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Incident Investigations Report – insert activity/incident(s) to be investigated
	Event / Response:



	Date performed: 


	Location / property number:

	Personnel interviewed (names, roles, date): 

	Auditor(s):

	Scope of investigation (including relevant documents, incidents and previous audits):


	Summary of findings:
· 

	Distribution list (including electronic location): 



	List of Actions

	Issue Raised or Recommendations -to be completed by auditor
	Responses to issue raised/recommendation and date completed – to be completed by the Section Manager or delegate

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Date when all actions completed
	Supervisor / Manager (name): 
	Date: 


Investigation Checklist
	Requirement
	Compliance

(C/NC/NA)
	Record Observations /Evidence for Compliance


	Comment or Recommendation

	Incident report 

· Is the incident report complete?
	
	Attach original and updated (if required) incident reports

	

	Witness statements 

· Witness statements available and complete?

· Confirm details with witnesses.

· Any other records from witnesses eg photos


	
	Attach record of conversation, witness statements, photos

	

	Risk assessment 

· Completed, approved and available?

· List key treatments to check implementation

	
	Attach risk assessment, evidence of implementation 
	

	Documents (eg policy, procedures, IAP) that support task 
· Evidence of document availability and use


	
	Attach documents or list documents with version number/date
	

	Records that support task (eg event log, task request, record of conversation, induction, brief, debrief)


	
	Attach records 
	

	Details of the incident 

· Sequence of events that lead to the incident

· Sequence of events following the incident


	
	
	

	Cause analysis 
· Why did the sequence of events happen?

· Relative significance of causes

· Risk assessment of sequence of events reoccurring 

	
	Attach risk assessment 
	

	System improvements recommended to address causes - categorise improvements as:

· Policy and commitment

· Planning

· Implementation

· Monitoring and evaluation

· Review and improvement


	
	
	

	Risk to response/organisation of not adopting recommendations – including
· Potential effect (on personnel, response) of another similar incident

· Relative significance of incident causes and effects
	
	Attach risk assessment
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