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Injured Person or Person reporting 
a near miss Responsibilities

Employees/students/visitors are responsible for:

•Obtaining first-aid or health care (medical aid) in cases of injury and 
reporting such treatment to their Supervisor, Dean or host.

•Reporting an injury/incident to their Supervisor, Dean or host 
immediately, or as soon as possible.

•Co-operating with the completion of the “Injury and Incident Report 
E-Form” if available.

•Co-operating during the investigation, if assistance is requested.



Supervisors and Dean’s Responsibilities
Supervisors/Deans are responsible for:

•Ensuring that the injured person receives first aid immediately, if required.
•Arranging to have the individual transported to the hospital to receive medical 
attention, if required.
•Securing the area to ensure that evidence is not disturbed if the victim suffered a 
critical injury or fatality.
•Contacting the Human Resources Generalist - Health, Safety & Wellness immediately in 
the event of a critical injury or fatality.
•Obtaining the name of any witnesses.
•When requested, assisting the injured person complete the “Injury and Incident Report 
E-Form”.
•Submitting the form within 24 hours of the occurrence*.
•Following-up to ensure recommendations made during the investigation are 
implemented and adequate.

* The form may not be delayed for lack of information.

The “Injury and Incident Report E-Form” must be completed and submitted to the Human Resources within 24 hours of first being notified of an injury. The WSIB levies a 
fee for late reporting of a lost time injury or health care claim. Where this late reporting is a result of the failure of a department to report the injury within the required 
timeline, the fine may be charged to that department.
It is strongly recommended that Supervisors/Deans name an alternate to complete this task in case of their unavailability.



Where can I locate the e-form? 

• The new e-form is located on the Human Resources webpage under the Health 
and Safety tab as shown below



How do I complete the e-form?

• Once you have located and clicked on the link for the e-form you will 
be redirected to a Microsoft Forms platform as shown below 



• All questions that have a red asterisk are required, and you will 
not be permitted to move to the next section of the form until 
you have completed those necessary fields. 

Entering required data



Injury and Incident Details

• It is very important to complete the form accurately and to submit it as soon as 
possible after the injury/incident

Note Full Date and Time



• It is important to provide clear and concise details of the 
injury/incident as it occurred. 

• Think of how it happened, what you were doing at the 
moment, what was the weather like if it happened outdoors, 
were there any specific factors leading up to the event etc. 

Recounting the injury/incident



Where on campus did it happen ? 

• Provide specific details as to where the injury/incident occurred



Did you seek medical attention?
• If you sought medical attention, additional time sensitive 

documentation may be required. Human Resources will be in 
touch with those details (if required).



Submitting the e-form
• Once you have completed the e-form please click on ‘submit’

• If any of the required questions were not completed, an alert will advise 
you of the questions that require your attention, as seen below



Successful Submission
You will be provided with the confirmation shown below when your e-form 
has been successfully completed and submitted. 



Further Questions?

• Should you have any additional questions or require assistance 
completing the e-form, please email michellb@nipissingu.ca
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