
 

Incident Plans & Report Form 

 

 

An incident is anything that causes or could have caused harm or damage. 

In the event of an incident:  

• Assess using the Incident Severity Scale provided below 

• Respond using NZAC Incident Response Guidelines 

• Fill in an Incident Report & contact NZAC as directed below. 

 



NZAC Incident Response Guidelines: 

 

NZAC Incident Contacts: 

Name Role Mobile Email 

Karen Tait General Manager +64 27 545 7404 karen@alpineclub.org.nz 

John Palmer President +64 21 650 355 spitalfield@xtra.co.nz  

Ashlee Peeters Programme Coordinator  +64 22 105 6193 ashlee@alpineclub.org.nz 

 
 

Could the event  which occurred cause, or could it have caused harm or damage? 

 Yes No 

No further action 

required. 

Asses using Incident Severity 

Scale provided above 

1-2

•If the information will help 
to make improvements to 
future activities then make 
notes of important 
information and complete 
the activity.

•Contact Programme 
Coordinator 

•Fill out incident report form 
and submit to Programme 
Coordinator 

3-5

•If required, Implement 
Emergency Management 
Procedures

•If there are participants 
that unable or unwilling to 
continue then bring 
affected participants to 
safety.

•Make notes (time of day, 
weather, names, activity) 
and take photo evidence to 
assist with completing the 
incident report.

•Continue activity if is it 
safe and appropriate to 
complete the activity with 
the remaining participants. 
Otherwise cancel the 
activity.

•Contact Programme 
Coordinator

•Fill out incident report 
form and submit to 
Programme Coordinator 

6+

•Implement Emergency 
Management Procedures

•Contact emergency services

•Bring all particpants to 
safety 

•Contact the GM when 
appropriate and GM to 
contact Worksafe as soon as 
possible.

•Preserve the site if it is safe 
to do so and make notes 
(time of day, weather, 
names, activity), take 
witness statements from 
other participants and take 
photo evidence to assist 
emergency services and with 
completing the incident 
report.

•Cancel activity

•Contact Programme 
Coordinator

•Fill out incident report form 
and submit to Programme 
Coordinator 
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NZAC Incident Report Form 



Please complete and return to NZAC Programme Coordinator as soon as is practicable. 


