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INCIDENT REPORT

Document the facts. Presenve evidence. [dentify causes and prevent recurrence.

Incident

Project | Clleant Report No.

] T
Incident
Location Incident Data

[ T
Employer | Incident Time / o ;
Company Shift Tirni: O Day O Night

]

Activity Being
Perfarmad Date Reported
Report Safety | Risk [
Prepared By HR

1 Incident Information compiere knowrn focts promptly. mark unknown items for follow-up

2 Injurad Person(s) 3 Witness Information

Marna: Marne:

Emplayear { Job Tile: Employar { Job Title:

Contacl No.: Contact No.-

Injury status: O Mone O First aid O Medical Statement obtainad: O Yes O Na

Treatmant / facility: Interviewsd by:

Addilional injured persons atlached: O Yes O No Date ! time:
Additional wilnesses attachad: O Yes O No
Othar:

4 Incident Classification sciccr all that aoply and wecord actudal or potential severity.

TYFE Injury ! liness Hear miss Property damage | Environmental Security | other
LEVEL Minor / first aid H:f:::‘:::’ Loat time | serious ‘ Lite altering / major | Fatality { catastrophic

Classification: INJURY /ILLNESS NEAR MISS PROPERTY DAMAGE ENVIRONMENTAL f OTHER

Severity: Minor - firsl aid or limited impacl Recordable ¢ moderate - medical reatmenl, restricled work, or material damage. Sarious - lost lima,
hospilalization, major damaga. or releasa. Critical - falakity, life-altaring injury, or catastrophic evenl
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RN e 5 Description of Events Record the sequence objectively. Distingulsh ohserved focts from ossumptions
TIME | EVENT I ACTION / . ! EVIDEN FOLLOW SOURCE {
SEQUENCE OBSERVED FACT 1 CE -LiF FERSON
oW oWy
1 orp DR

tn
o
T
o}
a

oWy oWy
T Dip D/P

Evidence Key: O = Observed W = Witness statement D = Document P = Photo [ video

Reporting reminder: Presarve the scene when safe, provide care, control ongoing hazards, capture time-sensitive evidence, and avoid
assigning blame. Use additional pages or attachments when more space is needed.
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T R 6 Injury/lliness Details | 7 Equipment/Property Damage

& Injuryflliness Datalls T Equlpment/Property Damage
O No indury { iliness O Mo equipment | proparly damagea
O First aid Owmier:

O Medical treatment Equipment / property:

Assal [ sarial no.:
Damage description:
Estimated cost:
Removed from service ! secured: [ Yes O Mo
Photos attached: O Yes O Na

Raepair | claim no.:
Environmerdal impact: O Mone O Yas
Relaase quantily / material:
Chsposilion / storage:

O Restrictad work

[ Days away from work
I Fatality
Bedy part:
Mature af injury:
Treatmant pravider:
Treatmant date [ timae:

Casga [ claim ng.:

Privacy casa / restricted access: O Yes O No

Othar: Othar:
8 Immediate Corrective Actions
immediate | Medical !
Action Owner / Response |
No. Facility
1 i

Scene Location |
Secured By Area Isolated
E ' Ongoi '

margency - . ngoing - .
PR el O Mo O Yes - agency / report: Hazard O Yes O Mo - axplain:
Callad? Controllad?
i Responsible Mame: Due:
Corrective F D : ’
Aakinn erson | Due

9 Root Cause Analysis

T T
O People | supenision [ Procedures | plamning O Equipment / toals 00 Matarials / environmant

O Other:

O Training / competency O Communication O Managemant systam

10 Photos/Evidence

Preserve relevant photos, video, documents, equipment, samples, electronic records, training records, permits, and statements.
Record who collected each item, when and where it was collected, where it is stored, and any transfer of custody. Do not alter or

discard evidence unless authorized under the organization's retention and legal-hold reguirements.

]
Evidence ltem
| Photo No. Date ! Time
Description |
Collectad /
File [ Storage
Location Preserved By
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11 Notifications Record required imternal and external notifications and confirmation details
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MOTIFICATION AGENCY | CONTACT YERIFIED ! CLOSED

Supervisor | Management

Safety / Risk / HR

Client ! Owner [ Insurance

Regulator / Emergency
Authority

12 Corrective Action Tracking: Assign an owner and due date; verify effectiveness before closure.

Usze one line per action. Intarim meaasures remain in place until permanant corrective action iz completed. Closure confirms
implementation and effectiveness review, it does not walve any reporting, madical, reguiatory, contractual, or recordkeeping duty.

CORRECTIVE ACTION / REQUIRED RESULT DUE ! COMPLETED | VERIFIED ! CLOSED

13 Supervisor Review | 14 Management Approval | 15 Record Retention

T T

Supervisor .
Rivisie O Comptete O Follow-up required Date / Time
Management | Mot [

O Approved O Returned for follow-up Approval
Approval Commeants
Record
Retention Final Approval
Location | ! Closure By
Period

IMPORTANT: This report supports incident documantaticn and follew-up but does not replace emergency responsa, medical care, regulatony reporiing,
workers' compensation, contractual notice, legal-hold, privacy, ar recordkeeping obligations. The employer remains responsible for imely reperting, qualifisd
ion, comective action, and secure retenbon
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