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Accessing Clevr

1. From Teams, click on ConnectED.
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2. Once in ConnectED, scroll down and under Quick Links find the Clevr icon. Click on Clevr. This will
take you to your Clevr Dashboard ( https://www.deltasd.bc.ca/clevr ).
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Accessing Employee Incident Report Form

1. To start an Employee Incident Report for yourself, you will do this from your My Forms card. Select

Employee Incident Report form in the Form dropdown. Click on the blue link below.

My Forms ADD  CLOSE SELECTION

HEE S

@D Most Recent

Form

Employee Incident Report form (NOTE: Create/Add only from "My Forms")

-
Filters ADD FILTER HE. ~
Form Status Location Date Created Last Modified -
Employee Incigent Report form Active Annieville Elementary 2024-03-21 1:221:12 PM 2024-03-21 1:21:12 PM
(NOTE: Creat d only from "My

Forms™

OR

2. If there is not a blue link to click on, to start a report for yourself, click on ADD.

My Forms ADD
Filters ADDFITER W
Form Status Location Date Created Last Modified a

No results found.

Page: ~ Rowsperpage: 5 v Noitems |< L4 > >l

In the Add Form window, you will be prompted to (1) select a location (where you work) and (2) the
form you would like to start a record for. Once selected, click on ADD FORM (3).

Add Form %
1
Location Required

Annieville Elementary

A

2

Farm Required

Employee Incident Report form (NOTE: Create/Add only from "My Forms™) =

3

B

Smart Solutions for Educators
Page 3/5



cclevr

Smart Solutions for Educators

3. If you have previously filled out an Employee Incident Report, the link will open up your most
recent record. To start a NEW blank record, go to Records > click on New Record.

@ <<previous  Next-> | Home Prnt ¥ Records ¥ Foms ¥  Help ¥  Integration ¥
! New Record
1 -

[Return To Listing]

~ Add
Clone Record
Record History N o 2024-05-11 08 34AM
School Annieville Elementary
Staff#:  melinnard@clevr ca_248_1000
Employee Incident Report form (NOTE: Create/Add only from "My Forms") A\‘?t n

General Information Incident Information Files and Links Incident History
General Information

School Year |2024-2025 v School | annieville Elementary ~ Job Position/Title  teacher

4. If this is your first Employee Incident Report form, a new record of the form selected will open up
and you will be ready to fill out the fields on the General Information and Incident Information tabs.

Employee Incident Report form (NOTE: Create/Add only from "My Forms") A\?( n
TABS

h General Information Incident Information Files and Links Incident History

General Information EIELDS
-t
School Year ~ School / ~ m@\h

Note: As you fill out the fields, the boxes will turn green. This indicates that Clevr has saved your work.

5. On the Incident Information tab, only fill out the Employee Incident Report subtab:

Employee Incident Report form (NOTE: Create/Add only from "My Forms") A\l?f n

General Information Incident Information Files and Links Incident History

Employee Incident Report Preliminary Incident Investigation Report Full Incident Investigation Re-Route Notification

Employee Incident Report

THIS FORM IS TO BE COMPLETED IMMEDIATELY FOLLOWING AN INCIDENT. If the injury
resulted from an incident involving a student, this form will be partially updated through the Student
Incident Report which should be completed first.
Report your injury or near miss incident immediately to your supervisor.
Report your injury to WorkSafe BC by calling TELECLAIM (1-888-967-5377) if:
* you miss time from work due to the injury and/or
¢ your injury required medical attention (e.g. physician, hospital)

Date of Report:

Will the worker be away from work beyond the date of injury? v

Has the worker seen a qualified medical practitioner? v
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6. When you have completed all the fields for these tabs, you are ready to submit your report to your
supervisor at the bottom of the Employee Incident Report subtab. Sign your plan by checking the

checkbox (1) and send your supervisor a notification by checking the checkbox (2) and pressing the
button to “Submit Report”.

Employee Declaration and Signature

1 [ 1 declare that the information provided in the employees report of incident is true and correct.

Employee Name

Date

2 The above information is complete. I am ready to
i arvisor and to Health & Safety.

‘ 4 Submit Report Date

Note: When you click on “Submit Report”, the date will be stamped and a pop-up will indicate that the
notification has successfully been sent.

Date | 2024-04-26

[ Notification Submitted

O The notification has been sent.
The above information is complete. I am ready to O
send it to my supervisor and to Health & Safety.

€9 [submit Report Date [2024-06-11

OK

7. When you return to your Dashboard at a later time, your record will now appear on your My Forms
card. Click on the name of the form to open your record.

8. You can view a list of all your Employee Incident Reports by going to the Incident History tab. If multiple
reports have been filled out, you can click on the one you would like to view.

Employee Incident Report form (NOTE: Create/Add only from "My Forms") A\‘?C n
General Information Incident Information Files and Links
School School Year Job Position /Title Where incident occurred Date of Incident
Annieville Elem%ary 2024-2025 Teacher
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