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Form 19: Injury Recording Document

	Details of the injury /incident

	Time injury / incident occurred

(use 24 hour clock format or indicate am / pm)
	

	Was the person physically injured?
	(Yes
	( No

	Full description of injury / incident

	

	

	

	Body location of injury

	

	Description of occurrence of injury / incident  (use separate sheet if there is not enough space)

	Where were you when the injury / incident occurred?

	

	

	

	What were you doing at the time?

	

	

	

	Describe how the injury happened / incident occurred

	

	

	Preventative action proposed or taken (use separate sheet if there is not enough space)

	
	Proposed
	Taken
	
	Proposed
	Taken

	Change to Committee training
	
	
	Change to volunteer training
	
	

	Equipment modifications
	
	
	Change to environment
	
	

	Equipment maintenance
	
	
	Change to work procedures
	
	

	Other preventative actions:

	

	

	Forward the completed report to Golden Plains Shire Council’s Risk Management Officer

Retain a copy for Committee of Management records


The Golden Plains Shire considers that the responsible handling of personal information is a key aspect of democratic governance, and is strongly committed to protecting an individual’s right to privacy. Council will comply with the Information Privacy Principles as set out in the Information Privacy Act, 2000. Council has in place a standard operating procedure that sets out the requirements for the management and handling of personal information.
