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1 - Unplanned Occurrence Report Process

The Unplanned Occurrence Form is to be utilized to document unexpected incidents,
non-conformances, and customer complaints to ensure timely response and corrective action.

1.1 - Part 1

To be completed on all forms, by the originator. Once this is completed it should be emailed or
handed to your immediate supervisor along with CC’ing QHSE@vikingindustrial.com.au

Refer to Appendix 1.1 for Risk Register (for Risk Potential)
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1.2 - Part 2

To be completed by the assigned responsible person, only completing the sections that are relevant
and emailing a copy to the QHSE Department.

QHSE Manager to enter all details in the UOR Register, notify all relevant interested parties if
required

1.3 - Part 3

To be completed by the person assigned to carry out any actions to prevent a recurrence of the
issue.

QHSE Manager to follow up to ensure the actions have been completed to close out the incident.
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1.4 - Part 4

To be completed by QHSE department on receipt of the UOR, within 24 hours

1.5 - Part 5

To be completed only if the risk level is above medium, all results will be discussed with relevant
parties to ensure correct risk mitigation is in place to eliminate or reduce the risk level
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2 - References

The following company documentation is referenced in this procedure:

Document Name Document Number

Unplanned Occurrence Report Form DOC_V_FOR_002_REV0

Unplanned Occurrence Report Register DOC_V_PRO_003_REV0
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3 - Appendix

Appendix 1.1
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