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Incident Investigation Flow Chart

Incident Occurs
What do I do?

Example: A member slips over and accuses the club that incorrect footwear was sold to
him/her at the club for the appropriate surface

Example: A visitor to the club falls down some stairs after dinner and drinks

Example: A person breaks his leg when he falls from a fence after climbing it to retrieve a
ball

Investigation team to be
led by a Committee

member or delegated
officer.

Tennis Victoria to send incident investigation and all other information and data collected to Crawfords
                   as Claim Managers acting on behalf of the Insurer. Refer Claims Procedure.

Complete incident
investigation and report

form

Incident investigation form to be fully completed. Obtain as much information as possible (witness
statements, photographs, correspondence from injured, etc).

Form incident
investigation team

Inform Tennis Victoria

Representative

Severity/Impact of IncidentMinor Major

TV to perform physical
inspection as

determined by the
severity of the incident

Investigation team to be
led by Club President/

Secretary.

Register incident on the
incident database.

Persons at the scene/site of the incident to take immediate action (first aid, fire fighting, etc) and ensure
the safety of all personnel and injured.

Make the area safe.
Secure the incident scene.


