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Workplace Incident Reporting 

Workplace Incidents 

 

When you are an employee who has experienced a workplace incident, you are 

required to seek first aid in the event of injury and complete your reporting of 

the incident through the Web Portal.  You will be able to electronically report 

the following types of incidents: 

- An injury sustained at work 

- A violence incident experienced at work, with or without injury 

- A Near Miss ( An incident that almost happened) 

- A bullying or harassment incident experienced at work, with or without 

injury 

 

Incidents must be reported immediately or as soon as practical.  If you are 

unable to come to work due to a workplace incident, you must log the absence 

through the web portal as well as log the incident through this procedure. 

Accessing the Incident Reporting Form 

1. To access the Incident Reporting Form, you will select the My Information 

menu option in the Web Portal. Then select My Forms.  

 

 

 

2. If you want to make a new submission, select which form applies from the 

“Submit A New Form” options: 
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3. Complete all fields as required, and as applicable to the best of your 

knowledge and understanding.  Some fields are mandatory and you will not 

be able to submit the form without completing the required detail.  You have 

the ability to SAVE the form and come back to it at a later date.  Please note 

incident reporting is time sensitive.  Please ensure your incident is submitted 

within 48 hours from the time the incident occurred. 

 

 

4. When there is a field with  binoculars, such as for fields to select your 

JHSC Member, person you reported to or name of Supervisor, you may enter 

their employee number directly in the field, or you can click on the  

binoculars to look up the employee by LAST NAME: 
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5. If you have experienced a Bullying and Harassment or Violent Incident, and 

you indicate YES to the questions asked, you will be prompted to complete 

further details relating this aspect of the incident.  Complete all fields as 

applicable. 
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6. You may provide additional information you feel is necessary for your 

submission or if you run out of room describing the incident. 

 

 

 

7. To complete the initation of this incident reporting transaction, you must 

click the SUBMIT button.  If you click the SAVE button, it will not submit the 

record and only save it for you to return to update/cancel or submit.   
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8. To re-load a saved report, click on the link in the MY UN-SUBMITTED  FORMS 

to access.  You will have the ability to SAVE, CANCEL or SUBMIT this incident.  

** You must click the SUBMIT button to complete your submission and 

trigger the workflow associated with incident reporting. 

 
 

9. If you click the the SUBMIT button, but receive an message similar to this 

screenshot, the system is advising you there are required fields that haven’t 

been completed.  Click the CONTINUE button to return to your report to 

complete. 
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10. The fields that are required will display in BRIGHT YELLOW as in the screen 

shot below: 

 
 

11. Once you have satisfied all of the required fields, and you are ready to 

submit your incident report, clicking the SUBMIT button will result in the 

following pop up.  Ensure you click the YES button to complete your 

submission: 

 
 

 

12. You will receive an Incident Reporting Form Receipt as well as email 

confirmation your report has been submitted. 
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13. You can access your submitted reports anytime by selecting the My EForms 

menu option, and clicking on the link to the Incident Reporting Form: 

 

 
 

14. You can also access the tracking information to review the progress of the 

submission through the workflow by clicking the TRACK link: 
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15. You will be able to access completed and processed incident reports 

through the My Processed Forms section of the My eForms page: 

 

 
 

 

 

 

 

 

 


