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Incident Reporting
Section A: Critical Instruction

	Introduction
	For any incident involving serious injury/fatality, imminent environmental material harm, or structural integrity collapse, immediately secure the scene, contact Emergency Services (000 in Australia), and notify the Project Director and Safety/Environmental Lead by phone within 15 minutes.

	Purpose
	This incident reporting document serves two vital functions: immediate site management and systemic prevention. It converts an unexpected operational event, whether a safety breach, environmental spill, design error, or near miss into structured data that protects workers, secures compliance, and improves processes.

	Target Audience
	All Personnel, Project Managers, Design Engineers, and Subcontractors



Section B: Initial Incident Notification

	To be completed by the Site Supervisor / Project Manager within 2 hours of the incident.

	Project Name and Code
	

	Site Location and Area
	

	Date and Time of Incident
	Date DD/MM/YYYY
	Time: hh:mm AM/PM

	Report Date and Time
	Date DD/MM/YYYY
	Time: hh:mm AM/PM

	Person Reporting
	Name:
	

	
	Role:
	

	
	Contact Person:
	

	Principal Contractor             (if applicable)
	



Section C: Incident Classification and Severity

	Select primary classification and severity level:

	Primary Category

	☐ Work Health & Safety (WHS) (Medical Treatment, Lost Time, First Aid)
☐ Environmental (Spill, Unsanctioned Clearing, Sediment Runoff, Dust/Noise)
☐ Quality / Technical Design (Design Error, Non-Conformance, Structural Failure)
☐ Property / Plant Damage (Equipment Collision, Utility Strike, Asset Damage)
☐ Near Miss (High Potential for serious outcome)

	Severity Level

	☐ Level 1 (Minor): First Aid / Minor containment / Internal damage less than $1k.
☐ Level 2 (Moderate): Medical treatment / Contained environmental spill / Damage $1k–$20k.
☐ Level 3 (Major): Lost Time Injury / Material environmental harm / Structural design defect / Damage greater than $20k.
☐ Level 4 (Critical/Notifiable): Serious injury or death / Major environmental harm / WorkSafe or EPA notification required.




Section D: Immediate Description and Scene Action

	What Happened?
	(Provide a concise, factual summary of events leading up to and during the incident. Avoid assumptions or placing blame.)




	Immediate Actions Taken
	(Containment, scene isolation, first aid rendered, spill kit deployed, work stoppage, etc.)







Section E: Detailed Incident Investigation

	To be completed by the Lead Investigator / Safety & Technical Lead within 48 hours.
Persons involved and injured (if applicable).

	Name
	Role / Organisation
	Injury / Impact Details
	Treatment Given

	
	
	
	

	
	
	
	

	
	
	
	



Section F: Causal Analysis

	Root cause analysis ensures that investigations move beyond immediate symptoms to uncover the systemic engineering, design, or procedural failures that allowed the incident to occur.

	Why 1 
Direct Cause
	(Why did the primary event occur?)

	Why 2
Execution or Operational Cause
	(For example: Why did the pipe crush under those specific loads?)


	Why 3
Design or Specification Cause
	(For example: Why were improper backfill materials and compaction equipment used?)

	Why 4
Document Control or Verification Cause
	(For example: Why was the construction team working from an outdated drawing revision?)

	Why 5
Systemic or Root Cause
	(For example: Why was the document control transmittal process bypassed prior to site execution?)




Section G: Categorisation of Identified Root Causes

	Select primary classification and severity level:

	Select all primary underlying factors contributing to the failure

	☐ Technical / Design Error: Incorrect calculations, wrong material specification, or inadequate safety margins.
☐ Document Control / Communication: Working from superseded drawings, unapproved RFIs, or missing transmittals.
☐ Execution / Workmanship: Non-compliance with issued construction drawings, specifications, or hold points.
☐ Plant & Equipment: Mechanical failure, improper tool selection, or lack of maintenance records.
☐  Training & Competency: Lack of site induction, task familiarity, or technical oversight.
☐  Environmental / Site Conditions: Unforeseen geotechnical conditions, extreme weather, or unmapped utilities.



Section H: Root Cause Summary Statement

	Summarise the core systemic finding that must be addressed

	(For example: Failure in design configuration management and pre-construction document sign-off protocol allowed field execution using superseded drawings, resulting in improper bedding specification and structural pipe collapse.)










Section I: Document Control 

	Document Identifier
	VC-POL_IRT_001

	Current Version
	1.0

	Effective Date
	20/07/2026

	Review Date
	20/07/2027

	Document Owner
	Principal Civil Engineer

	Status
	Approved

	Version History
	20/07/2026 
Approved and released for organisation-wide implementation.
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