (British Columbia) 

Workers Compensation Act and Regulations (British Columbia) 

Occupational Health and Safety Act and Regulations (Alberta) 

Occupational Health and Safety Act and Regulations (Ontario) 

 Workplace Safety and Insurance Act, 1997 (Ontario) 

SPP HR 6.01 — Health and Safety Principles 

SPP HR 6.03 — Accident investigation 

 

 
7 PROCEDURE 

7.01 Personal Injury Report 

Within three (3) business days of learning of an occupational injury or illness of an 
employee which results in that employee requiring health care or results in a loss of 
earnings for that employee, a report of the injury or illness shall be submitted by the 
Human Resources Manager to the British Columbia Workers Compensation Board 
(WCB), Alberta’s WCB, or in Ontario the Workplace Safety and Insurance Board (WSIB) 
on the form specified by the WCB/WSIB. A copy of the submitted form shall be provided 
to the injured employee. 

 

7.02 Critical Injury/Fatality Report 

(a) In the event of a fatality or critical injury of an employee at the workplace, the 
accident scene shall be sealed off immediately and nothing within the scene shall 
be disturbed except for the purpose of saving life, relieving human suffering, or 
preventing unnecessary damage to equipment or other property. 

(b) The supervisor of the work location where the fatality or critical injury occurred shall 
immediately notify the Human Resources Manager or a designated nominee of 
the incident. 

(c) In the event of a fatality or serious injury of an employee at the workplace, or the 
occurrence of any accident that 
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(i) involves a major structural failure or collapse of a building, bridge, tower, 

crane, hoist, temporary construction support system or excavation, 
(ii)  involves the major release of a hazardous substance, or 
(iii) involves an incident required by regulation to be reported,  

the Human Resources Manager, and/or a designated nominee, shall notify the 
following within the time period shown and in the manner set out opposite their title: 

 

In British Columbia: 

o Prevention Emergency Line — immediately by telephone, telegram or any other 
direct means, telephone 604-276-3301 in the Lower Mainland or toll-free 1-888- 
621-7233; 

o Health and Safety Representative or the Joint Health and Safety Committee — 
immediately by direct means; 

o [Where appropriate] Union — immediately by direct means; 

o WCB — within 3 days by written report (Form 7). 

 

In Alberta: 

o The report shall be made immediately by telephone, telegram or any other 
direct means by contacting the Workplace Health and Safety Province-Wide 
Call Centre at 1-866-415-8690. 

 

In Ontario: 

o Ministry of Labour Safety Inspector immediately by telephone, telegram or any 
other direct means 

o Health and Safety Representative or the Joint Health and Safety Committee — 
immediately by direct means; 

o [Where appropriate] Union — immediately by direct means; 

o Ministry of Labour Safety Inspector within fourty-eight (48) hours after the 
occurrence by written report in the manner prescribed by the OHSA. 

 

 

7.03 Other Injury Reports 

Notwithstanding Paragraphs 7.01 and 7.02, in the event of an injury, accident, or 
occupational disease, the following shall be notified by the Human Resources Manager 
within the time period shown and in the manner set out opposite their title: 

• Workers Compensation Board — within three (3) business days of the occurrence, 
or awareness of the occurrence, whichever is less; in writing, containing such 
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information and particulars as are prescribed; 

• Health and Safety Representative or the Joint Health and Safety Committee — 
within three (3) days of the occurrence; in writing, containing such information and 
particulars as are prescribed; 

• [Where appropriate] Union — within three (3) days of the occurrence; in writing, 
containing such information and particulars as are prescribed. 

 

7.04 First Aid Report 

(a) Only a person holding a current and valid First Aid Certificate is qualified to 
administer first aid to an injured employee. 

(b) A First Aid Attendant who provides first aid treatment to an employee is required to 
record the following information in a First Aid Log or First Aid Report: 

o the full name of the injured worker; 

o the date and time of the incident’s occurrence; 

o the date and time the incident was reported to the company; 

o the names of witnesses; 

o a description of the occurrence as described by the injured employee; 

o the nature and exact location of the injuries to the worker; 

o a description of the treatment given and any arrangements made relating to the 
injured worker; 

o a description of any subsequent treatment given for the same injury or illness; 
and 

o the signature of the attendant giving first aid, and if possible, the signature of 
the worker receiving treatment. 

(c) The First Aid Log or Report shall be maintained in the First Aid Room. If there is no 
First Aid Room, the First Aid Log or Report shall be maintained by the First Aid 
Attendant with the First Aid Kit. 

(d) First Aid records are confidential but are subject to inspection by the Board or a 
safety inspector. Additionally, access to First Aid Reports is restricted to individuals 
requiring access for reasons of medical treatment, workplace inspection, accident 
investigation, claims processing and appeals, and for reasons relevant to the 
workplace health and safety program, including the gathering of statistics. 

(e) On request, an employee shall be given a copy of First Aid records for any 
treatment or report pertaining to the employee. 

(f) First Aid records shall be kept for a minimum period of ten (10) years in British 
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Columbia, and three (3) years in Alberta. 

 

 

7.05 Report of spill or release of hazardous or polluting substance 

In the event of a spill of a hazardous or polluting substance into the environment in an 
amount equal to or greater than that listed in Column 2 of the Schedule of the Spill 
Reporting Regulation of the Environmental Management Act, the person who has control 
of the substance shall immediately notify the Provincial Emergency Program at 1-800-
663-3456, or local police, whichever is more expedient. The report to the above-noted 
authority shall include the following: 

(a) the reporting person's name and telephone number, 

(b) the name and telephone number of the person who caused the spill, 

(c) the location and time of the spill, 

(d) the type and quantity of the substance spilled, 

(e) the cause and effect of the spill, 

(f) details of action taken or proposed to contain the spill, 

(g) a description of the spill location and of the area surrounding the spill, 

(h) the details of further action contemplated or required, 

(i) the names of agencies on the scene, and 

(j) the names of other persons or agencies advised concerning the spill. 

 

 
8 APPENDICES 

None 

 

 


