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DUFFERIN-PEEL CATHOLIC DISTRICT SCHOOL BOARD

NEW Online Incident Report (OLIR) – GF 390

|New Look!
The Boards OLIR form has been converted onto 
the Kics system. 

The incident report is an updated version to the 
previous Parklane form.

This report is divided into 4 pages:
1. Employee Details & Incident Classification
2. Incident Details
3. Incident Description
4. Supervisor Investigation
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DUFFERIN-PEEL CATHOLIC DISTRICT SCHOOL BOARD

Accessing the Online Incident Report

|Same Process on DP 24
The process to accessing the OLIR remains the 
same through the staff portal on DP 24.

Go to the Quick-links menu and scroll down to 
the Online Incident Reporting link and click.

In the Online Incident Reporting Page, click on 
the Employee/Supervisor Incident.
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DUFFERIN-PEEL CATHOLIC DISTRICT SCHOOL BOARD

Logging into the Online Incident Report

|Employee Login
Click on the Employee Login on the right and enter your 
Board credentials. 

Once signed in, click on the Quick-links   icon on the left 
side column.
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PLEASE NOTE: Safe Schools Report form is also on the same 
Kics platform. 



DUFFERIN-PEEL CATHOLIC DISTRICT SCHOOL BOARD

Logging into the Online Incident Report

|Selecting the Online Incident Report
On the Fill out a Form page, you will see 2 incident forms to chose from. Select 
the Employee/Supervisor Incident Report.
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PLEASE NOTE: Safe Schools Report form is also on the same Kics platform. Do Not get them confused.



DUFFERIN-PEEL CATHOLIC DISTRICT SCHOOL BOARD

NEW Online Incident Report– First Page

|Employee Details & Incident Classification
The first page requires the worker to:
• Look up their name via employee ID and 

date of birth.
• Supervisor Look up
• Location of Incident
• Union/Association
• Incident date and time
• Incident Classification
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DUFFERIN-PEEL CATHOLIC DISTRICT SCHOOL BOARD

NEW Online Incident Report–First Page

|Employee Details & Incident Classification

When selecting any classification, the definition of each incident classification will be shown. 
For Medical Aid, and Lost time incidences, an additional noticed is provided as a reminder to 
report incident to Health Promotion and Wellness and that the Joint health and safety 
committee Worker Co-Chairs will receives a copy of the incident as required by the OHSA.

NOTE: All fields are mandatory in this section to complete.
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DUFFERIN-PEEL CATHOLIC DISTRICT SCHOOL BOARD

NEW Online Incident Report–
Second Page

|Incident Details

The second page requires worker to 
provide details of the incident such as:
• Specific location of the incident
• If workplace violence or Harassment 

was part of the incident, and if so, the 
specifics details to the violent or 
harassment incident.

• NOTE: All fields are mandatory. 
For the Aggressor Identification section, 
you DO NOT have to put the student's 
name and information. Student 
initials/identifiers is acceptable.
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DUFFERIN-PEEL CATHOLIC DISTRICT SCHOOL BOARD

NEW Online Incident Report–
Third/Final page

|Incident Description
The third page requires the employee to 
provide detail descriptions of the 
incident such as:
• Eyewitnesses
• Descriptions on what happened
• Injury Description
• Description on what body part that 

was injured (if applicable)
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DUFFERIN-PEEL CATHOLIC DISTRICT SCHOOL BOARD

NEW Online Incident Report-GF 390

|Final Step
Once employee submits the report, a confirmation 
code will appear to verify that the report was 
submitted successfully.

The Supervisor/Principal will receive an email 
notification to complete the supervisor investigation 
page of the report.

The employee will receive a copy their report.

**Employee must still advise their supervisor of the 
incidence and the submission of the injury report. **
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Extraordinary lives start with a great Catholic education.

If you have any questions , issues or need any assistance contact any of 
the following for help:

Lydia Chatoff, Health and Safety Officer ext. 24136
Joshua Lee, Health and Safety Officer ext. 24557

Jessica Fearing, Manager of Health and Safety ext. 24137
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