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9.1 Policy Statement 

CF requires all employees to immediately report to their supervisor all accidents and 
incidents that result in injury or property damage and all safety opportunities with the 
potential for serious injury or property damage. Supervisors will report the accident 
promptly to Management and H&S to ensure timely submission to workers 
compensation authorities. Each incident will be analyzed to determine causes and 
contributing factors and these factors will be used to reduce or eliminate the risk of 
further incident. 

9.2 Definitions 

An Accident is defined as an unplanned event that causes harm to people or damage to 
property. Accidents are defined as being one of the following: 

A Loss Time Injury refers to any injury that prevents a worker from coming to work 
on the day following the day of the injury. Loss Time Injuries will be identified as one 
of the two following categories: 

• Acute Loss Time Injury - Loss time from work due to a work-related injury and 
has an identifiable event with an immediate result. There is an IMMEDIATE onset 
of pain, IMMEDIATE time away from work (medically authorized), has an 
IMMEDIATE report of accident and IMMEDIATE medical attention was sought. 

• Chronic Loss Time Injury – Loss time from work due to a work-related injury 
and has NO identifiable event or proof of accident. Will be a chronic injury if one 
or more of the following apply; a delayed onset of pain, condition gradually 
emerged over time, disablement that was the result of an unexpected result of 
working duties, has a pre-existing condition, there is a delay in seeking medical 
attention and/or a delay in reporting the accident. 

A Recordable Medical Aid (based on OSHA 300 Log) refers to any injury where the 
individual has been provided medical treatment by a medical practitioner or resulted in 
restricted duties outside of the individual’s normal trade or occupation. The treatment 
provided must be beyond First Aid as described below: 

Procedures described as First Aid and not considered treatment includes the following: 

• Visits to a doctor or health care professional solely for observing or counseling 

• Diagnostic procedures, including administering prescription medications that are 
used solely for diagnostic purposes 

• Using non-prescription medications at non-prescription strength 

• Administering tetanus immunizations 

• Cleaning, flushing, or soaking wounds on the skin surface 
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• Using wound coverings, such as bandages, Band-Aids, gauze pads, etc., or using 
STERI strips or butterfly bandages (other devices such as staples are considered 
medical treatment) 

• Using hot or cold therapy 

• Using temporary immobilization devices while transporting an accident victim 
(splints, slings, neck collars, or back boards) 

• Drilling a fingernail or toenail to relieve pressure, or draining fluids from blisters 

• Using eye patches 

• Using simple irrigation or a cotton swab to remove foreign bodies not embedded 
in or adhered to the eye 

• Using finger guards 

• Using massages (physiotherapy or chiropractic care is considered medical 
treatment) 

• Drinking Fluids to relieve heat stress 

A Non-Recordable Medical Aid refers to an injury where an individual sought medical 
attention from a medical practitioner (MD, Chiropractor, Physiotherapist etc.) but no 
treatment beyond first aid was provided. A Non-Recordable Medical Aid will result in a 
report being issued to the Provincial workers compensation board on behalf of CF. 

A First Aid refers only to injuries that can be treated on the job without any days lost 
and do not result in any report being issued to the Provincial workers compensation 
board. 

A Report Only event is where an individual has notified CF of an event or condition 
but there is no first aid or treatment provided or requested. 

Non-Occupational is an event or condition that is not work related. Discuss with CF 
management for appropriate classification. 

An Incident is defined as property damage, but with no injury to workers. An example 
of an incident could be damaged equipment as a result of improper use. Incidents are 
investigated in the same manner as an accident resulting in an injury. The only 
difference between the two is that the incident did not involve injury to a worker. 

A Safety Opportunity is a situation in which no injury, treatment or damage 
occurred; but might have if conditions had been slightly different. 

Safety Opportunities are warnings of accidents in the making. Accept the warnings and 
look for the causes to help prevent similar situations from developing. Remember that a 
Safety Opportunity is a sign that something is wrong. Ignoring the conditions that lead 
to near-accidents is an open invitation to a real accident. 

Once a Safety Opportunity occurs, report it immediately to the nearest Foreman or 
Supervisor. The potential for such incidents can exist in the workplace, so all employees- 
not just supervisors- must help identify them. 
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• If the Safety Opportunity is a result of an unsafe condition, don’t continue to work 
under that condition until the problem has been corrected and your supervisor gives 
you the okay to proceed. 

• If the incident is a result of an unsafe act, be certain that everyone involved has 
been made aware and corrective action is taken prior to continuing. 

 
CF has a Safety Opportunity report form H&S_FORM_016 that is to be filled out each time 
a Safety Opportunity occurs. This report can be completed by any worker who was directly 
involved or witnessed the Safety Opportunity occurring. Please ensure that blank copies of 
the Safety Opportunity report are available to all workers. Once the report is complete 
submit it in to the office. Supervisor’s will then review the reports and communicate them 
at the weekly toolbox talk. 

Remember 

A SAFETY OPPORTUNITY IS A CHANCE TO CORRECT ANY UNSAFE ACT OR CONDITION 
FROM OCCURRING AGAIN. 

 
YOU CAN MAKE A DIFFERENCE. REPORT ALL SAFETY OPPORTUNITIES 

 
 
 

_ _ 

9.3 Severities 

Accidents / Incidents will be evaluated to determine their actual and potential severity. 
Severities will be identified through the accident / incident investigation and will assist in 
identifying adequate preventative actions. 

Actual Severity 

The actual severity is the outcome or end result of the incident. 

Potential Severity 

Potential severity is rated as the maximum potential for harm if circumstances in the 
event were different. 

Severity Matrix 
 

Severity Description / Criteria 

No effect • No apparent harmful effect 

Minor • No treatment beyond first aid 
• Damage/Loss >$2,000 - $9,999 

Major • Injury requires medical treatment 
• Damage/Loss >$10,000-$99,999 

• Occurrence requires notification to legislative authority 

Severe • Severe harm to employee(s) – results in LTI 

• Damage/Loss >$100,000 
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9.4 Role of Supervisor in an Accident Investigation 

The Supervisor and the Site H&S Advisor (if applicable) must investigate all accidents 
and incidents that involve workers. This includes completing the Accident Investigation 
Report, taking statements from witnesses, collecting any other pertinent information, 
and ensuring the injured worker has received the necessary medical assistance. 

The Supervisor is responsible for ensuring that all accident reports are transmitted to 
H&S Department as described below. If a worker sustaining a First Aid later seeks 
medical aid, the Supervisor must advise the H&S Department and have the Doctor 
complete a Form 8 (when applicable). 

If we are not the Constructor/Prime Contractor, report the accident to the 
Constructor/Prime Contractor usually through their Safety Coordinator if available or the 
project manager. You may also use the Client Accident/Incident Notification 
H&S_FORM_017. 

The Supervisor should contact the injured worker as frequently as the injury deems, or 
at least once per week. If you require any assistance contact the H&S Department. 

Report any changes to the H&S Department. 

Procedure 

1. The employee reports a work-related Accident. 

2. Administer First Aid if capable. 

3. Arrange transportation for injured employee to receive medical attention 

4. The Doctor will complete the Form 8 which the employee will return to their supervisor. 

5. Eliminate the hazard if possible or guard the accident scene as required. (Do not disturb 

the accident scene if a worker is critically injured until permission is given by 
governmental authority, if applicable). 

6. Investigate the cause of the accident and report findings in the Accident/Incident 
Investigation Report. Ensure the accident investigation report is completed with all the 
information required. Additional blank sheets may be used as needed. 

7. Send copy of accident investigation to the H&S along with the Form 8.” 

8. Report all accident/incidents as follows: 

Lost Time Injuries are to be reported by telephone or email as soon as possible 
usually the same day as follows: 

Critical • Fatality 

• Catastrophic Structural failure 

• Fire/Explosion/Flood 

• High Profile public reporting (press) 

• Damage/Loss >$100,000 

• Environmental release (requires notification to legislative authority) 
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a. H&S Department 

b. Joint Health & Safety Committee/Health & Safety Rep and Trade Union 

c. Project Manager 

d. Site Safety Coordinator if any 

e. Send  your Accident Investigation Report to the  H&S Department 

f. Critical Injury Report Form H&S_FORM_018 (if reportable to MOL) 

Medical Aid accidents are to be reported by email and telephone as soon as possible 
usually the same day as follows: 

• Submit your Accident Investigation Report to the H&S Department 

• Project Manager 

• Joint Health & Safety Committee, if applicable 

First Aids are to be reported by email and telephone as follows: 

• H&S Department 

• Project Manager 

• Send your Accident Investigation Report to the H&S Department 

Incidents (includes property damage, no injuries or treatment) & Safety 
Opportunities are to be reported by email and telephone as follows: 

• H&S Department 

• Project Manager 

Keep the report for your records at the workplace along with a copy of the functional 
abilities form, if applicable. 

Report of Vehicle Accident(s) means an accident whereby a motor vehicle was 
involved. An Accident / Incident Report must be completed. 

9.5 Accident Investigation Tools 

To do an accident investigation the following tools may be needed: 

▪ Refer to Accident/incident Investigation procedure in this section 

▪ Digital camera, video camera 

▪ 5 m (16 ft.) measuring tape 

▪ Writing materials 

▪ 1 roll of red barricade marking tape preferably marked “DO NOT ENTER” 

▪ “Other” as determined by scope of investigation 

9.6 Conducting Interviews 

Interview witnesses any other persons who have details about the accident. Interviews 
require you to be fair and open minded; look for facts, not someone to blame for the 
accident. During the interview you should: 

_ _ 

▪ Put the individual at ease. 

▪ Keep the interview private. 
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▪ Explain the purpose of the interview, e.g. to establish the facts, not to 
place blame. 

Obtain the individual's version of how and why the accident occurred. Don't look for 
confirmation of your own opinion and never argue with the interviewee. Ask questions 
that require more than a "yes or no" answer. 

▪ Repeat the individual's story back once you have heard it. This is a good time 
to make notes. Attempt to clear up factual consistencies. Do not make 
assumptions and use diplomacy and consideration to determine what 
occurred. 

▪ Ask for suggestions for corrective action. 

▪ Let the individual know by what date the report will be completed. 

▪ Get a written statement from the individual or have the person 
sign acknowledgement of your notes on the statement and 
attach it to the accident/incident investigation report. 

▪ End the interview by thanking the person. 

Guidelines for Employee Interviews with Non-CF Personnel 

After an accident, safety violation, or other occurrence, non-CF personnel may request to 
interview one or more of our employees. When this occurs, contact the H&S 
Department and make him/her aware of the details of the situation. Generally, a CF 
representative should attend any such interviews with the employee. 

Employees interviewed should: 

• Listen carefully to the questions before answering. Ask to have the 
question repeated, if necessary. Ask for clarification if the question is 
ambiguous. 

• Answer the question directly and honestly. Do not volunteer any 
information not asked for. Answer "yes" or "no" or if a narrative is 
required, briefly. 

• If you do not know the answer, say so. Do not assume or speculate 
facts or conclusions in your answer. 

• Do not offer your opinion or respond to hypothetical questions. For 
example, do not state whether you think a job, a person, a piece of 
equipment, an activity, etc., is safe or unsafe. Do not discuss whether 
you would have done anything differently, whether the accident could 
have been prevented, etc. 

In the event of a serious accident, legal representation may be required as determined 
by the H&S Department. 

9.7 Claims Management 

In keeping consistent with the policy, Claims Management is paramount in ensuring 
workers who have sustained a work-related injury are treated with the appropriate 
medical assistance and timely documents submitted to the required legislative boards. 
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Effective claims management can reduce errors and omissions which in turn will be 
conducive to employees and supervisors on timely return to pre-accident work level. 
Through the proper guidelines and appropriate documentation, we want to ensure that: 

▪ CF pursues modified duties in all circumstances. 

▪ CF initiates return to work plans and negotiates treatment 

▪ A claim is correctly established within legislated timelines. 

▪ The most cost-effective means of addressing the injury are established. 

▪ CF Implements tools to reduce the time loss component of a claim. 

▪ CF is frequently initiating and advocating for indicated cost relief 
measures. 

▪ Expediting any procedures or medical consultants through established 
affiliations. 

Claims management is a timely process that takes commitment from all levels. From the 
time of worker injury to the return of pre-accident work level will depend on proper 
communication within CF Safety Department and documentation. 

Accident / Incident Package 

Accident / Incident packages will contain the following documents that can be obtained 
from Management: 

▪ Letter to Health Care Provider H&S_FORM_019 

▪ Accident / Incident Investigation Report H&S_FORM_020 

▪ Witness Statements H&S_FORM_021 

▪ Return to Work Agreement H&S_FORM_022 

▪ Modified Work Plan Daily Report H&S_FORM_023 

If further assistance is required please consult the H&S Department for assistance. 

9.8 Cause and Effect Analysis 

Effective investigation techniques utilize an analysis of the root cause(s). 

Through the Accident / Incident investigation procedure several causes will be 
identified as contributing factors to the accident / incident. A cause and effect analysis 
will help establish the chain of event that occurred to produce the accident / incident. 

There are many techniques available in the industry such as: 
▪ Brain Storming 

▪ Cause and Effect Diagrams 

▪ Process Mapping 

▪ The 5 “Why” technique, and many more 

CF will focus on utilizing the 5 “Why” technique and cause and effect diagrams. 
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9.9 The 5 “Why” Technique 

The 5 – WHY Root Cause Analysis, is a simple tool to try and identify underlying 
conditions and the root cause to an event of H&S concern. 

After conducting your initial investigation and gathering important factual information 
surrounding the event conduct the 5 – WHY analysis 

Identify key background information by indicating if orientations, JSA’s, FLRA’s etc. 
were completed for the work scope or individuals involved. 

Identify the event or injury as the end result. 

Ask the question “Why” to determine the cause or condition that led to the result 

Identify if the answer to the WHY was due to a Material, Equipment / Tool, Process / 
Procedure, People or work environment condition or category. 

Continue with number 3-5 until you have asked “WHY” a minimum of five times. 

If required you may continue to ask WHY if there are additional underlying causes to be 
identified. 

Identify the time line by indicating the sequence of events in the timeline column for 
each WHY identified. 
Identify corrective actions. 

 

Note: Your corrective actions should be focused on the root cause and underlying 
conditions. Efforts should also be focused on the most common categories (material, 
people, process etc.) 
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Hazard Categories (Examples) 
 

Materials Tools / 
Equipment 

Process / 
Procedure 

People Environment 

• Type of 
material 

• Size and 
weight 

• Liquid - Solid 
- Gas 

• WHMIS 
Controlled - i.e 
compressed 
gas - 
flammable 

• Reactivity to 
other products 

• Exposure 
Levels 

• Proper tools for 
the job 

• Maintenance 

• Pre- 
operational 
inspection 

• Load Ratings 

• Repetitive 
Tasks 

• Awkward 
Positioning 

• Line of Fire - 
i.e. falling 
material 

• Process 
Hazards 

• Competency 
- Training 

• Falls, slips and 
trips 

• General public and 
other work s 

• Overexertion 

• Communication 

• Ground 
Conditions - 
i.e. slippery, 
uneven etc. 

• Physical 
Hazards - i.e. 
Cold, heat, 
vibration etc. 

• Weather 
Conditions - 

i.e. Wind, rain, 
lightening etc. 

• Buried / 
Overhead 
Services 

• Hazardous 
Atmospheres 

 

Scenario: A tool fell from the top of a building and struck a worker in the head. The 

question to be answered is – Why did the tool fall? 

Asking “why” 5 times is a simple but effective way to look beyond the surface and 
examine why the tool really fell. 

For example: Why did the tool fall? 

WHY: Because there were no toe boards / kick plate on the guardrails 
WHY: Because the worker never installed them 

WHY: Because the worker did not understand the requirements for guardrails 

WHY: Because the worker was not trained 
WHY: Because there was no evaluation of the workers skills 

By identifying and addressing the root cause of the workers training and skills we are 
more likely to prevent a recurrence of this event then if worker was simply instructed to 
put toe boards in place. 


