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[bookmark: _Toc410108711]Executive summary

[bookmark: _Toc409618726][bookmark: _Toc410108712]Incident Summary
Provide details of the incident:
Who / what / when / where / injury / damage / consequences
Brief and specific to convey significance of incident


[bookmark: _Toc409618727][bookmark: _Toc410108713]Key Findings
[bookmark: _Toc408929016]Briefly describe the findings of the investigation:
Systemic cause/s
Failed defences and organisational factors
Individual/team actions and task/environmental conditions


[bookmark: _Toc409618728][bookmark: _Toc410108714]Key Recommendations
Provide a summary of key recommendations that require attention from senior management.
These will most likely include:
Actions extending beyond the site with broader implications for the business unit or stream
Actions requiring substantial external resources or further investigation
Actions that require senior management decisions for implementation





[bookmark: _Toc409618729][bookmark: _Toc410108715]investigation team
	Team Member Name
	Role
	Work Unit

	<INSERT>
	Lead Investigator
	<INSERT>

	<INSERT>
	<INSERT>
	<INSERT>

	<INSERT>
	<INSERT>
	<INSERT>

	<INSERT>
	<INSERT>
	<INSERT>

	<INSERT>
	<INSERT>
	<INSERT>



[bookmark: _Toc409618730][bookmark: _Toc410108716]Notifications and statutory notices
Provide details of any external notifications of the incident (e.g. clients, regulatory bodies) and any statutory notices issued in relation to the incident. If not applicable, delete this section.


[bookmark: _Toc409618731][bookmark: _Toc410108717]incident overview
[bookmark: _Toc409618732][bookmark: _Toc410108718]Background
Provide details of the project including:
Name
Location
Scope of work
Client
Duration
Workforce

[bookmark: _Toc409618733][bookmark: _Toc410108719]What was being done
Describe all details of what was happening immediately prior to the incident.  Provide details of the:
Workplace
Work or task being undertaken
Persons involved (occupations)
Subcontract arrangements

[bookmark: _Toc409618734][bookmark: _Toc410108720]What happened
Provide a description of the incident, including the:
Sequence of events
Consequences and damage
Potential consequences and damage

[bookmark: _Toc409618735][bookmark: _Toc410108721]Immediate actions
Provide a description of the events following the incident. This might include:
Stop work arrangements
Drug and alcohol testing
Immediate mitigation measures


[bookmark: _Toc409618736][bookmark: _Toc410108722]Relevant history
Describe any relevant history that had an impact on the incident, including any:
Changes or modifications to plant/equipment
Previous incidents
Operational issues






[bookmark: _Toc409618737][bookmark: _Toc410108723]incident photographs

	




<INSERT PHOTO HERE>





	Fig 1.  <insert description here>

	<INSERT PHOTO HERE>

	Fig 2.  <insert description here>

	<INSERT PHOTO HERE>

	Fig 3.  <insert description here>




	<INSERT PHOTO HERE>

	Fig 4.  <insert description here>

	<INSERT PHOTO HERE>

	Fig 5.  <insert description here>

	<INSERT PHOTO HERE>

	Fig 6.  <insert description here>
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[bookmark: _Toc409618738][bookmark: _Toc410108724]data collection - peepo
Provide details of relevant information collected during the investigation. List the details under the following five headings:

	PEOPLE
	ENVIRONMENT
	EQUIPMENT
	PROCEDURES
	ORGANISATION

	
This information should come from the interviews. 
List the persons:
experience and time on site
competency and experience in the work they were doing at the time of the incident
amount of sleep and the number of days worked since their last day off
state of health and wellbeing
role in the incident

Note:  Identify people whose actions aimed to prevent or reduce the impact of the incident as well as actions that contributed to the incident
















	
Describe the nature of the workplace environment. Include details of:
Workplace conditions including access
Congestion
Condition of roads and ramps
Workplace layout
Housekeeping
Natural environment, etc.

	
Provide details of the condition of equipment:
Maintenance records
Pre-start checks
Defects
Confirm that plant was being used for the right application

	
Describe normal work method and procedures in place. 
Confirm if procedures have been communicated and if work is undertaken as planned
Provide details of the level of supervision and instructions that were given for the work


	
Describe details of the approach to safety management including:
safety leadership initiatives 
provision and quality of tools and equipment, facilities and resources
commitment to safety training







[bookmark: _Toc409618739][bookmark: _Toc410108725]data collection - timeline
Insert the sequence of events / timeline here as found during the investigation










[bookmark: _Toc409618740][bookmark: _Toc410108726]data collection – why tree
Insert the why tree / 5 whys here as found during the investigation 

	
	WHY
	WHY
	WHY
	WHY
	WHY

	Issue/Finding #1
	
	
	
	
	

	Issue/Finding #2
	
	
	
	
	

	Issue/Finding #3
	
	
	
	
	

	Etc
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[bookmark: _Toc409618741][bookmark: _Toc410108727]findings - icam Analysis

[bookmark: _Toc408929030][bookmark: _Toc409618745][bookmark: _Toc410108728][bookmark: _Toc408929027][bookmark: _Toc409618742]Organisational Factors
Identify any organisational issues, processes or decisions that have directly or indirectly created any adverse environmental conditions, task demands, attitudes or behaviours contributing to this incident.
	<ICAM Code>
	<ICAM Category>
· <list evidence for finding here>

	<ICAM Code>
	<ICAM Category>
· <list evidence for finding here>

	<ICAM Code>
	<ICAM Category>
· <list evidence for finding here>



[bookmark: _Toc408929028][bookmark: _Toc409618743][bookmark: _Toc410108729]Task / Environment Conditions
Identify conditions in the work environment that may have influenced the performance of equipment in relation to this incident.
Identify conditions in the work environment, demands of the task or capability requirements that may have influenced the actions of people in relation to this incident.
	<ICAM Code>
	<ICAM Category>
· <list evidence for finding here>

	<ICAM Code>
	<ICAM Category>
· <list evidence for finding here>

	<ICAM Code>
	<ICAM Category>
· <list evidence for finding here>



[bookmark: _Toc408929029][bookmark: _Toc409618744]

[bookmark: _Toc410108730]Individual / Team Actions
Identify any actions or failures to take action that contributed to the incident.  Did any of these actions violate a procedure?  Were any of the actions an error in the application of SCU processes?
	<ICAM Code>
	<ICAM Category>
· <list evidence for finding here>

	<ICAM Code>
	<ICAM Category>
· <list evidence for finding here>

	<ICAM Code>
	<ICAM Category>
· <list evidence for finding here>



[bookmark: _Toc410108731]Absent / Failed Defences
What were the control measures that did not prevent the incident or limit its consequences?  Look for equipment, work processes, procedures or detection systems that did work as intended in this incident.
	<ICAM Code>
	<ICAM Category>
· <list evidence for finding here>

	<ICAM Code>
	<ICAM Category>
· <list evidence for finding here>

	<ICAM Code>
	<ICAM Category>
· <list evidence for finding here>






[bookmark: _Toc409618749][bookmark: _Toc410108732]additional findings
Describe any additional findings from the investigation that were not directly related to the incident. 
	AF-1
	<Insert Title of Additional Finding Here>
<list evidence for finding here>


	AF-2
	<Insert Title  of Additional Finding Here>
<list evidence for finding here>


	AF-3
	<Insert Title  of Additional Finding Here>
<list evidence for finding here>




[bookmark: _Toc409618750][bookmark: _Toc410108733]recommendations / corrective actions
List the recommendations and/or actions to be implemented to prevent or reduce the risk of the incident happening again. The actions must specifically recognise and align with the root causes and contributory factors listed in the section above.
Enter the name of the person accountable and the date by which the actions are to be completed. Categorise actions according to the hierarchy of control (elimination, isolate, substitution, engineering, administrative or PPE).

	ICAM Code
	Recommendation
	Hierarchy of Control
	Responsible Person
	Due

	
	<insert recommendation here>
	<insert>
	<insert>
	<Insert>

	
	<insert recommendation here>
	<insert>
	<insert>
	<Insert>

	
	<insert recommendation here>
	<insert>
	<insert>
	<Insert>

	
	<insert recommendation here>
	<insert>
	<insert>
	<Insert>

	
	<insert recommendation here>
	<insert>
	<insert>
	<Insert>

	
	<insert recommendation here>
	<insert>
	<insert>
	<Insert>


Final approval for actions shall be at the discretion of the project manager.

	
	Additional Finding Recommendations
	HOC
	Responsible
	Due

	
	<insert recommendation here>
	<insert>
	<insert>
	<Insert>

	
	<insert recommendation here>
	<insert>
	<insert>
	<Insert>




[bookmark: _Toc409618751][bookmark: _Toc410108734]list of Appendices

[bookmark: _Toc409618752][bookmark: _Toc410108735]statements

[bookmark: _Toc409618753][bookmark: _Toc410108736]training records

[bookmark: _Toc409618754][bookmark: _Toc410108737]Other


[bookmark: _Toc305407576][bookmark: _Toc381963749][bookmark: _Toc409618755][bookmark: _Toc410108738]Report Sign-off
	Lead Investigator Sign Off:

	Name:
	Signature:
	Date: 


	Investigation Owner Sign Off: (SIRS1 = Executive Member    SIRS2 = Head of Work Unit

	Comments:


	Name:

	Signature:
	Date:

	Investigation Reviewer Sign Off: (SIRS1 = WHS Manager    SIRS2 = WHS Business Partner)

	Comments:


	Name:

	Signature:
	Date:

	Investigation Approver Sign Off: (SIRS1 = Vice Chancellor     SIRS2 = Executive Member)

	Comments:


	Name:

	Signature:
	Date:

	Name:

	Signature:
	Date:
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