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Cooperative Education/Work Experience/OYAP

Accident Reporting Procedures
Accidents Requiring First Aid 

and
Accidents Requiring Medical Attention    
	Responsibilities
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ACCIDENTS REQUIRING FIRST AID

	Student
	· inform the placement supervisor immediately

· seek first aid treatment                                                                              
· inform the cooperative education teacher

	Teacher
	OSBIE

· complete OSBIE Incident Report form within 24 hours; (the school administrative assistant who is responsible for completion of the OSBIE incident report form will be able to assist you) for online completion see www.osbie.on.ca. Print form before submitting.

· distribute copy to the principal

· retain photocopy of the OSBIE Incident Report form on file


Accident Reporting – ACCIDENTS REQUIRING MEDICAL ATTENTION 
	Responsibilities
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	Student
	· inform the placement supervisor immediately 

· VERY IMPORTANT:  inform the health care practitioner that the accident happened at a cooperative education placement

· ask for a copy of the Form 8 that the medical practitioner sends in to WSIB to give to your
      co-op teacher(Please note:  Form 8 has now replaced the pink Treatment Memorandum 

      Form  156C previously used by practitioners—Form 156C is no longer used)

· inform the cooperative education teacher as soon as possible if unable to work, inform the teacher of the date for return to the placement

	Teacher

	· during the placement assessment inform the employer in the event of  an accident requiring medical attention, to attend to the student   immediately, and to inform the teacher/school as soon as possible 

· inform the parent/guardian as soon as possible; however, the hospital will contact the parent/guardian if the student is under 18

· complete the on-line OSBIE Incident Report within 24 hours; print before submitting; retain copy on file and distribute copy to the school principal

· send a photocopy of the report to Janet Doyle

	Teacher/Designate

WSIB

· Form 7 go to www.wsib.on.ca
· Click on the link Forms on the left hand side of the page

· Bottom of the page – click Employers

· Scroll down to the Chart

· Form 0007A – Click

· Type in information and Print

· You cannot save this form

Please Note:  do not send a Form 7 to WSIB unless the student requires health care.
	· complete WSIB Form 7 Employer’s Report of Injury/Disease  (if student is unpaid) within                3 calendar days of learning about the accident/injury.
· ensure Firm Number 250379-FJ for Ministry of Education is clearly identified on Form 7. Under Employer Information name the Ministry of Education. (See Ministry Points to Remember attachment)
· Fax the completed Form 7 and a copy of the Work Education Agreement form to WSIB within 
      7 business days after you learn of the accident/injury.   Fax # 1-416-344-4684 or 1-888-313-7373
      (Note: if you fax Form 7 and the WEA  it is not necessary to mail the original)

· Forward a copy of Form 7, and a copy of the Work Education Agreement to the Ministry of Education, 900 Bay Street, 4th Floor, Toronto, ON, M7A 1L2
· forward a copy of Form 7 and WEA to Janet Doyle.

· retain a copy of the OSBIE Incident Report and Form 7 on file.

	
	Seek the assistance of the principal in completing the appropriate forms.


