                       Customer Complaint Incident Report
Incident Report Form[image: Description: Z_logo_stacked]
Version 1      October 2012

Incident Report Form
 (
Please complete applicable fields on this form and email it to your Line Manager and to 
RiskManager.Admin@z.co.nz
)
General Incident Information

	Business Owner
	[bookmark: Text11][bookmark: Text1][bookmark: Text1][bookmark: _GoBack][bookmark: Text1]          
	Incident Owner
	[bookmark: Text31][bookmark: Text3][bookmark: Text3][bookmark: Text3]     

	Site
	[bookmark: Text21][bookmark: Text2][bookmark: Text2][bookmark: Text2]     
	Event Type
	[bookmark: Check89][bookmark: __Fieldmark__903_1355742579][bookmark: __Fieldmark__903_1355742579][bookmark: __Fieldmark__903_1355742579][bookmark: Check90][bookmark: __Fieldmark__908_1355742579][bookmark: __Fieldmark__908_1355742579][bookmark: __Fieldmark__908_1355742579][bookmark: Check91][bookmark: __Fieldmark__913_1355742579][bookmark: __Fieldmark__913_1355742579][bookmark: __Fieldmark__913_1355742579]|_|Potential    |_|Near Miss    |_|Incident

	Reported by
	[bookmark: Text41][bookmark: Text4][bookmark: Text4][bookmark: Text4]     
	Reported Date
	



Details of the Incident

	[bookmark: Check1][bookmark: Check1]
[bookmark: Check1][bookmark: __Fieldmark__957_1355742579][bookmark: __Fieldmark__957_1355742579][bookmark: __Fieldmark__957_1355742579]|_|Asset/Equipment
[bookmark: Check2][bookmark: __Fieldmark__962_1355742579][bookmark: __Fieldmark__962_1355742579][bookmark: __Fieldmark__962_1355742579]|_|Complaints/Feedback
[bookmark: Check3][bookmark: __Fieldmark__967_1355742579][bookmark: __Fieldmark__967_1355742579][bookmark: __Fieldmark__967_1355742579]|_|Emergency Services Called

[bookmark: Check4][bookmark: __Fieldmark__972_1355742579][bookmark: __Fieldmark__972_1355742579][bookmark: __Fieldmark__972_1355742579]|_|Fire/Smoke/Ignition Source
[bookmark: Check5][bookmark: __Fieldmark__978_1355742579][bookmark: __Fieldmark__978_1355742579][bookmark: __Fieldmark__978_1355742579]        |_|Fire-Flammable Product
[bookmark: Check6][bookmark: __Fieldmark__984_1355742579][bookmark: __Fieldmark__984_1355742579][bookmark: __Fieldmark__984_1355742579]        |_|Pipework
[bookmark: Check7][bookmark: __Fieldmark__990_1355742579][bookmark: __Fieldmark__990_1355742579][bookmark: __Fieldmark__990_1355742579]        |_|Pump
[bookmark: Check8][bookmark: __Fieldmark__996_1355742579][bookmark: __Fieldmark__996_1355742579][bookmark: __Fieldmark__996_1355742579]        |_|Gantry
[bookmark: Check9][bookmark: __Fieldmark__1002_1355742579][bookmark: __Fieldmark__1002_1355742579][bookmark: __Fieldmark__1002_1355742579]        |_|Vessel
[bookmark: Check10][bookmark: __Fieldmark__1008_1355742579][bookmark: __Fieldmark__1008_1355742579][bookmark: __Fieldmark__1008_1355742579]        |_|Wharf
[bookmark: Check11][bookmark: __Fieldmark__1014_1355742579][bookmark: __Fieldmark__1014_1355742579][bookmark: __Fieldmark__1014_1355742579]        |_|Dispenser
[bookmark: Check12][bookmark: __Fieldmark__1020_1355742579][bookmark: __Fieldmark__1020_1355742579][bookmark: __Fieldmark__1020_1355742579]        |_|Shop
[bookmark: Check13][bookmark: __Fieldmark__1026_1355742579][bookmark: __Fieldmark__1026_1355742579][bookmark: __Fieldmark__1026_1355742579]        |_|Forecourt
[bookmark: Check14][bookmark: __Fieldmark__1032_1355742579][bookmark: __Fieldmark__1032_1355742579][bookmark: __Fieldmark__1032_1355742579]        |_|Office
[bookmark: Check15][bookmark: __Fieldmark__1038_1355742579][bookmark: __Fieldmark__1038_1355742579][bookmark: __Fieldmark__1038_1355742579]        |_|Refuelling Equipment
[bookmark: Check16][bookmark: __Fieldmark__1044_1355742579][bookmark: __Fieldmark__1044_1355742579][bookmark: __Fieldmark__1044_1355742579]        |_|Vehicle
[bookmark: Check17][bookmark: __Fieldmark__1050_1355742579][bookmark: __Fieldmark__1050_1355742579][bookmark: __Fieldmark__1050_1355742579]        |_|Customer Equipment
[bookmark: Check18][bookmark: __Fieldmark__1056_1355742579][bookmark: __Fieldmark__1056_1355742579][bookmark: __Fieldmark__1056_1355742579]        |_|Others
 
[bookmark: Check19][bookmark: __Fieldmark__1062_1355742579][bookmark: __Fieldmark__1062_1355742579][bookmark: __Fieldmark__1062_1355742579]|_|Injury/Illness
[bookmark: Check20][bookmark: __Fieldmark__1068_1355742579][bookmark: __Fieldmark__1068_1355742579][bookmark: __Fieldmark__1068_1355742579]       |_|First Aid Case
[bookmark: Check21][bookmark: __Fieldmark__1074_1355742579][bookmark: __Fieldmark__1074_1355742579][bookmark: __Fieldmark__1074_1355742579]       |_|Medical Treatment Case
[bookmark: Check22][bookmark: __Fieldmark__1080_1355742579][bookmark: __Fieldmark__1080_1355742579][bookmark: __Fieldmark__1080_1355742579]       |_|Restricted Work Case
[bookmark: Check23][bookmark: __Fieldmark__1086_1355742579][bookmark: __Fieldmark__1086_1355742579][bookmark: __Fieldmark__1086_1355742579]       |_|Lost Time Injury
[bookmark: Check24][bookmark: __Fieldmark__1092_1355742579][bookmark: __Fieldmark__1092_1355742579][bookmark: __Fieldmark__1092_1355742579]       |_|Permanent Total Disability
[bookmark: Check25][bookmark: __Fieldmark__1098_1355742579][bookmark: __Fieldmark__1098_1355742579][bookmark: __Fieldmark__1098_1355742579]       |_|Fatality	
	
[bookmark: Check26][bookmark: __Fieldmark__1104_1355742579][bookmark: __Fieldmark__1104_1355742579][bookmark: __Fieldmark__1104_1355742579]|_|Loss/Delays  
[bookmark: Check27][bookmark: __Fieldmark__1110_1355742579][bookmark: __Fieldmark__1110_1355742579][bookmark: __Fieldmark__1110_1355742579]       |_|Stock Out-Fuel
[bookmark: Check28][bookmark: __Fieldmark__1116_1355742579][bookmark: __Fieldmark__1116_1355742579][bookmark: __Fieldmark__1116_1355742579]       |_|Stock Out-Shop Groceries/Non-food Items
[bookmark: Check31][bookmark: __Fieldmark__1122_1355742579][bookmark: __Fieldmark__1122_1355742579][bookmark: __Fieldmark__1122_1355742579]       |_|Stock Out-Food Items
[bookmark: Check29][bookmark: __Fieldmark__1128_1355742579][bookmark: __Fieldmark__1128_1355742579][bookmark: __Fieldmark__1128_1355742579]       |_|Stock Out-LPG bottles (SNG)
[bookmark: Check30][bookmark: __Fieldmark__1134_1355742579][bookmark: __Fieldmark__1134_1355742579][bookmark: __Fieldmark__1134_1355742579]       |_|Stock Loss (from theft)
[bookmark: Check32][bookmark: __Fieldmark__1140_1355742579][bookmark: __Fieldmark__1140_1355742579][bookmark: __Fieldmark__1140_1355742579]       |_|Cash Loss
[bookmark: Check33][bookmark: __Fieldmark__1146_1355742579][bookmark: __Fieldmark__1146_1355742579][bookmark: __Fieldmark__1146_1355742579]       |_|OBC Failure
[bookmark: Check34][bookmark: __Fieldmark__1152_1355742579][bookmark: __Fieldmark__1152_1355742579][bookmark: __Fieldmark__1152_1355742579]       |_|Others

[bookmark: Check35][bookmark: __Fieldmark__1157_1355742579][bookmark: __Fieldmark__1157_1355742579][bookmark: __Fieldmark__1157_1355742579]|_|Motor Vehicle
[bookmark: Check36][bookmark: __Fieldmark__1163_1355742579][bookmark: __Fieldmark__1163_1355742579][bookmark: __Fieldmark__1163_1355742579]       |_|Complaint
[bookmark: Check37][bookmark: __Fieldmark__1169_1355742579][bookmark: __Fieldmark__1169_1355742579][bookmark: __Fieldmark__1169_1355742579]       |_|Crash/Collision
[bookmark: Check38][bookmark: __Fieldmark__1175_1355742579][bookmark: __Fieldmark__1175_1355742579][bookmark: __Fieldmark__1175_1355742579]       |_|Regulatory Infringement
[bookmark: Check39][bookmark: __Fieldmark__1181_1355742579][bookmark: __Fieldmark__1181_1355742579][bookmark: __Fieldmark__1181_1355742579]       |_|Black Spot
[bookmark: Check40][bookmark: __Fieldmark__1187_1355742579][bookmark: __Fieldmark__1187_1355742579][bookmark: __Fieldmark__1187_1355742579]       |_|Site Hazard
[bookmark: Check41][bookmark: __Fieldmark__1193_1355742579][bookmark: __Fieldmark__1193_1355742579][bookmark: __Fieldmark__1193_1355742579]       |_|Breakdown

[bookmark: Check42][bookmark: __Fieldmark__1198_1355742579][bookmark: __Fieldmark__1198_1355742579][bookmark: __Fieldmark__1198_1355742579]|_|Potential Policy/Rule/Regulatory Issue
[bookmark: Check43][bookmark: __Fieldmark__1204_1355742579][bookmark: __Fieldmark__1204_1355742579][bookmark: __Fieldmark__1204_1355742579]       |_|LSR Breach
[bookmark: Check44][bookmark: __Fieldmark__1210_1355742579][bookmark: __Fieldmark__1210_1355742579][bookmark: __Fieldmark__1210_1355742579]       |_|Policy
[bookmark: Check45][bookmark: __Fieldmark__1216_1355742579][bookmark: __Fieldmark__1216_1355742579][bookmark: __Fieldmark__1216_1355742579]       |_|Regulatory Issue
[bookmark: Check46][bookmark: __Fieldmark__1222_1355742579][bookmark: __Fieldmark__1222_1355742579][bookmark: __Fieldmark__1222_1355742579]       |_|Standard
[bookmark: Check47][bookmark: __Fieldmark__1228_1355742579][bookmark: __Fieldmark__1228_1355742579][bookmark: __Fieldmark__1228_1355742579]       |_|Code of Practice

[bookmark: Check55][bookmark: __Fieldmark__1233_1355742579][bookmark: __Fieldmark__1233_1355742579][bookmark: __Fieldmark__1233_1355742579]|_|Product Quality-Fuels/Chemicals/Lubricants
[bookmark: Check56][bookmark: __Fieldmark__1239_1355742579][bookmark: __Fieldmark__1239_1355742579][bookmark: __Fieldmark__1239_1355742579]       |_|Customer Mix
[bookmark: Check61][bookmark: __Fieldmark__1245_1355742579][bookmark: __Fieldmark__1245_1355742579][bookmark: __Fieldmark__1245_1355742579]       |_|Customer Complaint
[bookmark: Check57][bookmark: __Fieldmark__1251_1355742579][bookmark: __Fieldmark__1251_1355742579][bookmark: __Fieldmark__1251_1355742579]       |_|Cross Over
[bookmark: Check58][bookmark: __Fieldmark__1257_1355742579][bookmark: __Fieldmark__1257_1355742579][bookmark: __Fieldmark__1257_1355742579]       |_|Contamination-Dirt
[bookmark: Check59][bookmark: __Fieldmark__1263_1355742579][bookmark: __Fieldmark__1263_1355742579][bookmark: __Fieldmark__1263_1355742579]       |_|Contamination-Water
[bookmark: Check60][bookmark: __Fieldmark__1269_1355742579][bookmark: __Fieldmark__1269_1355742579][bookmark: __Fieldmark__1269_1355742579]       |_|Contamination-Other
[bookmark: Check62][bookmark: __Fieldmark__1275_1355742579][bookmark: __Fieldmark__1275_1355742579][bookmark: __Fieldmark__1275_1355742579]       |_|Operational Process
[bookmark: Check63][bookmark: __Fieldmark__1281_1355742579][bookmark: __Fieldmark__1281_1355742579][bookmark: __Fieldmark__1281_1355742579]       |_|Waiver
[bookmark: Check64][bookmark: __Fieldmark__1287_1355742579][bookmark: __Fieldmark__1287_1355742579][bookmark: __Fieldmark__1287_1355742579]       |_|Others

	
[bookmark: Check48][bookmark: __Fieldmark__1292_1355742579][bookmark: __Fieldmark__1292_1355742579][bookmark: __Fieldmark__1292_1355742579]|_|Product Quality-Food and Drinks
[bookmark: Check49][bookmark: __Fieldmark__1298_1355742579][bookmark: __Fieldmark__1298_1355742579][bookmark: __Fieldmark__1298_1355742579]       |_|Mouldy/Spoiled
[bookmark: Check50][bookmark: __Fieldmark__1304_1355742579][bookmark: __Fieldmark__1304_1355742579][bookmark: __Fieldmark__1304_1355742579]       |_|Contaminated
[bookmark: Check51][bookmark: __Fieldmark__1310_1355742579][bookmark: __Fieldmark__1310_1355742579][bookmark: __Fieldmark__1310_1355742579]       |_|Foreign Object
[bookmark: Check52][bookmark: __Fieldmark__1316_1355742579][bookmark: __Fieldmark__1316_1355742579][bookmark: __Fieldmark__1316_1355742579]       |_|Damaged Product/Packaging
[bookmark: Check53][bookmark: __Fieldmark__1322_1355742579][bookmark: __Fieldmark__1322_1355742579][bookmark: __Fieldmark__1322_1355742579]       |_|Off Specification
[bookmark: Check54][bookmark: __Fieldmark__1328_1355742579][bookmark: __Fieldmark__1328_1355742579][bookmark: __Fieldmark__1328_1355742579]       |_|Expired

[bookmark: Check65][bookmark: __Fieldmark__1333_1355742579][bookmark: __Fieldmark__1333_1355742579][bookmark: __Fieldmark__1333_1355742579]|_|Security/Robbery/Burglary
[bookmark: Check66][bookmark: __Fieldmark__1339_1355742579][bookmark: __Fieldmark__1339_1355742579][bookmark: __Fieldmark__1339_1355742579]       |_|Burglary/Break-in
[bookmark: Check67][bookmark: __Fieldmark__1345_1355742579][bookmark: __Fieldmark__1345_1355742579][bookmark: __Fieldmark__1345_1355742579]       |_|Theft
[bookmark: Check68][bookmark: __Fieldmark__1351_1355742579][bookmark: __Fieldmark__1351_1355742579][bookmark: __Fieldmark__1351_1355742579]       |_|Intimidation/Threat/Abuse
[bookmark: Check69][bookmark: __Fieldmark__1357_1355742579][bookmark: __Fieldmark__1357_1355742579][bookmark: __Fieldmark__1357_1355742579]       |_|Assault
[bookmark: Check70][bookmark: __Fieldmark__1363_1355742579][bookmark: __Fieldmark__1363_1355742579][bookmark: __Fieldmark__1363_1355742579]       |_|Demonstration/Civil Disturbance
[bookmark: Check71][bookmark: __Fieldmark__1369_1355742579][bookmark: __Fieldmark__1369_1355742579][bookmark: __Fieldmark__1369_1355742579]       |_|Aggravated/Armed Robbery
[bookmark: Check72][bookmark: __Fieldmark__1375_1355742579][bookmark: __Fieldmark__1375_1355742579][bookmark: __Fieldmark__1375_1355742579]       |_|Attempted Robbery
[bookmark: Check73][bookmark: __Fieldmark__1381_1355742579][bookmark: __Fieldmark__1381_1355742579][bookmark: __Fieldmark__1381_1355742579]       |_|Vandalism

[bookmark: Check74][bookmark: __Fieldmark__1386_1355742579][bookmark: __Fieldmark__1386_1355742579][bookmark: __Fieldmark__1386_1355742579]|_|Spill/Environment
[bookmark: Check75][bookmark: __Fieldmark__1392_1355742579][bookmark: __Fieldmark__1392_1355742579][bookmark: __Fieldmark__1392_1355742579]       |_|Fuel-LOPC <10L
[bookmark: Check76][bookmark: __Fieldmark__1400_1355742579][bookmark: __Fieldmark__1400_1355742579][bookmark: __Fieldmark__1400_1355742579]       |_|Fuel-LOPC 10L-100L
[bookmark: Check77][bookmark: __Fieldmark__1406_1355742579][bookmark: __Fieldmark__1406_1355742579][bookmark: __Fieldmark__1406_1355742579]       |_|Fuel-LOPC >100L
[bookmark: Check78][bookmark: __Fieldmark__1414_1355742579][bookmark: __Fieldmark__1414_1355742579][bookmark: __Fieldmark__1414_1355742579]       |_|Fuel-LOC <10L
[bookmark: Check79][bookmark: __Fieldmark__1422_1355742579][bookmark: __Fieldmark__1422_1355742579][bookmark: __Fieldmark__1422_1355742579]       |_|Fuel-LOC 10L-100L
[bookmark: Check80][bookmark: __Fieldmark__1428_1355742579][bookmark: __Fieldmark__1428_1355742579][bookmark: __Fieldmark__1428_1355742579]       |_|Fuel-LOC >100L
[bookmark: Check84][bookmark: __Fieldmark__1436_1355742579][bookmark: __Fieldmark__1436_1355742579][bookmark: __Fieldmark__1436_1355742579]       |_|Fuel Splash
[bookmark: Check81][bookmark: __Fieldmark__1442_1355742579][bookmark: __Fieldmark__1442_1355742579][bookmark: __Fieldmark__1442_1355742579]       |_|LPG Leak
[bookmark: Check82][bookmark: __Fieldmark__1448_1355742579][bookmark: __Fieldmark__1448_1355742579][bookmark: __Fieldmark__1448_1355742579]       |_|CO2 Leak
[bookmark: Check83][bookmark: __Fieldmark__1454_1355742579][bookmark: __Fieldmark__1454_1355742579][bookmark: __Fieldmark__1454_1355742579]       |_|Air
[bookmark: Check85][bookmark: __Fieldmark__1460_1355742579][bookmark: __Fieldmark__1460_1355742579][bookmark: __Fieldmark__1460_1355742579]       |_|Water/Waterway
[bookmark: Check86][bookmark: __Fieldmark__1466_1355742579][bookmark: __Fieldmark__1466_1355742579][bookmark: __Fieldmark__1466_1355742579]       |_|Other LOPC e.g. Hydraulic oil & chemical
[bookmark: Check87][bookmark: __Fieldmark__1474_1355742579][bookmark: __Fieldmark__1474_1355742579][bookmark: __Fieldmark__1474_1355742579]       |_|Other LOC e.g. Hydraulic oil & chemical
[bookmark: Check88][bookmark: __Fieldmark__1482_1355742579][bookmark: __Fieldmark__1482_1355742579][bookmark: __Fieldmark__1482_1355742579]       |_|Others
       Please approximate spill here ___________
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