APPENDIX 10-4
THE SOUTHERN EDUCATION AND LIBRARY BOARD
IRF 2

(R’94, R’04)

INCIDENT REPORT FORM

STORES LOSSES, BURGLARY, THEFT AND DAMAGE

1
This Form must be completed and returned to the board as soon as possible after Form IRF1 if anything is stolen, missing or damaged, including damage to the structure of a building.

2
Consultation with your area maintenance officer is recommended before completing Sections C - F.

3
Only record details of property and equipment for which the board is responsible, or, in the case of a school, property which is the responsibility of the Board of Governors or Governing Body under LMS arrangements.

NAME OF LOCATION:
...................................................…………………


ADDRESS:
..................................................………………….



……………………………………………………….



……………………………………………………….


DATE OF INCIDENT:
……………………………


IRF1 COMPLETED:
YES/NO 

(please ensure that form IRF1 is completed first and forwarded immediately to the board

 as soon as possible after the incident has occurred)

	FOR BOARD USE

	
	
	

	
	
	


