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	DOCUMENTATION CHECKLIST

	Information required if available

	All Incident Report Form (completed)

	Statement from employee

	Witness Statements

	Supervisor’s Statement

	O&M / Facility Manager Statement

	Doctors Certificate

	Pictures / Photographs/Plans

	Copy of Shift Instructions given

	Copy of Shift Time Sheet

	Copy of Pre-Start Checklist

	Copy of previous operators Time Sheet

	Copy of previous operators Pre-Start Checklist

	Copy of employees training Questionnaires

	Copy of Certificates of Competency

	Copy of Induction register

	Copy of employees training records

	Copy of recent service records for machinery involved

	Copy of weekly safety inspection for machinery involved

	Any Manufacturers recommendations

	Maintenance reports for equipment post-incident

	Correspondence to or from Client

	Correspondence to or from Statutory authority

	Copy of any relevant permits, licences or works approvals

	Copy of any relevant environmental or health-related monitoring results

	Copy of calibration certificates



NB: Documentation listed above must be clearly referenced in the body of the report.
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