


Flight Store Pty Ltd is dedicated to providing a safe working environment for everyone. 

What is an incident? 
An incident is an event or circumstance 
that could have, 
or did, lead to harm. 

Why do we report incidents? 
Incident reporting helps us learn and 
minimise risk to staff. 

1. Who is reporting this incident?
Reporter's Name 

Position 

Department 

Reporter's contact details 
Reporter's phone number: 

Reporter's email: 

Date reported: 

2. Who was affected?
The incident relates to (please select): 

Me I myself 

Worker/ Contractor 

Customer/ Relative/ Visitor 

Property/ Vehicle/ Equipment 

Name/s of person(s) or property affected: 

Contact details of person(s) affected: 

Address of person(s) affected: 

What do we do in an incident? 
1. Prioritise the safety of yourself

and others.

Who should complete this form? 
Please fill out this form if you witness 
or are involved in an incident 

2. In an emergency, call triple-zero
(0-0-0).

3. Alert your manager/ coordinator of
the incident.

4. Complete this form as soon as
possible.

Incident Report Number (Office use only) 

Manager/ Supervisor: 

Did the incident occur during regular work hours? 

Yes No 

Has anyone been injured (physically or otherwise)? 

Yes No 

3. When did the incident occur?
Incident date: Incident time: 

4. Where did the incident occur?
Site: (e g Flight Store, Airshow)

am pm 

Setting/ location: (e.g. bathroom, hallway, waiting area, 
meeting room, car park): 

Address: 




