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Introduc�on to Incident Repor�ng 
 
Regardless of best inten�ons, accidents can happen - as well as conflicts or behaviours that you 
need assistance to address. When these situa�ons come up, to best support everyone involved, 
please complete a confiden�al incident report and submit it to your provincial organiza�on. 
 
Online 

• A link to the Youth Safety Repor�ng System at 4-H in Canada can be found at 4-h- 
canada.ca/youth-safety and through your provincial organiza�on’s website. 

• This new system is open to all leaders and staff. A User ID is not required. 
• When you complete the form online it is automa�cally directed to your provincial office 

for review and support. 
 
With support from your provincial organiza�on 

• If you do not have access to the online system, document the incident on a paper form 
and reach out to provincial organiza�on for next steps. 

 
Who Should Submit the Incident Report? 
 
Trained Leader or Staff 

• The trained leader or staff overseeing the event should complete the incident report and 
include contact informa�on for other leaders or witnesses. 

 
Youth, Parents, or the Public 

• 4-H has an open-door policy for repor�ng concerns of misconduct, harassment, or 
abuse, and takes any claims very seriously. A confiden�al report may also be made by a 
youth member, parent, par�cipant, or member of the public. Reports will be delivered 
directly to the provincial organiza�on. 

 
Two-Way Portal  
 
The two-way portal allows you to log back into the system, review your submited cases and add notes 
or files to the case.   
 
Staff reviewing your case will also be able to share notes and files with you.   
 
If you are a returning user, you can log in to your exis�ng account or simply start a new case.  If you have 
not created an account or are not logged in, you will be prompted to create an account or log in at the 
botom of the form submission.  

https://4-h-canada.ca/resources-education/youth-safety
https://4-h-canada.ca/resources-education/youth-safety
https://4-h-canada.ca/about-us/accredited-4-h-organizations


 
You may choose to remain anonymous even if you have logged in. If you choose to remain anonymous, 
you can s�ll exchange notes and files with 4-H staff, but staff will not see your iden�ty.   
 
Logging into Exis�ng Account  
 
To review any updates on your submissions, you can return to htps://4h-canada.i-sight.com/portal and 
scroll down to log in using your user name and password.  Once logged in, you cannot edit previous 
submissions, but can access all your cases , review any notes added by staff, or add your own a note or 
file.  
 
Adding or Viewing Notes and Files  
 
To add a note or file, select the case, click on Notes or Files, and then on Add Note or Add file.  Complete 
the page and click the save buton to update.  
 
To view a note or file, select the case, click on Notes or Files, and select the note or file. 
 
What Types of Incidents Need to be Reported? 
 
Ask yourself: 
 

• Am I concerned about a youth’s safety? 
• Was someone injured or sick at a 4-H event? 
• Was there significant damage to anyone’s property? 
• Is someone at the event viola�ng the Code of Conduct? 

 
Use the table below to determine when an incident report is required. Reach out to 
provincial staff if you have any ques�ons. 
 
Issue Incident Report Required? 
Observe, know, or suspect child 
abuse or that a child is in harm’s 
way. 

Always no�fy authori�es first. 
Then complete an incident report if 4-H leaders or youth 
are involved. 

Misconduct related to: 
• Mishandling of finances 
• Breaking federal or 

provincial law 
• Using drugs or alcohol at a 

4-H youth event 

Always 
 
Refer to 4-H in Canada Youth Safety Policy Manual: 

• Misconduct Policy 

Failure to uphold policy: 
• Breach of confiden�al 

personal, health, or 
financial informa�on 

Always 
 
Refer to 4-H in Canada Youth Safety Policy Manual: 

• Safety Assessment and Management Policy 

https://4h-canada.i-sight.com/portal
https://4-h-canada.ca/resources-education/youth-safety
https://4-h-canada.ca/resources-education/youth-safety


• Youth or adult is excluded 
from par�cipa�ng 

• Failure to implement 
youth supervision 
prac�ces (i.e. Rule of Two) 

• Inclusion Policy 
• Supervision Policy 

Risk to 4-H reputa�on and image Always 
Issue Address Locally Incident Report Required? 
Concerning ac�ons, such as: 

• Disrespec�ul speech, 
ac�on, or behaviour 

• Unsportsmanlike conduct 
• Failure to provide 

appropriate animal care 

If able to address the 
issue at club or event 
with quick resolu�on 
or correc�ve 
coaching. 

If this is a repeated issue or 
behaviour raises safety 
concerns. 

Accident or illness involving any 
par�cipants. 

If very basic first aid 
treatment provided. A 
note on treatment is 
given to parents. 

If there is an illness, injury, or 
mental health concern, or if a 
vehicle is involved. 

Property damage If it is easily repaired. If it is unexpected, and/or may 
involve insurance. 

Issue Alterna�ve Resolu�on Process 
Interpersonal conflict between 
youth or adults. 

If conflict or grievance is related to misconduct, use the 
table above to determine if an incident report is 
required. 
 
Otherwise try to resolve at club or event first. 
 
Provincial conflict and grievance protocols offer �ps and 
next steps if further support is needed. If this does not 
resolve the conflict or grievance, reach out to the 
provincial office for support. 

 
Guidelines for Repor�ng Abuse 
 
If you are a concerned about a youth’s safety, report concerns to authori�es immediately. 
 
The individual who either hears the disclosure or has the suspicion of abuse must be the one to 
make the report. Do not conduct any inves�ga�on to substan�ate allega�ons. This is the role of 
child protec�on agencies and police, and they will provide direc�on on no�fying parents. 
 
As the disclosure or concern came to you as a 4-H leader or staff, you must also complete a 
confiden�al 4-H incident report to document that you have made a report to authori�es. To 
maintain the privacy of those involved, only include specifics of the abuse if it warrants follow-
up within 4-H. Your report to authori�es should include all the informa�on you have. 



 
What Types of Incidents Don’t Require an Incident Report? 
 
Examples of incidents that don’t require an Incident Report are: 
 

• Lost loose tooth due to normal development. 
• A cut treated with a Band-Aid. 
• Wind blew over a sign at Achievement Day. 
• A member calls another member a ‘marshmallow head’ at campfire. 
• A member drops the lead on their animal, but it is secured again without incident. 
• A woodworking tool breaks due to normal wear and tear. 

 
Complaints should always be addressed with a discussion first. Regional or provincial staff 
can help to support this process. 

 
Opening an Incident Report Form 
 
Access the Youth Safety Repor�ng System for 4-H in Canada from your computer or mobile 
device browser. Consider bookmarking it for quick access. Note: you must have internet or 
cellular data access to complete the form and submit it. You can’t save a par�ally completed 
form. 
 

• Form type – select the Incident Repor�ng Form 
• Organiza�on – select your provincial organiza�on. The form will be sent to provincial 

staff when you submit it. 
 

 
 
A�er selec�ng the organiza�on, the instruc�ons and fields specific to incident repor�ng will 
load. 

https://4h-canada.i-sight.com/portal


 
On the following pages, we’ll walk through each sec�on of the form and describe important 
fields in more detail. 
 
Incident Report - Form Instruc�ons 
 
You must submit the incident report in one session – you may not save a dra� and complete it 
later. Review the instruc�ons and gather all the informa�on you will need before proceeding. 
 

 
 
Incident – Who and When 
 

• Fields marked with * must be completed to submit the form. 
• Under ‘Incident related to:’ describe who was involved in the accident, injury, or conduct 

concern. You may select mul�ple op�ons: 
o Adult Leader/Volunteer – trained leader, screened volunteer, and/or chaperone 

ac�ng in a leadership role 



o Family/Spectator – visitors atending an event  
o Guest - invited judge, speaker, etc. 
o Property – damage at mee�ng loca�on or to 4-H materials, equipment, etc. 
o Staff 
o Youth Member – includes invited youth guests  
o Other 

 
 
Incident – Type 
 
Incident type, Incident sub-type: select one descriptor and then one or more sub-types. You’ll 
be able to describe the incident in more detail further down the form, but this descriptor will 
help to support high-level repor�ng. 
 

• Allergic Reac�on – environmental, food, insect/animal, medicine. 
• Brand – nega�ve media, animal ac�vism, misuse of brand. 
• COVID-19 – symptoms or posi�ve test, non-compliance to waiver or protocols. 
• Environmental Health & Safety – fire safety. 
• Fatality - death at an event. 
• Illness – someone is sick (includes mental health, non-COVID illnesses).  
• Inclusion – failure to accommodate or meet an accommoda�on request. 
• Injury – someone got hurt. An addi�onal field will appear to indicate the Injury Loca�on 

(i.e. upper body, head, etc.). 
• Misconduct – abuse, bullying, drugs or alcohol, anything related to a Code of Conduct 

viola�on. 
• Other – near miss, missing person, a complaint or concern that doesn’t fit any other 

category. 
• Security – the�, an alarm. 

 



 
 
Incident – Details & Par�cipants 
 
When providing details of the incident, keep the following in mind: 
 
Be brief 

• Start with a basic summary statement of the en�re incident. 
• Next, list a chronological, point-form recount of facts. 
• Witness accounts can be atached as a separate file. Leave details of first aid or other 

treatments to later sec�ons. 
 
Be factual 

• Keep to the facts, rather than guessing or making a judgment. 
• Focus on what you saw and heard. You may describe what you saw a youth member do, 

but do not comment on why you think they did it. An incident report is not an 
opportunity to assign blame. 

 
Be accurate 

• Use real names vs. roles or other jargon. 
• Provide full names and contact details in the Par�es sec�on at the botom of the form. 

 

 
 
Incident – Event & Club(s) Involved 



 
• Name of event/program: – type the name if it is a reoccurring event or program. For 

example: Dairy Days, Discovery Days, etc. 
• Type of event: select the best descriptor. For example: club/project mee�ng, 

Achievement Day, or provincial program. This will help with high-level repor�ng. 
• Area/County/Region related to incident: some provincial organiza�ons have pre-loaded 

this drop-down list. If loca�ons are not showing for your province, select the ‘All’ op�on 
to load a list of club(s) in the next field. 

• Club(s) related to incident: this field may be pre-loaded with a list of clubs for your 
area/county/region, or province. If your club is not listed, select ‘Not in list’ and you’ll be 
prompted to type in a club name. 

 

 
 
Incident – Ac�vi�es Involved 
 
All incidents are reviewed and used to make improvements to our safety procedures. By 
accurately selec�ng the ac�vity, we can produce helpful high-level reports. Once you choose a 
primary ac�vity category, you’ll see a prompt to add addi�onal informa�on. 
 
Ac�vi�es involved in incident: 
 

• Animals & Agriculture – beef, dairy, farm machinery, gardening, goat, horse, poultry, 
rabbit, sheep, swine (includes club mee�ng ac�vi�es and shows) 

• Aqua�cs – canoeing, fishing, swimming 
• Indoors – art & cra�s, cooking, science & tech, square dancing, trades, wood working 
• Outdoor Living – Archery, biking, camping, hiking, horseback riding, overnight camp, 

sports & games, �mber sports, tug of war 
• Winter – ska�ng, curling, skiing, snowmobiling, snowshoeing, tobogganing  
• Other 



 

 
 
Incident – Loca�on 
 
By accurately describing where the incident occurred, appropriate follow-up can be made with 
property owners and 4-H insurance. Provincial staff will facilitate the follow-up. 
 



 
 
Incident – Immediate Ac�ons Taken 
 
Describe immediate ac�ons taken: Provide the name of anyone who provided first aid and 
details of the treatment. Make note of any medica�ons that were dispensed, and the �me they 
were administered. Parents should be consulted prior to the administra�on of medica�on 
unless a medica�on plan (i.e. asthma inhalers, insulin, epi-pen) was signed by parents in 
advance. 
 



 
 
Provide contacts for any other medical aten�on that was given. This may be required to 
support an insurance claim. 
 
Follow-Up – Contac�ng Parents 
 
Parents should be contacted immediately if the youth is unable to con�nue with the program, 
emergency services are contacted, or addi�onal care is required. 
 
If care is needed during an overnight event, it may be appropriate for the youth to return to the 
program, but parents must be kept updated. 
 



 
 
Follow-Up – Time Away from Program 
 
Indicate how long the ill or injured person will be away from the program. 
 
Provide details on how the decision was made to either keep the par�cipant at the event or 
ac�vity, or send them home. 
 



 
 
Follow-Up – Repor�ng to Police 
 



 
 
Follow-Up – Repor�ng to Other Authori�es 
 

• Department reported to: provide the name of the health authority (i.e. for the outbreak 
of a reportable disease) or animal welfare authority (i.e. animal abuse or outbreak of a 
reportable disease). 

 



 
 
Par�es – Add Details of Those Involved 
 

 
 

• Reports may be submited by concerned youth, parents, or the public. Include your 
informa�on as the Incident Reporter and include the Trained Leader or Staff supervising 
the event/program. 

• If you try to submit the Incident Report without entering the required par�es, you will 
see an error message: 

 



 
 

 
 
Upload File 
 
You can upload any files related to the incident: 
 

• Copies of police reports 
• Photos taken of property damage or vehicles involved (please be sensi�ve to the privacy 

of anyone who is injured and ask for their permission) 
• Witness statements. They may write the statement by hand, and you can upload a 

picture. 
 
Once the incident report is received by provincial staff, they may reach out for addi�onal 
informa�on, as there is a process for emailing addi�onal files. 
 



 
 
Submit the Incident Report 
 

• Scroll to the top of the page and click the green Submit buton in the upper right corner. 
 

 
 

• If you’ve missed any mandatory fields (marked with *) or par�es, an error message will 
be displayed, and the missing informa�on will be marked. 

 

 
 

• Complete any missing fields and click Submit again. When the form is successfully 
submited, you’ll see a message across the top of the form. A confirma�on email will 
also be sent to the incident reporter if an email was provided in the Party sec�on. 

 
Confirma�on of Submission 
 



• If you entered your email as the incident reporter on the form, then you will receive a 
confirma�on email. 

 

 
 
What Happens A�er the Report is Submited? 
 
Provincial staff will review every form that is submited and will determine next steps. 
 
You can add and review any notes or files by logging in to the two-way portal (see page 2 of this 
document). 
 
 



 
 
 
Repor�ng Abuse 
 



The safety of all children must always be ensured in the process of repor�ng abuse. 4-H Canada 
guidelines are based on the best prac�ces developed by the Canadian Centre for Child 
Protec�on. 
 



 
 
 




