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INCIDENT MANAGEMENT: Extreme, Major and Notifiable or High Potential Incidents 

COLLEGE DEAN / HEAD of 

SCHOOL 

PERSON 

REPORTING

MANAGER / SUPERVISOR

SAFETY TEAM 

INVESTIGATION REPORTS & BULLETINS IMMEDIATE ACTIONS NOTIFICATIONS INVESTIGATION

INCIDENT OCCURS

1. Treat injured/ill (as required).

2. Secure area if safe to do so.

3. Prevent escalation.

4. Take notes on all observations 

Notify: 

- Manager / Supervisor immediately 

- All persons in immediate vicinity.

Notify Immediately:

- College Dean / Area Director 

- Subject Matter Expert

- Manager HSE

- Security / Emergency Response

1. Ensure any injured cared for.

2. Ensure incident scene is secure.

3. Preserve the site and evidence.

Notify:

- VC

- Council

1. Write down notes on:

      - Who

      - What

      - When

      - Where and Why

2. Draw sketch / map of incident scene.

3. Take photos.

1. Interview witnesses.

2. Take more photos as required.

3. Assist emergency responders.

4. Ensure the site and scene is preserved 

if incident may be a ͚notifiable͛͘

1. Initiate ICAM investigation.

2. Appoint Lead Investigator.

3. Appoint Investigation Team as 

required.

1. Confirm condition of casualties.

2. Cease or pause task / activity as 

required

3. Review Risk Register and other 

Risk Management Tools and 

procedures

Notify:

- Immediate  notification to Regulators as 

required 

- Notify other external agencies as required

- Brief HSE Team

1 Undertake quality assurance of 

investigations.

2. Assist with incident 

classification as required.

3.Liaise with external authorities.

Preliminary Report

Due within 5 working days 

post event.

INITIAL SAFETY ALERT 

Due within 7 days 

post event .

feeds 

into

feeds 

into

SAFETY BULLETIN

Due within 14 days 

post event.

ICAM Report

Due within 30 working 

days post event.

CORRECTIVE ACTIONS

 To be completed within 30 

days

1. Confirm condition of casualties.

2. Determine ͚notifiable͛�status.

3. Discuss with external agencies as 

required.
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