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Incident Investigation Module

Incident Investigation

Some organizations are required to submit specific detail of workplace incidents to their Workers Compensation
partner within a specific time frame, usually 48 hours. Parklane’s Incident Investigation Module is ideal for this
application. Working in conjunction with the Incident Reporting Module, the Incident Investigation Module is
designed to help you manage your day-to-day tasks in occupational health and safety both efficiently and
effectively.

= Parklane
Investigation Reports Exports Options Home

Incident Investigation

Incident invastigation

1.Add Incident Investigation

2 Open Existing Investigation

Getting Started

Access to the Incident Investigation module must be initiated by the Administrator of the Parklane System. Once
enabled, the Module name will appear in the home screen menu of the Parklane application.

Prior to entering an Investigation there is = Parklane
some prep work to define the tables GoTo
contained in the Incident Investigation
Module.

Help UpdatesList About Exit

1. Personal Data

2. Incident Reporting
3. Risk Hazards

4 Risk Tasks

5. Incident Investigation
6. Chart

i
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Tables

Type, Causes and Corrections
Injury, Equipment & Appointments

Root Cause

Options Home

Table Definitions > Type Causes and Corrections
Due Dates (Targets) Setup Injury, Equipment & Appointments dent Investigation
Emails Template Root Cause >
Action Emails > Seriousness of injury
VMD Audit Report Identify Safety Committees
Identify Safety Committee Members

There are a few tables that will be accessed by this module. If your organization uses Parklane’s Incident Reporting
Module, you will be accessing these tables directly, and there is no need to create new ones. These pre-defined
tables include the “Type Causes and Corrections”, “Injury, Equipment & Appointments” and “Root Cause”. In the
rare case your organization does not use Parklane’s Incident Reporting Module, these tables will have to be
created.

Seriousness of Injury

A table that is proprietary to this Module is the Seriousness of Injury table. A maximum of 400 entries are allowed.
The Go To F1 button will show any existing entries and they can be modified or added to by clicking on the
appropriate line number. Table descriptions may be changed after they have been used, however, the Module
stores the description name in the individual record once that record has been selected and saved.

AV2E Define Tadle Extrins

Satiousnans uf pery

I
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Identify Safety Committees
Identify Safety Committee Members

There are two tables that will be accessed in this Module. The first identifies the names of the Safety Committees
and the second is the names of the members of each Committee. Select the Identify Committees F2 button to
reveal the existing entries. New committees can be entered by selecting the first available blank number and
entering the name in the Description field. A total of 400 entries are permitted.

AV79 Identify Committees

his table will apply to all companiss

No D Enter number from below and then enter description

Description {

Identify Safety Committees

1.Plant Safety Comm Al coTo
2 Admin Bldg Safety Comm
3 Contractors Committee A (dentity Committee
4

o

© 0~

Maximum number of table entries iz 300

S

Individuals can belong to more than one committee. Select the Identify Committee Members option.
This panel also allows members to receive emails when a preliminary (or final) investigation reports is
submitted. The report is attached to this notification. The check boxes allow for the selection of which
members receive emails based on the type of investigation.

AVSE0 identity Safety Committee Members

R )|

Staff Currently identified

1, Sara K N
2. Claudette Everitt

3. Karen - Clms Mgr

4. Sarah Mc - Clms Co-Ord

5

6

7

Name }Véarah Mc- Clrmbioio'd 5 k=)
P =1
UseriD lS&R-\H | ass

¢ -
E.’T‘.s:ll mecarthy @parkianesys.co 16.

Identify Safety v e 19.
Committee 20,

This person will be notified on the following Incident Investigations 23,
B4 Hazard I Near Miss A Injury 25,
[ Heaith Care 4 Cntical 28.
[ First Aid [4 Death 31,

M LostTime B3t 72 Seriousness of injury

Page 7




User Guide

Due Dates =y

Investigation Reports

Exports = Options Home

Table Definitions >

I

Emails Template
Action Emails >
VMD Audit Report

The Due Dates table will determine the time permitted for each type of report to be completed and submitted. The
interval should be entered in Days from the time of occurrence of the incident. The first four activities are fixed
(the interval can still be changed), however, there is room for a total of 50 activities.

AV6X Due Dates (Targets) Setup

] Interval (Days) Activity

| |Preliminary Investigation Report Due
5 l llnterim Corrective Action Report Due |
7 | |FulllFinal Investigation Report Due |

30 | |FuIIIFinal Corrective Action Report Due
[ /]

At any time throughout this Module, the Information icon is available to furthetr explain each function. The rules
for the Due Dates are explained in this dropdown.

= Due Dates (Targets) / X

You may enter targets that need to be reached in a designated number of days. When a new
investigation is created. these targets will be used to calculate the due dates for each investigation

You may enter routine actmties that are normally done when tracking or following up on an
ivestigation  For each routine acitivity you may identdfy the intenal of the procedure in refation to
the date of the incident

You may define up to 50 pre-defined procedures

On this screan, anter

Interval Days
This number will be used to determine the target data for this actwity
The target date will be based on incident date plus the number of interval days including weekends

This number must be
Between 1 and 366 days
Or, for 18 months enter 540 (1 year, plus 130 days)
Or, for 2 years enter 730

Actmty
Enter the procedure to be done
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Email template

There are 9 pre-programmed email notification templates ~ Parklane
available to customize. Each custom email is sent at a lnvestigation.-Reports. Exposts BRSNS Horoe
specific time or when a specific action takes place.

The templates allow you to customize: From, Subject,
Email Body, and portion of any PDF attachments (if
applicable) that are sent with them.

1.

Table Definitions >
Due Dates (Targets) Setup

Emails Template

Action Emails >
VMD Audit Report

Escalation Preliminary: This notification is sent when a preliminary report is not printed/submitted by the
due date and is escalated to the manager. (Includes PDF attachment)

Escalation Final: This notification is sent when a final report is not printed/submitted by the due date and is
escalated to the manager. (Includes PDF attachment)

Corrective Action Preliminary: This notification is send to the person responsible for addressing a
preliminary corrective action. Email automatically includes a hyperlink which will bring the recipient to a
response webpage to describe actions taken. (Includes PDF attachment)

Corrective Action Preliminary OD (Overdue): This notification is sent to the personal responsible for
addressing a preliminary correction action when it becomes overdue. (Includes PDF attachment)

Corrective Action Final: This notification is send to the person responsible for addressing a final corrective
action. Email automatically includes a hyperlink which will bring the recipient to a response webpage to
describe actions taken. (Includes PDF attachment)

Corrective Action Final OD (Overdue): This notification is sent to the personal responsible for addressing a
final correction action when it becomes overdue. (Includes PDF attachment)

Corrective Action Response: This notification is sent to the investigating supervisor when a response
comes in via online response form regarding a corrective action.

Committee Preliminary: This notification is sent to the health and safety committee members informing
them of a completed preliminary report.

Committee Final: This notification is sent to the health and safety committee members informing them of a
completed final report.

Email Templates

Email Template

1. Escalation Prelimina A

. Escalation Final

. Corrective Action Prelimina
. Corrective Action Prelimina
Corrective Action Final
Corrective Action Final OD
Corrective Action Response
8. Committee Preliminary

9. Committee Final

10. Not Defined

14 _hlot Dafingd

(5 I SN N

~N >
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Email Template Sample

Name of e-mail Template
[Eswaﬂon

To appear in the FromLine
|[Bafety Committee ]

To appear in the Subject line
|ESCALATION of Action item |

Textto appearin the body of email
** ESCALATION **

AnAction item has not been addressed — Follow up is required

Textto appear in the POF
You are being advised that an Action Item, previously issued, has not been addressed by the receiplent

Please follow up and have thisAction item completed at the earliest opportunity.

Should further information be required, piease contact the Committee at 519-658-4497 x1234
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Action Emails

The Action Emails option allows the setup of email notifications to be sent to = Parklane

various personnel when a user performs one of the actions shown. Ensure GoTo Help Updateslist About Exit
that the email protocol has been set up under the Maintenance panel on Change Company  Esc
Parklane’s opening panel, by clicking Email Technical Setup. This may require Maintenance

consultation with your I.T. Support Team. Ly S"'"’ Ontes

Note: Before using this feature, all users and recipients e

must be setup in Security. Data Transfer ~System Maintenance File Recovery Home

Delete Old Work Files

View Log Files

Email Technical SetUp

AER Concar 11D

AV11 Email Templates

MName of e-mail Template

|Esca|ation

To appearin the FromLine
Safety Committee J

To appear in the Subject line
[ESCALATION ofAction ltem |

Text to appear in the body of email
** ESCALATION **

AnAction Item has not been addressed — Follow up is required

Texttc appearin the PDF
You are being advised that an Action ltem, previously issued, has not been addressed by the receipient.

Please follow up and have thisAction item completed at the earliest opportunity.

Should further information be required, please contactthe Committee at 519-658-4497 x1234

There are two options for sending Action Emails. An email will be sent to everyone that is in the email list for the
specific Action, or an email will be sent to those who are in the same Work Group as the User.
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Work Groups must be pre-defined when choosing the second option. Click on Options/Action Emails/Email

Recipients by Work Group.

Investigation

|
- Parklane

Reports Exports  Options  Home

Table Definitions S

Due Dates (Targets) Setup

Emnails Template

Action Emails »
VMD Audit Report

Erail Recipients by Work Group
Action to Prompt Emails

Click on the drop down for Select Email Work Group and click on a work group heading to rename the Email Group

Name.

Select Email Work Group

Email Group Name

Select Email |Work Group 05

Work Group 01

Work Group 02
Work Group 03
Work Group 04

Work Group 06

York Group 07

Select Email Work Group 'Work Group 01 v

Email Group Name |investigation Teant

Select Email Recipients for this Work Group

| ]
|
|

=

There are 2 metho
| When a certain ac

|

Click on F1> and begin to select the email recipients for this Work Group. Enter the next available line number and
click Get-F1 to select the email recipient from the list provided. Up to 200 email recipients may be selected per

Work Group.

Page 12

Work Group
Investigation Team

Enter line number fromfrom box on the nght
3
B3B8 GetUser Name From Security File

User D
SARA

Name
SarakK

Emall Address

K =7rimoie

Current Ligt

1 DougAdams A

2 Karen - Cims Mor

3 Sarak

4

5

6

7

8

9

10

1"

12

13

14

15

16

17

18

19
| 20 v

[ 75 Usars in Work Group |
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When an Action occurs, the system will determine what Work Group(s) the User is located in and will send an
email to all other recipients within the Work Group(s).

To setup the Action Emails click on

Options/Action to Prompt Emails and select

the action(s) that should prompt an email
notification.

= Pardane

Investigation Reports Exports Options Home

Tabie Defintions )
Due Dates (Targets) Setup
Emadls Templzte

 Acbon Emais 3 Emai Recipients by Work Group
YMD Audit Report  AdiontoPromptEmails

For each Action shown, you can indicate which users will prompt an automatic email and which person(s) or

workgroups will receive the email. Check the Action that should prompt an email.

 AVB2 Action Emails

AVB2 Action Emails

Cﬂ Added New Investigation

[ cancet an ivesigason

D Reinstate an nvestgation

[ Close an investigation

D Primt Preliminary Investigation Report Due
O erint Internim Corractive Action Report Due

O erint FuavFinat v estigation Repon Due

Check the Actions that shauld prompt an email nodfication

O print FuilFinal Comedtive Acten Report Due

Make soré the omail profecol

Achon By

O

oooooagoano

 hos Deev 9

DDDDDDDDS

oD onder Mavienance

Email notibicetions can b
user performs one of the

Qus personnel ahéf: &

Check ihe A
indcale the users that w

Il actrvole 2 pop-up
il prompt s erma

window

Check the Emoll To box wineh wil

indicale the petplé nho

ACiVale @ POD-LD WNSOW
wilf e ihe recipients of the dmail

Click the Action By box which will activate a pop-up window. On this window indicate the users that will prompt an

email to be sent. Up to 120 users can be identified.

CTB1 Users mat should prompt an amall |

Action: Close an Investigation

]

User ID and Name

DOUGA DougAdams

Emall Agdress

Enter ine number from box on the right

EEIEE Get User Narme From Security File

Currentlist
1. Doug Adams

Rorows iamm

Close F12
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Next, click the Email To box which will activate another pop-up window. On this window indicate the people who
will be the recipients of the email. Up to 20 recipients can be identified.

CTB2  Emad Reaplents resuling from an action

Action: Close an Investigation B 5 R e
Current List
[ send emails using Worx Groups [71. Claudette Evermt
2 DougAdams
Enter Bne numper from box on the night 3
RN 4
EX 5
6
LSRRl 7o seizct User Name from Securty Fie ;
1 ot In Securty, enter any ©, their name § emad a
Ether way, ciick Submt to add (o table 10
11
User ID and Name 12
fee | [Lee-Comporate ] o
Emall Address :g
[Lmates@pariianesys com ] v
Submit F2 18
20
Send an email to the Managing Staff
in addition 10 any users selected above Closk F12

Alternatively, click on the check box to Send emails using Work Groups. Once checked, all other fields will be
grayed out. As previously described, when an Action occurs, the system will determine what Work Group(s) the
User is located in and will send an email to all other recipients within the Work Group(s).

CTB2 Emafl Recipients resuitng from a2n action

Action: Close an Investigation
Current List
@]Send emails using Work Groups YRR

2

Enter line number from box on the right i‘
5

)

ESTEN o seect User Name from Securty Fie 4
i not in Security, enter any 0, ther name & emok 9

ERher way, ¢ick Submg 10 add to table 10

1"
User 1D and Name 12
13

14

A 15

Email Address 15
17

18

[ SubmitF2 | 19
20
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Each time an Action is executed by a listed User, the Recipient will receive an email advising that the Action
occurred.

Notification of User Action

Health Safety Application [noreply@parklanesys.com]
Sent:  Mon 20/12/2021 2:17 PM
T k. ferrell@parklanesys.com

The following action was taken in the Parklane System.
Module: Accident Investigation

Action: Cancel an Investigation

Date: 28 Dec 21 at 14:16

User: Karen Ferrell

3851 Claudette/Karen Test

Incident Investigation # : ©688827
Date of Incident : 15 Sep 21
Injured Worker : ANDERSON, ROBERT
Injury : BURN

Location

Please do not reply to this automated message.
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= Parklane

Investigation Reports Exports Options Home

Incident Investigation

1. AddIncident Investigation I

2. 0Open Existing Investigation

Add New Investigation

' Parklane
. Ir\vestigationr Reports Exports Options Home

Open Investigation
Review Dates Work Sheet

List Investigation Stages >
e '

There are two ways to add a new investigation. The first is the
drop down menu from the top tool bar, and the second is the
sidebar menu on the main panel. Either selection method will
take you to the

Search For Employee panel to select the employee and then

the incident related to the investigation. The Description

panel will open. This panel also displays a sidebar menu which provides additional panels for data entry to the new

investigation.

CT30 Search for Employee PKD-Company 002
I’y PRl Show st 25 employees you accessed,
Flrst Name { ] Search keyword ! By last time accassad
F1lLast Name [ ] System Assigned Key [:] :;:z::!:embyeuywmm
e L Ll ervoreeno o[ | EIH
Exclades terminsted employees
LastName Flest Name Department  Positton Status Age 10 Key View
ABRAHAMS | PETER 56883 | TEAGHER p_ruitime || 42 |[125 25 6
ADAMS |i6rEG llPLanY [A380CIATE [Fultime | 43 [[359 159 m}

CDO9 List of Incidents

Date Record Added?Injury

PETER ABRAHAMS P_Fulltime 56883 TEACHER 125 Key 25

RT KNEE ABRASION

ANKLE RT STRAIN

ANKLE RT STRAIN

LT ELBOW STRAIN

laceration 1t finger - pinky
EYE LT FB

NOSE FRACTURE

NOSE FRACTURE

A EESCILRE
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Preliminary Investigation

Description

Several fields from the incident record will auto-fill various panels of the
investigation record to reduce duplication. Apart from Other Injured
Person, Comments and Closed Date, all fields are mandatory.

Preliminary Investigation

Description
Preliminary Description
Initial Medical Treatment
teported & Withes
Interim Corrective Action
Type of Occurrence
Additional Details
Preliminary Investigators
Leview & Send Prelim Inv

X
Investigation Number 11 Investigation Date 01 Apr 19 PKD-Company 002
AV41 Description & Print Deatt
Setectinagert Closea ] Gioseapate [ |®
Investigating Supervisor DFB
1ty [Ptant Safety Comm |G
' CKSON 952
O Hazard I Near Miss (O FisstAld Wjrsd Person {M AL ]
O Health Care @ Lost Time Injury |BACK LOW STRAIN | &+
Location {Receiving Dock 1 ]
@inury OCritical  ODeath . .
s
ek e |North West Wing I
Incident Date [01/042019 | [07:30 | Worksite [Sara Kane - Victoria gss o
010420 1o Reporting -
Date Reported| RINEEN (0890 | o anisor Contractyr |SRANT SMITH ja- (@ o]
e Date Time User Id Task
ext Targe ; =
Due Dote (04042019 | [07:30 | [SARA | |Preliminary Investigation Report Due |
Other Injured Person Usar Comments
l | | @ A
I | | >
| | | [>
Entered SARA 01/02/2023 x SF7 Cancel Reoord

PrvPg ciric [l ntPg iy [l index CIriF4 Next Esc MenuF12
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Preliminary Description

The Preliminary Description panel permits the addition of data including:

e Equipment of Material Involved (Will autofill from Incident record)

e Sequence of events (Summary for reporting and complete description)

e Unsafe conditions, acts, or procedures that significantly contributed to the incident.
e Brief description of incident.

AV42 Preliminary Description

Equipment or

]
Material Involved lPOWER TooL

Sequence of events that preceded incident. Provide summary for reporting and complete description (WorkSafeBC required field)

Unsafe conditions, acts, or procedures that significantly contributed to the incident (WorkSafeBC required field)

Brief description of Incident (WorkSafeBC required fisld)
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Initial Medical Treatment

The Initial Medical Treatment panel provides for the area of injury, the internal and external health care/treatment
and where the worker was treated. If present, these fields will auto-fill from the incident record. Fields may be

overwritten if necessary.

AVET tnitial MoGical Treawmunt

a} Area of Inery oty part)

Piease e g

J U u
- e
J & L)

(N

] onernal Meatth Care ( Treatmsn

1) Externat Wesih Care ' Trestment

J souder [ O
C m O O ™o O
" (8 O
0 0
1 o o ‘
0 O ] Foat O
C (8 ) o

U1 Whare worker was (reated

Reported & Witnesses

The Reported & Witnesses panel provides for the name and details of the person who took the report, the person
who reported the incident and the names and details of the incident witnesses. If present, these fields will auto-fill
from the incident record. Additional fields are provided for the entry of other personal whose presence might be

necessary for proper investigation.

AV44 Reported & Witnesses

Person who {ook the report

Person who reported the incident Same 3s person who took report

FirstName [0 gr2 First Name |GRANT ‘J:
LastName [SMITH ] Last Name [SMITH |
Phone (519 [657-3456 | Ex [2209 Phone [519 [657-3456 | ext [2209
Email 'gsnithésornewhefeco.ca N | Email igsrnm@son\ewheieco ca . T
Work Hours (0700 - 1600 Work Hours |0700 - 1600 \
Title [SUPERVISOR Titte [SUPERVISOR |
Witnesses
First Name LastName Telaphone Ext Position or Address
SARA |[kane |[s19 |[657-903¢ |[2230 | |EJee
| I Il | | Ja
] ] it
Other persons whose presence ("ll}m De necessary for proper Yﬂ‘.‘e%giﬂ'&ﬁ
First Name LastName Telephone Ext Position or Address
| | | Jar
" 1T ]
| L >
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Interim Corrective Actions

The Interim Corrective Actions panel auto-fills the corrective actions from the incident report. If required,
additional corrective actions can be added by clicking F6 and selecting from the dropdown menu. Details related to
each corrective action can be entered by selecting F7 and completing the date assigned and target date. Identify
the individual responsible by selecting F2 to search and select. If the email address is provided or manually
entered, an email will be sent upon exiting this panel. Manually enter text to describe the detail of the corrective
action. An email containing the corrective action will automatically send once you exit the module.

AV46 Intenim Corrective Action

Has Detalls 0 to Details
Corrective Actions Step 1 DN
Equipment Repair or Replacement ] Yes
|Reinstruction of Person Invalved I Y > |
i | 5
T. _ >
t yan 4

AV5Q Corrective Action / Equipment Repair or Replacement

Date Assigned[[02/04/2023  |&8 Target Date [05/04/2023 |28 Completion Date -3

Person [GRANT SMITH |8 F2

Pasition or Company[[supERWSOR |

Telephone (519 [[657-3386  [[3340 |  Email [9.5mith@somewhereco.ca k

A
Corrective Action
Recommendation

repair equipment or replace if necessary

Correction Action Taken (appears on ElR)

Corrective Action
Taken

Comments |
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Incident Investigation Module

Type of Occurrence

Choose one or more types of occurrence(s) must be selected on the Type of Occurrence panel. It should be noted
that an incident investigation report is not required under the BC Workers Compensation Act if none of the
occurrence types apply, or if the incident is a vehicle accident occurring on a public street or highway.

AV49 Type of Occurrence

Type of occurrence (select ali that apply ) WorkSafeBC required field

E]Daam of a worker [[] bangerous incident involving explosives other than biasting incident
[J serious injury to 2 worker [ Diving incident, as defined by regulation

[J major structural failure or collapsa [ incident of fire or explosion with potential for serious injury

[J major release of hazardous substance [J minor injury or no injury but had potential for causing serious injury
[ etasting accident causing persanal injury [ injury requiring medical treatment beyond first aid

An incident investigation report is NOT required under the Workers Compensation Act if none of the above applies or if this incident

is a vehicle accident occurring on a public street or highway.

Additional Details

The Additional Details panel allows for the optional tagging of the nature of the serious injury and detailed
comments that will be included on the Investigation Form.

AV50 Additional Details

Nature of the serious injury (optional) — complete only ifthere has been any injury

fe threatening or resulting in loss of consciousness [J Punctured lung or other serious respirator condition
[ Major broken bones in head, spine, pelvis, arms, or legs [ Injury to internal organ or internal bleeding
I:] Major crush injuries |:| Injury likely to result in loss of sight, hearing, or touch
|:] Major cut with severe bleeding |:| Injury requiring CPR or other critical intervention
[] Amputation of arm, leg, or large part of hand or foot [ Diving iliness such as decompression sickness or near drowning
[C] Major penetrating injuries to eye, head, or body [[] Serious chemical or heat/cold stress exposure
[C] severe (third-degree) burns [] other (specify)

Additional Details (Included on Investigation Form)
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Preliminary Investigators

On this panel, identify the individuals who carried out or participated in the preliminary investigation by selecting
F2 to search and select. A calendar is provided to select the date of signature by the selected individual.

An additional field is provided for text entry of an explanation of blank area on the preliminary report, if any which

will be included on the Investigation Form.

AV51 Preliminary Investigators

Persons who carried out or participated in the preliminary investigation

B First Name Last Name Job Title Signature Signature Date

mployer 0 e .
representative 72| 1 L ( [I P
Worker 5| [ 1 { I r_}
representative Q :— ‘._
Other g [ } | [ I '—’
Other 5| \ } [ | I3

Expianation of blank areas on this Prelimenary report if any (WorkSafeBC required field)
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Incident Investigation Module

Review & Send Preliminary Investigation

Select Review & Send Prelim(inary) Inve(stigation) from the sidebar. The system will open a six page incident
investigation report which has been auto-filled based by the data entered on previous panels. If required, that
information can be revised, or if blank, data can be entered on the report. Once revised or entered, that data will
update the associated panel in which the field resides. Once complete, select Submit — F5 to send an email with
report attachment to the designated Safety Committee. Due Dates (Targets) associated with the completion of this
report will be marked Done.

Employer Incident Investigation Report (ElIR)
Please reéfor 10 e cOMPanion quick guide for 3ssistance comploting the Invesigation 3nd this torm
1. Employer’s Information Preliminary investigation Report Due
Employers Mame (legal name and rade name
Parkiane Demo System
| WorkSateBC account number Operating Location number
1234567890 852
Emoloyers head office address
1234 Grang Ave
City Province ‘F—'ns:al cogde
Kitchened ON L7P 1J6
Employers repraseniaive’s name Phone number (include area code)
Lisa Sheehan| 519-765-3386
Emad agdress
2. Injured persons
Last name First name Job title
o) JACKSON {TOM ASSOCIATE
|
b)
c)
d)
bl

Preliminary Report

The Parklane System <noreply@parklanesys.com>
Fri 2019-06-14 2:30 PM
Sara Kane

-] Message ﬂ SARA_AV1A_14282576.pdf (121 KB)

Incident Investigation # : 0000011
Date of Incident : 01 Apr 19
The following action was taken in the Parklane System.

You have received the attached Incident Investigation because you are a
member of the Plant Safety Comm committee

Please refer to the attached PDF for further details.
Thank you.

Please note that we are unable to respond to any replies to this email.
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Full Investigation

Full Cause of Incident

The Full Cause of Incident panel provides for the type, preliminary and root causes of the
incident. These fields will auto-fill from the incident record. If required, additional types,
causes and root causes can be added by clicking and selecting from the associated
dropdown menu. An additional field is provided for text entry of the determination of
causes which will be included on the Full Investigation Form.

I

| AVAS Tut Counm of Iacitomt

v Mt ey Comine M et Gods Fos

Werrng Al Uinase Spaed

G006
o ‘."“‘ e a
G

)

Delermnassn of Caisnd (WG regorvd bais tst Al et Gaase

S S I N I

Full Incident Description

Full Investigation

Full Cause of Incident
Full Incident Description

Full Corrective Actions
Fult Report Investigaters
Review & Send Full Inves]

This panel provides for manual text entry of a full description of the incident which will be included on the Full

Investigation Form.

AVEZ F ol noxden | Do rigtion

Pt Dascagan of Bw NGO St (AWURIENEC tegemed faix
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Incident Investigation Module

Full Corrective Actions

This panel will auto-fill the corrective actions and details from the preliminary investigation and allow for the
tagging of additional corrective actions and details, as they relate to the full investigation, by clicking and selecting

from the associated dropdown menu.

AVS] Pl Cotractive Actions

trynar

SUASTIWNE FRAn Ml of Foaitace

et T et o
ey 1 0

Made: tuare - Siaat

.

e I tAAi—taar |

Full Report Investigators

On this panel, identify the individuals who carried out or participated in the full investigation by selecting F2 to
search and select. A calendar is provided to select the date signed by the selected individual. Additional fields are
provided for text entry other relevant workplace parties that may have been involved in the investigation.

AVS4 Fall Repor vestigators.

[Tl
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Review & Send Full Investigation

When selecting Review & Send Full Inve(stigation) from the sidebar, the system opens an eight page report which
has been auto-filled based by the data entered on previous panels. If required, that information can be revised or
if blank, data can be entered on the report. Once revised or entered, that data will update the associated panel in
which the field resides. Once complete, select Submit — F5 to send an email with report attachment to the

designated Safety Committee. Due Dates (Targets) associated with the completion of this report will be marked
Done.

Employer Incident Investigation Report (EIIR)

Please refer 1o the companion quick guide for assistance completing the investigation and his form

1. Employer's Information FullFinal investigation Report Due
Empioyers Name (legal name and trade nams
Parklane Demo System
7.‘.‘cv-‘3:chC account nuMBer Opaorating Location number
1234567890 853
Emolovers haad oMo address -
1224 Grand Ave
City Province [Postal code
Kiichener ON | L7P 128
Employor's reprasentative’s name Phone number (inciude area code)
519-765-3386
Email address
2. Injured persons
Last name [First name Job titke
a) JACKSON |Tom ASSOCIATE
b)
i —4
c)
d)
Page 108

Full Report

The Parklane System <noreply@parklanesys.com>
Fri 2019-06-14 2:37 PM
To Sara Kane

-4 Message ™ SARA_AV1A_14363937.pdf (170 KB)

Incident Investigation # : 0000011
Date of Incident : 01 Apr 19
The following action was taken in the Parklane System.

You have received the attached Incident Investigation because you are a
member of the Plant Safety Comm committee

Please refer to the attached PDF for further details.
Thank you.

Please note that we are unable to respond to any replies to this email.
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Incident Investigation Module

Other Other

Due Dates (Targets)
Comments

Document Foiders
Document Links
Forms

Due Dates (Targets)

AV47 Due Dates (Targets) $ F2a5d Due Oates(Tarpet) E‘
Date a7 Userld (]S Task Done View
. ~
1 | [oaw0arz01e 7: SARA | |Preliminary Investigation Report Due (g0
2 | [osnar2019 | [07:30 | | Interim Corrective Action Report Due = ]n) Change UserF9
3 (0842019 | [07:30 |[sara "] [FultFinal investigation Report Due O Date Sort F3
4 [01/05:2019 07:30 | ISARA "RUFinal Corrective Action Report Due a Oustanding F4
5 | [18/08/2023 09:00 |[SARA Reviewaqd Close] oo ShowANTs
Overdue F8

A drop down calendar allows an easy method to enter
the due dates of the upcoming tasks. The first four tasks
are pre-populated and others can be added through the
selection of the F2 Add Due Dates (Target) button.

August 2023
simftiwlT F s
3 4 5
4 F2 Add Due Dates(Target) 57 W 228
1314 48| 16 17 18 19
2002122123 24 25 26
27128 29 30 31

Comments

A 2500 character text field is provided to include any general comments
that are applicable to the incident. The date and user are pre-populated
and fields are also available when changes are made.

CTM1 Goneral Commanis

Date :
15082023 |2

Enkered
SA=A
1ER623
1503
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Document Folders

AV28 Document Folger

A panel is provided to allow the linking of a folder where documents Sefersros

pertaining to the incident are stored.

Document Links

If the relative documents to this incident are in multiple places, you can link them to the incident through the use
of the Document Links panel. A document file can be a Word document, a PDF, or any paper document or image
that has been scanned into your computer. Using the process here, the document is copied from your computer to
a Parklane folder. Once the document has been linked you may return to this screen and review it anytime.

CTL1 Document Links

No. User Date Origin DocDate & Description

1 ISARA 15/08/2023 [Forms H15»‘08»‘2023 I{Prelimmary‘ Report ]

2 [ | | |

2 [ I i |

Forms

Several forms are available and can be printed or a PDF can be created for storage or print. Because the amount of
information that the forms contain, the full screen is used, hence you will not have access to the sidebar menu or
other tasks while this panel is active.

Pradimwnan mveehgzaton

Once you have created a new form or updated an existing one, by clicking on Print a copy of the form will
automatically be created in the Document Links panel. This will preserve a copy of all forms for future reference.
Using the Print feature provides a historical record of all forms associated with the investigation including a PDF
copy of each.
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Incident Investigation Module

Open an Investigation

To open an investigation, select Open Existing Investigation from the sidebar or Open Investigation from
the Investigation drop down menu.

~~—
= Paktane  Parklane
Imestipaticn  Regons  Esports  Optiors Home

_-Invest‘ig_a‘tion” Reports Exports Options Heome
Add New Investigation

=5

S AR RS -.{..4”]

e AveageT Review Dates Work Sheet

1. At micsTen v st e List Investigation Stages >

2 e St imertostm ' B —

There are several options provided to open an investigation.

AV12 Open Incident Investigation

Incident Investigation Number II:]

Get last Incident Investigation accessed by this user
Key 11 Incident Date 01 Apr 19 Injured Worker JACKSON, TOM

By Safety Committee | vl
By Injured Worker [ ]a Fa
By Supervisor l |[3 F7
By Department | || |@ Fe
Worksite | |g oFs
Incident Investigation Start Date :’ i Stop Datel:l i |
OR

(O Check to List all Supervisor Investigations

O Closed (O Open (O Both

Enter numberand click on Ga. Or enter a date range and/or Close/Open/Both .
and click on Go to see a list of records that matches the criteria, You may then Exit F12
selectthe desired record fromthe list.
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Selecting the Go option will provide a list of incident investigations. Double click on the chosen record to
open.

AV13 List of Incident Investigation Company Name
AI# Date Type Injury Injured worker Inj. Type Link Folder
T 04 Jul 16 Lost jTime RY WRIST STRAIN — ABRAHAMS, PETER Trjury
2 11 Aug 1% Last Time BT GROIN ABRAHAMS, PETER Injury
3 24 Aug 16 LOSt Time LY KNEE CONTUSION ANGER, SANORA Injury Link
4 03 Feb 16 LosSt Time LOW BACK STRAIN ABRAMAMS, PETER Injury
5 15 Mar 18 LOST Time RT KNEE STRAIN ANDERSON, JENNIFER Injury Link
6 23 Apr 18 Lost Time FRACTURED LT UPPER LEG HALYARD, AMANDA critical Link
7 06 Apr 1B Lost Time LT KNEE STRAIN BENSON, JOAN Injury
9 09 May 18 LosST  Time sprain Lt Thumb ADAMS, GREG Injury Link
10 06 Apr I8 Lost Time KNEE LT STRAIN BENSON, JOAN Injury Link
11 01 ABr 19 LOST Time BACK LOW STRAIN JACKSON, TOM Injury Link
——

As the system generates a number for each incident investigation created, using that number provides
quick access to an existing record.

Once the investigation has been opened, the full sidebar menu will become available to review the
various panels of the record.

Preliminary Investigation

Description

Preliminary Description
Initial Medical Treatment
Reported & Witnes
Interim Corrective Action
Type of Qccurrence
Additional Details
Preliminary Investigators
Review & Send Prelim Inv

Full Investigation

Full Cause of Incident

Full Incident Description
Full Corrective
Full Report Investigators

Review & Send Full Invesl

VMB Audit

Other

Comments
Document Folders
Document Links
Forms

Page 30



Incident Investigation Module

Close an Investigation

When the investigation is completed, return to the Description panel and mark the investigation closed
by selecting the Closed check box and completing the Closed Date field.

AV41 Description

Selectincident [y u—ﬁ | Detink Incident SE1 |

Closed B Closed Date LDZIOBI'2023 i =

Review Dates Work Sheet

The Review Dates Work Sheet is accessible from the Investigation

dropdown.

If there are no current assignments to review, or if there are none
overdue in the past three months you will received this notice.

NOTE X

You do not have any assignments to review
(Including overdue in the last 3 months)

If there are assignments that are due they are shown on the next panel, and can be further sorted by the

—
Parklane

Investigation Reperts Exports

Add New Investigation

Open Investigation
Review Dates Work Sheet

List Investigation Stages

Optig

appropriate due time frame, including upcoming weeks or through a range of dates, or on a particular date in the

future.

= AV39 Your Activities

Assignments that are due today

Date Overdue Al-No.  Injured Worker Activity

15082022 |3 12 | [KELLY. 8RENDA | [Review for Closure

HEN Oue today
Done View
- ~ EEM oue this week
oo
WEN Due next week
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Reports Available In Incident Investigation

Reports Options

V1B  Multiple Injury Investigation VMD audit Report
V1C Injury by Location

V1D Injury by Department

V1E Injury by Supervisor, Contractor
V1F  List By Managing Staff

V1G  List By Corrective Action

V1H  List By Cause

V1) List By Type

V1K List By Seriousness of Injury

V1M Link Incident to Investigation
VIN Corrective Action Details

VLA  Accident Investigation Responses

Graphs

VHA Investigation Status Report
VHB  Target Dates Report

VHC Incident/Investigation Statistics
VHD  Corrective Actions

Exports

V2A  Multiple Injury Investigation
V2B  Type & Cause & Corr Actions
V2C Reported & Witnesses

V2D Investigation Details

V2E Investigation Type Cause & Root
V2F Investigation Corrective Actions
V2G Incident / Investigation Link
V2H Detailed Incidents Log
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User Guide

PARKLANE SYSTEMS
10-521 Nottinghill Road
London, ON N6K 4L4
Canada

519.657.3386

ContactUs@parklanesys.com

Access the Parklane web site for more details about Parklane products

www.parklanesys.com
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