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     Insight Institute of further Studies | RTO: 46034 | CRICOS Code: 04152G



	Notice: This form must be completed for any injury, near-miss, property damage, or hazard occurring at IIFS campuses or workshops. Submit completed forms to info@iifs.vic.edu.au or Campus Operations within 24 hours.



	1. Incident & Reporter Details



	Date of Incident:
	Time of Incident:
	Campus Location:

	DD/MM/YYYY
	e.g. 10:30 AM
	City / South Morang Workshop



	Full Name of Reporter:
	Contact Phone / Email:
	Reporter Role:

	
	
	☐ Student   ☐ Staff   ☐ Visitor



	2. Incident Classification



	Select all that apply:

	☐ Personal Injury / Illness   ☐ Near-Miss / Dangerous Event   ☐ Property / Equipment Damage   ☐ WHS / Workplace Hazard



	3. Details of Event or Hazard



	Description of Event / Hazard (What happened?):

	





	Equipment / Machinery Involved (if applicable):

	



	4. Witness Details



	Witness Full Name:
	Witness Contact Info:

	Full Name
	Phone Number / Email Address



	5. Injury & Medical Treatment Details (If Applicable)



	Injured Person's Name:
	Nature of Injury (e.g. Cut, Burn, Strain):
	Body Part Affected:

	
	
	



	First Aid Administered?
	First Aid Officer Name:
	Further Medical Care Required:

	☐ Yes   ☐ No
	
	e.g. Hospital / GP / None



	Reporter Signature:
	Date Signed:

	Sign or type name
	DD/MM/YYYY



	6. Sign-Off & Compliance Review



	Immediate Actions Taken to Control Hazard / Risk:

	





	Student Support / Compliance Officer Signature:
	WHS / Campus Manager Signature:
	Date Actioned:

	
	
	DD/MM/YYYY





Yours sincerely,
[image: ]
Kamal Mann
CEO Insight Institute of Further Studies

	[image: Speaker phone with solid fill]03 7032 8877
[image: Envelope with solid fill]info@iifs.vic.edu.au
[image: World with solid fill]www.iifs.vic.edu.au
	[image: Marker with solid fill]AXIS CENTRE, 25/797 Plenty Rd, South Morang, VIC 3752
	pg. 0

Approved By: CEO
Version: 1.1



image1.png




image2.png




image3.png




image4.svg
       


image5.png




image6.png




image7.svg
  


image8.png




image9.svg
   


