Attachment 9 – Incident Management Report (IMR) Sample
 Incident Details 

	What happened? 
	Describe incident in detail.  Did it occur during scheduled works?  If yes, cite contractor and WAAP number in “Additional Information”.

	When did the incident occur? 
	Date and time.

	Where did it occur? 
	Be specific.  Include room number, interior/exterior, level, and block.  If in the grounds reference items nearby to better identify the exact location.

	Person(s) in the vicinity of the incident: 
	Name(s) and position held.  If a class, identify the class by name.  If a visitor/contractor, state purpose of visit.

	 Additional Information: 
	Any injuries?  How long had the area been in use before being restricted?  What corrective

actions were taken?  WAAP number, contractor name.



Initial Response Action Taken 

	Initial Response/Actions: 
	Describe when and how the area was restricted.  Where were students relocated to?  

If material assumed or confirmed ACM then QBuild to be notified? 

Parent/Caregiver Communication: Approved letters from Regional Directors sent to parent/caregivers from schools for confirmed or assumed asbestos related issues are to be saved against the IMR record and noted in this section as being saved.

	Follow-up action required? 
	Always YES, except when material is found to be NAD.  If ACM is “assumed”, then testing of disturbed ACM is needed.  

	If YES, provide details: 
	When was QBuild and/or DoE region notified?  “BEMIR indicates the walls as confirmed ACM” Sample testing of disturbed material done?


Contacts 

	Name and contact information of the person(s) associated with the incident.


Notification History 

	Name: AUTO FILLED
	Email: AUTO FILLED
	Notified: AUTO FILLED


Testing and Results 

	Completion of this field not required


Related Work Area Access Permits 

	Add WAAP numbers related to the actual repair and clean.  IMPORTANT: signing off on or closing a WAAP means that the work area has been thoroughly inspected and cleaned and is now available for reuse.  NEVER close a WAAP without inspecting the area first.


Corrective Action Taken 

	Completed as required.  This is a log of actions taken by stakeholders during the course of the incident, e.g.: QBuild make safe repairs, further follow up work performed.  Test results for “confirmed asbestos bulk samples” only need to be logged here if unable to do so in the “Testing and Results” area.  Log when the building manager authorised reuse of the room.  Also use this area to log and add a description of the documentation saved into BEMIR.
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