Toronto District School Board

Occupational Health and Safety

GUIDE TO OCCUPATIONAL HEALTH & SAFETY REPORTING FORMS

Employee’s Report of
Accident/Injury
(ERAI)

Supervisor’s Accident
Investigation Report
(SAIR) online only

Employee’s Report of a
Workplace Violent
Incident
(ERWVI)
*Online Only

Supervisor’s Workplace
Violent Incident/
Investigation Report
(SWVIIR) *Online Only

Health and Safety
Concern,
Near Miss/
Incident Form *Available
Online

For Critical Injury
immediately contact, OH&S
at 416-397-3210 and
Disability Claim
Administration (DCA) at
416-397-3325

Principal/Supervisor receives
ERAI and confirms the
employee has submitted a
copy to the DCA
Department.

Employee completes the
online ERWVI if they have
been subjected to violence
as per OHSA

*also complete ERAI if
incident results in injury

Principal/Supervisor receives
a notification via email
stating that a staff member
has completed an ERWVI

Employee submits via email
the Health & Safety
Concern, Near Miss/Incident
Form directly to
Principal/Supervisor

v

v

v

v

Employee completes ERAI (if
employee cannot complete
ERAI, Principal/

Supervisor completes the
form on employee’s behalf
with available info)

Principal/Supervisor receives
email from the DCA advising
that an employee has been
injured.

Copy of the ERWVI is sent to
Principal/Supervisor,
Employee, Superintendent
of Education, Special
Education (if applicable),
JHSC Worker Member and
OHa&sS.

Principal/Supervisor

is required to investigate
the incident using a SWVIIR
if lost time was incurred.

For no lost time incidents,
Principal/Supervisor must
follow-up with worker to
discuss any corrective

Principal/Supervisor to
investigate concern and
provide written response
within 5 business days to
the employee and OH&S
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v

v

actions

v

ERAI is submitted to DCA at
dcmsubmission@tdsb.on.ca

Will be processed for WSIB,
if applicable.

Principal/Supervisor
investigates and completes
a SAIR if Lost Time is
incurred.

For no lost time incidents,
the Principal/Supervisor
must review or follow-up

If lost time is incurred, a
SWVIIR must be completed
by the Supervisor.

For no lost time incidents,
Principal/Supervisor must
follow-up with worker to
discuss any corrective
actions

A copy of the SWVIIR will go
automatically to Principal or
Supervisor, Employee,
Superintendent of
Education, Special Education
(if applicable), JHSC Worker
Member and OH&S.

Principal/Supervisor

emails a copy of response to
employee and the OH&S
Office at
OccupationalHealthSafety @t
dsb.on.ca. OH&S will
distribute to JHSC Worker
Member and OH&S, Regional
Officer

* If a Workplace Violent Incident causes injury; the employee is required to complete BOTH Employee’s Report of Accident/Injury (ERAI) AND Employee’s Report of
Workplace Violent Incident (ERWVI).

2. Please contact your Occupational Health & Safety Regional/Assistant Officers or the Occupational Health and Safety Office at 416 397 3210.

3. ALL online forms and instructions are available on the Health & Safety website (under Quick Links).

4. Copies of all completed forms are available by emailing the Occupational Health and Safety at occupationalhealth&safety@tdsb.on.ca
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