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• corrective or preventative actions shall be identified and implemented in order to prevent 
reoccurrence. 

 
In the course of Interlake School Division operations, unplanned incidents occasionally occur that could 
or do result in injury or loss. Our goal is to prevent incidents and improve our safety performance.  We 
will achieve this by requiring the identification and correction of unsafe work practices, and system and 
facility deficiencies, that could or do result in incidents that may result in injury to employee, student, 
or damage to property. All such incidents will be reported on the Incident Report Form and as 
required, the Incident Investigation Report. 
 
The Incident Report Form is found on the ISD Safety Site in the Staff Portal on the ISD website. 
 
A. Roles and Responsibilities 

1. Employees 

a) Report all injuries/incidents to the site manager and immediate supervisor (if 
applicable) immediately. 

b) Complete an Incident Report form for all injuries/incidents. 

c) Participate in the incident investigation as required. 
 

2. Administrators/Supervisors 

a) Ensure injuries/incidents are documented on the Incident Report Form. 

b) 
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4. Superintendent/CEO or Designate 

a) Monitor the incident reporting and investigation process.  
 

5. Contractors 

a) Report all incidents to their contact administrator.  

b) Investigate all incidents as required and make results available to contact administrator 
upon request. 

 
B. Procedures 

1. Procedure for Minor Incidents and Moderate Incidents 
Minor Incident Examples: scratch, bruise, scrape, minor cut, minor sprain, etc.  
Moderate Incident Examples: serious cut, more severe sprain, broken finger, etc.  
 
Once an incident has happened; 

a) attend to the injured person; 

b) determine seriousness of injuries; 

c) 
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o) When an incident occurs resulting in an injury requiring medical aid, or 
results in lost time, the injured worker (if not teaching staff) will submit a 
WCB Injury Report to the Worker’s Compensation Board (WCB); 

p) Principal/Supervisor, Safety Advisor and WHS Site Representative will 
investigate using the Incident Investigation Report. Experts may be called 
in to assist; 

q) Principal/Supervisor to complete final copy of report retaining one copy at 
the school/workplace and forwarding copies to Safety Advisor and 
Superintendent’s Department. 

r) Safety Advisor will provide a copy of the report to the Workplace Safety 
and Health Committee. 

 

3. Procedure for Road Incidents involving a School Bus or Division Vehicle 

a) In the event of a road safety incident involving a school bus, the bus driver will complete a 
School Bus Drivers Accident Report and a RCMP Traffic Accident Report as required by MPI. 
The Transportation Department will report the incident to the Manitoba Education/Pupil 
Transportation Department. 

i. The Transportation Supervisor will decide whether the incident requires further 
investigation, and which individuals shall be involved.  

ii. Information resulting from investigation, including cause, effect, outcome and 
preventative action shall be disseminated to the Bus Drivers’ Association where 
appropriate, ensuring complete anonymity of those involved. Names, bus routes, 
locations and bus numbers shall not be made known. 

iii. The purpose of disclosing this information is for educational purposes only, and 
may be used in future training sessions. 

b) All road safety incidents involving the use of ISD service/trades vehicles in the performance 
of duty, or the use of a personal vehicle, be it for transporting students, fellow employees, 
or even materials in support of training or other professional development activities, must 
be reported to the immediate supervisor and RCMP as per this procedure. 
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