
Toronto District School Board                Occupational Health and Safety 

       

 

 GUIDE TO OCCUPATIONAL HEALTH & SAFETY REPORTING 
 
 

 
 
 
 
 

 
 

For critical Injury 
immediately contact, 

Health & Welfare    
416-397-3325 and 

OH&S  
416-397-3210. 

 
 

Principal/Supervisor 
receives ERAI 

 Employee 
completes/sends 

ERWVI (online only) 
*also complete ERAI if 

incident results in 
injury 

 Principal/Supervisor 
receives ERWVI 

 Employee submits 
Health & Safety 
Concern, Near 

Miss/Incident Form 
directly to 

Principal/Supervisor 

 OH&S Inspector 
complete monthly 

inspection and places 
the WIF in the white 

binder (in main office) 

 
 

Employee completes 
ERAI (if necessary 

Principal/ 
Supervisor complete 
form on employee’s 

behalf)  

 
 

Principal/Supervisor 
investigates 

accident/injury 
  

 Copy of form is sent to 
Principal/Supervisor for 

investigation 
 

 Principal/Supervisor 
is required to 

investigate all violent 
incidents 

  

 Principal/Supervisor  
to investigate concern 
and provide written 
response within 5 

days 

 Principal/Supervisor 
reviews WIF, takes 
necessary action 

 
 

ERAI is faxed to  
Health & Welfare   
416-393-8533 

 Principal/Supervisor 
completes and 

submits SAIR if Lost 
Time is incurred 

   All Lost Time 
incidents, resulting 
from violence must 
be investigated and 
reported using the 

online SWVIIR 

 Principal/Supervisor  
provides a copy of 

response to employee 
and fax to the OH&S 

Office 
416-397-3215 

 Principal/Supervisor  
completes, signs WIF 
and places it in the 

white binder 

 

  
 

 Health & Welfare, 
Workplace Accident 

Investigations 
Officer, will follow up 

if necessary. 

     The online SWVIIR is 
available to report all 
incidents of violence 

(records will be 
maintained through 

OH&S) 

    Principal/Supervisor 
posts a copy of the 

most recent monthly 
WIF on the Health & 
Safety Bulletin Board 

 
 

1. *In case of a Workplace Violent Incident resulting in injury, the employee is required to complete BOTH Employee’s Report of Accident/Injury AND Employee’s 
Report of Workplace Violent Incident.* 

 

2. For Learning Centres 2 and 3, contact Regional Health and Safety Officer, Patrick Mohammed 416-396-3503. 
3. For Learning Centres 1 and 4, contact Regional Health and Safety Officer, Andrea Carlson 416-394-3403. 

 

4. ALL online forms, paper forms and instructions are available on the Health & Safety website (under Employee Services). 

 

Employee’s Report 

   of Accident/Injury 

(ERAI) 

Supervisor’s 

Accident 

Investigation 

Report (SAIR) 

online only 

 
 

 

Employee’s Report of 

a Workplace Violent 

Incident  

(ERWVI)* 

 

Supervisor’s 

Workplace Violent 

Incident/ 

Investigation 

Report (SWVIIR) 

 

 

Health and Safety 

Concern,  

Near Miss/ 

Incident Form 

 

Workplace 

Inspection Form 

(WIF) 


