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Incident Report

	Date of Report
	

	Actioning Officer: 
	

	Position:
	

	Incident description
Date and time incident occurred, physical location of incident, detailed explanation of the incident, affected individuals or systems impacted by the incident and any supporting evidence.





	Immediate actions taken
Steps taken to prevent further damage and actions taken to fix the immediate issue





	Further action required
Analysis of the cause of the problem, lessons learnt from the incident for future prevention, specific steps to prevent similar incidents.




	Person/s or staff notified of incident including time and date
Information of who was notified and how, including reporting to regulatory bodies, if required.
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