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Real Examples of Incident Reports at the Workplace with Templates

Accidents can happen, no matter how many preventative measures are in place. And, when accidents do happen, it’s vital to learn from them. To ensure your documentation is spotless, it’s always a good idea to look at some example incident reports at the workplace.
A safety incident report helps ensure nobody is subject to mistreatment because it contains information from the injured employee as well as eyewitnesses. This helps fill in missing pieces of information and figure out how the accident occurred exactly. 
“The safety of the people shall be the highest law.” Marcus Tullius Cicero
So, let’s dive in! 
If you’re looking for an example of an incident report at the workplace, feel free to jump to that section using the links below. Otherwise, we will first discuss what incident reports are and why they are so important.

What is a Workplace Incident Report? 
A workplace incident report is a document that states all the information about any accidents, injuries, near misses, property damage or health and safety issues that happen in the workplace. 
They are very important to identify the root cause of an incident along with any related hazards and to prevent it happening again in the future. As soon as an incident takes place and everybody in the workplace is safe, a work incident report should be written up. 
Typically, a workplace accident report should be completed within 48 hours of the incident taking place . The layout of an accident incident report should be told like a story, in chronological order, with as many facts as the witnesses can possibly remember. 
What should you include in an incident report?
There are many different types of incident reports, depending on your industry, but most will include the underlying details listed below in order to understand what happened: 
	The type of incident that took place
	Where the incident happened
	The date, day and time of the incident
	Names of the people involved
	Injuries that were obtained 
	Medical treatment that may have been required
	Equipment that was involved
	Events leading up to the incident that could have contributed to it taking place
	Eyewitnesses that can tell their side of the story

For example…If a chemical was involved in the incident, it should be noted if the victim was wearing appropriate PPE or not, as well as a photograph of the damage and the chemical’s label stating its components. If a workplace vehicle was involved, all information about the vehicle should be noted, and the possible reasons why it occurred if there is no clear answer. Employers should ensure vehicle safety guidelines are adhered to in order to prevent incidents in the workplace. 
If this is an OSHA recordable incident (accident) and the company is exempt from OSHA recordkeeping , the employer must also fill in OSHA Form 300 . This form enables both the employer and the agency to keep a log of the injuries or illnesses that happen in the workplace. It includes crucial information such as the number of working days missed due to injury, the sort of injury that was obtained and if medical treatment was necessary. 

How to Write an Incident Report
It is important to lay out an incident report clearly and concisely with all the relevant information about what happened. The clearer it is to read, the easier it will be to understand the cause of the workplace accident. 
The language used for incident reporting should not be too emotional and should not purposefully put the blame on someone. Here is an incident report example template:
This workplace incident report template includes the basic guidelines and best practices of what to include to make sure the report includes all the details it should. Once a report is written, it should be kept on record in the workplace. 
Incident Report Examples
Depending on the type of workplace incident, the writer will need to include various pieces of information. If you are not sure how to write an incident statement, here are example incident reports for the workplace covering various scenarios. 
Injury Incident Report Example
“At 11.20am on Tuesday 7 th July 2020, a worker, Timothy Johnson, tripped over an electrical wire on the Blue & Green construction site, located on Main Street, Riverside. He was carrying a hammer at the time. 
It is believed the wire should not have been stretched across the ground without safety tape securing it to the ground and drawing attention to it. Timothy fell to the ground and dropped the hammer but did not injure himself with it. He twisted his ankle, which immediately began to swell and scrapped the side of his leg in a minor way. A co-worker came to assist Timothy to his feet and helped him walk to a nearby bench. Timothy could not put his weight on his left foot, so he was taken to a nearby hospital. Once at the hospital, doctors confirmed that Timothy had sprained his ankle and would have to keep the foot elevated and use crutches for the next two weeks. He would not be able to work during this time. 
The foreman for the construction site has assessed the wires on the ground and concluded that brightly colored tape should secure the wires to the ground to draw attention to them and to ensure there are no bumps in the wire that are easy to trip over so that this does not happen again”.
Forklift Accident Report Sample
“On Friday 5 th July 2020, at 3.35pm, a forklift driver, Max White, was driving the forklift he usually drives in the Sunny Side Warehouse, ABC Street, when the front right tire got caught on a piece of wood on the ground, causing the forklift to overturn with Max inside it. 
Luckily a co-worker was nearby to help Max climb out of the right side of the forklift. Max was shaken up and reported that his left shoulder and left side of his neck were hurting him from the impact. Max decided he did not need to go to the hospital as he felt like he would only obtain bruises from his injuries and that they were not severe enough to need medical attention. His manager sent him home for the rest of the day to ensure he did not strain himself further. 
The wood that caused the forklift to overturn had not been stacked properly and has now been moved to a secure location in the warehouse to make sure it does not cause any more issues for forklift drivers”.
Fall Incident Report Sample
“In Fairview Boutique on Friday March 6 th , 2020, Samantha Wright was stacking shelves while standing on a ladder in order to reach the top shelf of handbags at 4.10pm. As she was stretching to place a bag on the shelf, the ladder collapsed from under her and she fell to the ground. Her co-worker heard the loud noise and immediately helped her. Samantha was in a lot of pain and could not get to her feet as she felt lightheaded. An ambulance was phoned, and she was brought to hospital. Samantha obtained a broken right arm, bruised thigh and hip, and a bump to the head that left no major head injury. She was recommended three weeks off work at the minimum by doctors.  The fall was concluded to be of nobody else’s fault but was put down to Samantha accidently overreaching instead of moving the ladder to where she needed to see”. 
Hand Injury Incident Report Sample
“On April 21 st , 2020, at Willow Maintenance, Yellow Abbey Grove, Kyle Jenkins was about to use a miter saw to cut some timber, but when he started to use the saw, it jolted, causing the saw to come down suddenly on his hand. 
Kyle’s left thumb was cut deeply by the saw and he lost a lot of blood. Co-workers came to his aid, turned the saw off and helped him stop the bleeding with tissues. He was then brought to the hospital where he received eight stitches and was told to not use the hand for rigorous work for 4 weeks. The head of Willow Maintenance inspected the saw to check for any issues and see why it came down and cut Kyle’s hand. It appeared that whoever was the last person to use the machine did not put the safety latch back on the saw once they had finished using it. 
If this safety latch was on the saw when Kyle used it, it would not have cut his hand, but rather, automatically shut off once it jolted. The manager decided to take a day to retrain his staff to ensure they adhere to the health and safety guidelines of the company”. 
Exposure Incident Report Sample
“In Woodbell factory, Springville, on Tuesday May 26 th , 2020, Annie Bedley was packaging household cleaning products when a bottle tipped over onto her wrist. 
She got up from her seat to wash off the chemical in the washroom. She then went to her supervisor to show her what had happened. Annie’s wrist was red and itchy but was not burning as she had washed off the remnants of the chemical immediately. Annie’s supervisor brought her to the office to sit with a cold compress on her hand and applied a layer of ointment to treat the burn. Annie did not feel like she would need further medical assistance and agreed with her supervisor that she would need two to three days off work to ensure the burn did not get irritated. 
Annie was wearing appropriate PPE at the time of the incident and no faults were found on the conveyor belt at the packing bay. The incident has been noted as an accident with nobody to blame. Photographic evidence of the burn has been included in this file”.
First Aid Incident Report Sample
“On Friday November 15 h 2019, Arthur Stokes was walking along the corridor between building four and five of Graygrock Inc. when he noticed that there was something sharp sticking through the bottom of his right shoe. 
He stopped to see what it was and found a nail stuck in his shoe. He took his shoe off and lucking was able to pull the nail out as it hadn’t pierced through to his foot and only minorly scraped it. He saw the stairwell was getting new handrails fitted and presumed the nail came from that. He saw two other nails further along the corridor and decided to pick them up to make sure nobody else stood on them. He reported to his manager’s office where he presented the nails and explained the situation. His foot had a small cut, so Arthur’s manager gave him an anti-septic wipe and a band-aid to help him. 
Arthur returned to work while his manager talked to the construction workers about keeping their workspace neat and to prevent any further accidents like this from happening”. 

Incident Report Form Templates
The layout of an incident report forms can vary depending on where the incident took place and the type of injuries. Here are some examples of incident reports at the workplace that you can use. 

Incident Report Form for General Staff (Word/PDF)
This general staff accident report form template can be used in a variety of workplaces. It includes all the necessities to describe a workplace incident to ensure it is recorded correctly. This general form is ideal for any business type. 

Incident Report Form for a Construction Site
This example incident report for the workplace is unique to others as it includes a field for the construction project name and the project manager’s details. This makes it easy to understand where in the construction site the accident occurred and how severe it was.

Incident Report for a Hospital/ Medical Clinic (Word/PDF)
The hospital incident report template is much more detailed than others as it must include accurate information about the staff member or patient’s injuries, where in the hospital it happened and what medical treatment they required.
As you write your workplace incident reports, remember it is not to place blame on one person, but rather record a series of events that have taken place. Sometimes these are pure accidents due to bad luck and, sometimes, there is human error or a technical fault involved. By the way, this is the basis of the Just Culture Algorithm™ which is definitely worth exploring if you’re looking to improve the safety culture at your workplace .
These examples of incident reports at the workplace are only the tip of the iceberg when it comes to the variety of workplace accidents that can occur. In any case, it’s crucial to record any incidents that arise because this helps create a safer work environment.
References & Further Reading
	OSHA’s Guide for Employers carrying out Incident Investigation
	OSHA’s Injury & Illness prevention Program
	Workplace Injury Information
	Eyewitness Statement Form : Should be included for any eyewitnesses to the incident to aid the investigation.
	Injury Investigation Questions : Should be asked when an employee has been injured at the workplace to understand exactly what happened.
	Incident Investigation Flowchart Procedure: A step by step example of the procedures involved in carrying out a workplace incident investigation.  
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How to Write an Effective Incident Report [Templates]
By Victoria Clarke , Jun 13, 2023

We all do our best to ensure a happy and healthy workforce. That’s why, in a perfect world, you would never have to create an incident report.
But since incidents do happen, it’s never a bad idea to be prepared for any situation–especially the unexpected.  
Small business owners, human resources teams and workplace emergency first responders: this is the article for you! 
In this step-by-step guide, I’ll share our top tips on creating incident reports that will help you carry out effective investigations and make sure similar (or more serious) incidents don’t happen again.  I’ll also include our top incident report templates to get the job done.
Table of Contents:
	What is an incident report?
	Incident report examples, templates and design tips
	Simple incident report template
	COVID-19 employee incident report templates
	How to write an incident report


All of the templates in this post can be customized using our easy online  incident report maker  tool. It’s free to sign up, many of our templates are free to use too.
What is an incident report? 
An incident report is a form to document all workplace illnesses, injuries, near misses and accidents. An incident report should be completed at the time an incident occurs no matter how minor an injury is.
Here’s one example:

Any illness or injury that impacts an employee’s ability to work must be noted. The specifics of what is required by law to be included in an incident report will vary depending on the federal or provincial legislation that affects your workplace.
If you’re unsure, you can take a look at your government’s website for more details. In certain cases, there are exceptions that can exempt small businesses from complying with such legislation. 

Incident report examples and design tips
Here are some examples of types of incident reports to help you get started. I’ve also included some report design tips to help you present your information effectively. If you want to dig a bit deeper into the topic , here’s a comprehensive guide to general report design that I find handy.
Incorporate your branding into your report design
As with any document you create for your business, it’s good practice to incorporate your branding into your incident reports. (Psst– Venngage’s Brand Kit feature makes it easy to add your branding in just a click!) 
Include your brand colors in your design. You can do this by using them in the report header, footer, sidebar and in any visuals. 
You could use your brand colors in the background of your incident report:

You may also want to include your logo, like in this incident report template : 

Organize your information into sections using boxes
To make your information as readable as possible, organize it into sections. One of the easiest ways to do this is by using boxes.
For example, take a look at how these types of incident report templates use boxes to section off the information:

This type of incident report example also uses rectangles to denote section headers:

Color code the sections of your incident case report
Colors aren’t just great for making your reports , presentations and charts more interesting to look at. You can also use color to organize sections of your report and to draw attention to key information. 
For more tips on using color in your designs, read our guide on how to pick colors to communicate effectively .

Add a visual header to your incident report
As part of your company branding, you may want to add a visual header to your reports. For example, this incident case report template uses a neutral photo with a color filter to create a professional header:

You can do this in Venngage by overlaying a photo on a color background and adjusting the opacity of the photo: 

You can use the same effect for sidebars as well: 

Make a mock form to offer new team members as an example
If you’re transitioning in staff or something happens when the individual who owns incident reports is away, it’s very important that there is a process documented . That will ensure that if someone is put on the spot, they can fill in the incident report properly.
It can also be helpful to add brief descriptions of the information in the type of incident report to include in each field. Take a look at how this incident report example offers some brief text to guide the person filling it out:

Use icons to visualize concepts
Icons are small, compact visuals that can be used to reinforce the information in your reports. You can also use them to draw attention to specific fields and important pieces of information. 
For example, this incident case report template uses icons to indicate the purpose of each field:

How to write an incident report 
It’s important to establish a systematic method for investigating incidents.  
It’s also equally important to have a report prepared that enables you to record every relevant aspect of the incident details–this is the essential first step in the incident reporting process.  
After you’ve created your incident report form, you can: 
	Begin your investigation with fact-finding 
	And end your investigation with determining recommendations for preventing both an increase in the severity of the incident and the possibility of a recurrence.  

To write any incident case reports, follow the basic format described below.

1. Take immediate action 
Employees of your organization should notify their manager or another member of the company’s leadership committee as soon as an incident occurs–regardless of the nature of the event (whether it be an accident, illness, injury or near miss).  
That being said, there need to be communication channels clearly defined to promote the practice of employees coming forward in these situations and the importance of such.
Once an incident has been reported, the member of leadership’s first responsibility is to ensure that appropriate treatment, if necessary, is being administered to those affected by the event.  
On this note: if the hazard still exists, the manager that the event has been reported to must eliminate the hazard by controlling it. Each company should have a defined procedure for accomplishing this based on the nature of their work. 
For example, if there was a spill that caused a fall. You would attend to the victim and promptly have the spill wiped up and identify the area as a hazard by using a sign.
2. Collect the facts 
Once the immediate action including the response to the event and eliminating the hazard from the environment has been conducted, it’s time to determine and record the facts related to the incident details. 

9 facts related to the incident include: 
1. the basics.
Identify the specific location, time and date of the incident. This information is fundamental to the investigation and the most obvious information to collect. 
2. The affected
Collect details of those involved and/or affected by the incident. This would entail recording the name(s) of the individual(s) involved, their job title(s), the department(s) they operate in the manager(s) of those affected. 
3. The witnesses
Speak to any witnesses of the event to collect their perspectives of the event. Record their statements as detailed and accurate as possible in the form.  
To ensure accuracy, it’s best practice to review your notes with the witness to ensure they agree with how the event is portrayed in the report. It’s also important to include the name(s) of any witnesses in the report in case any additional questioning is required. 
4. The context
Consider and document the events that occurred leading up to the incident. Ask:
	What was the employee doing? 
	Who asked them to complete the task? How was the employee feeling prior to the incident? …etc. 

It is important to identify which factors were an outcome of the incident and which factors were present prior to the incident and could be a potential contributing factor to the incident occurring.
5. The actions
In the report, you must specify the actions of those involved at the time of the incident. What did the employee do that led to the incident? 
For example, if an employee injured their back when lifting a box at work, it is important to determine how that employee lifted the box to decide if that contributed to the injury. If yes, then inquire if this employee was trained properly for this task and by who or what source.  
6. The environment
Identify and record environmental conditions that contributed to the event. Was there inadequate lighting? Was a piece of equipment not operating properly? Was the employees’ visibility obstructed by a glare or blind spot? Etc. 
7. The injuries
Record detailed descriptions of specific injuries and evaluate the severity of such in the report. This description should include part(s) of the body injured, nature and extent of injuries. 
8. The treatment
It is also important to document in the incident case report the type of treatment administered for the acknowledged injuries. This information is important to document in order to understand how the employee recovers when reviewing the specifics of the event.
9. The damages
Record an account of any damage to equipment, materials, etc that was affected by the incident. This will be helpful to refer back during the analysis of the event in order to consider both a corrective action plan and to determine what items will need to be repaired or replaced. 
3. Analyze and reflect  
Collecting and recording the facts related to the occurrence of the incident will aid in determining how the incident occurred. Analyzing the collected facts related to the incident will aid in determining why the incident occurred. 
Analyzing and determining how and why the incident occurred is essential in order to develop an effective corrective action plan. 
Potential causes for accidents or injuries that occurred in the workplace could include: 
	Primary causes (for example, an unsalted ice patch on a set of stairs that caused a slip and fall). 
	Secondary causes (for example, an employee not wearing appropriate personal protective equipment, such as a hard helmet or eyewear).
	Other contributing causes (for example: a burned-out light bulb in the area causing poor visibility). 


4. Establish a corrective action plan 
A corrective action plan would provide recommendations as a means to reduce the possibility of a continued issue and/or recurrence of the incident details. The recommendations would result from an effective analysis of the facts collected and documented in the incident report. 
Elements of an effective corrective action plan could include: 
	Occupational Health & Safety training for employees 
	Preventative routine maintenance processes that ensure equipment is in proper working condition 
	A review of job practices and procedures with a recommendation for changes to reduce the risk of incidents 
	Conducting a job hazard analysis to determine if other potential hazards are associated with the task and/or environment and then training employees on these hazards based on the findings of the assessment 
	Engineering, equipment or PPE changes/upgrades to ensure the task or the process of completing said task poses less risk


Incident report examples
Covid-19 employee incident report template.

Blue healthcare employee critical incident report template

Although being prepared for the unexpected is often difficult, preventative measures are the cornerstone of maintaining a happy and healthy working environment for yourself and your workforce.  
Incident reports are not only a defining piece in any company’s incident response protocol, but they provide a means to avoid recurring mishaps and/or inspire change. 
That’s why it is crucial to have a relevant and comprehensive incident report form prepared and on hand for any incident details that may arise. By adhering to your jurisdiction’s legislation and considering the four components prescribed above, you’ll be well-prepared to handle incidents effectively.
The effect of responding to workplace incidents in a timely and detail-oriented manner will not only ensure a safe workplace but also: 
	Reassure your employees that their employer is prepared to take the right steps in any situation 
	Ensure all appropriate parties are fully informed of incidents 
	Establish a record of incidents for future reference 
	Protect both you/your company and your employees from lawsuits and disputes

FAQs about incident reports
What is the purpose of incident reporting.
An incident report is used to describe an event that requires an investigation that needs to be documented.
Types of incident reports
	Accident Reports
	Workplace Incident Report

What are the 4 types of incidents?
Commonly, incidents can be categorized into four main types:
	Accidents: Involving unintended harm, damage or injury.
	Near Misses: Situations where an accident could have occurred but was narrowly avoided.
	Unsafe Conditions: Reports about hazardous or unsafe environments that need attention.
	Unsafe Acts: Documenting incidents involving violations of safety procedures or rules.

Incident reports generally cover a variety of situations and the specific types may vary based on context and industry. It’s important to note that these categories can overlap and the classification may differ depending on the reporting system or industry standards.
What are the 5 elements of a good incident report ?
A well-structured incident report typically includes the following five key elements:
	Date, time and location: Provide specific details about when and where the incident occurred. This helps establish a timeline and context for understanding the event.
	Description of the incident: Clearly describe what happened, including relevant details such as the sequence of events, the people involved and any contributing factors. Use objective language and avoid assumptions or opinions.
	Witness information: Include names and contact information for any witnesses to the incident. Their accounts can provide valuable perspectives and corroborate details.
	Action taken: Outline any immediate actions taken to address the incident, such as first aid, evacuation procedures or contacting emergency services. Documenting these responses is crucial for understanding the effectiveness of the initial response.
	Recommendations for prevention: Offer suggestions on how similar incidents can be prevented in the future. This proactive approach demonstrates a commitment to improving safety and mitigating risks.

More HR guides and templates:
	12 Powerful Performance Review Examples (+ Expert Tips By an HR Manager)
	17 Essential Human Resources Poster Templates

Want to create or adapt books like this? Learn more about how Pressbooks supports open publishing practices.
Writing Incident Reports
Stacey Corbitt
Chapter Overview
Without exception and across the globe, every workplace in your professional career is likely to apply considerable value to safety, health, and security of the business and all of its assets. In the United States, the Occupational Safety and Health Administration (“OSHA”) is the regulating and enforcement entity whose mission is “to ensure safe and healthful working conditions for working men and women by setting and enforcing standards and by providing training, outreach, education and assistance” ( https://www.osha.gov/aboutosha , n.d.). The importance of record keeping in the areas of safety and health cannot be overstated; and all employees are responsible for some level of preparing safety documentation. This chapter aims to provide you with tools for success in writing a workplace-specific genre: the incident report .
Think about your own experiences, at work or in another capacity. What training have you completed related to safety, security, or health? Why do you think the organization provided the training? How did you benefit from being trained? How did the organization benefit? Be prepared to discuss your experience in class.
Preparing to write an incident report
Employers often include training on their company safety program as part of new employee orientation: as a result, as you begin or continue your professional career, you will become familiar with your company’s requirements and your responsibilities for documentation of accidents and other reportable incidents. This section provides information about typical company procedures you may encounter.
Before anything happens
Information collection procedures should be provided in the workplace safety and health plan handbook or other document, and may be accompanied by one or more forms designed to capture all initial information about the incident. Always be familiar with the incident reporting procedures required by your employer so you are prepared to address your responsibility in clear, complete, concise, and correct documentation.
After something happens
First, in the event you are involved in or witness an accident or other event that is outside the normal and expected course of business while in the workplace, be prepared to collect and recall detailed information according to a plan specified by your employer. It may be critical to make observations, ask questions, write information down, make sketches, and take photographs as soon as safely possible following any emergency procedures. Familiarity with the employer’s safety protocols ensures you can minimize further risk to individuals and to the company.
Collecting important data
Perhaps your career will provide opportunities for you to conduct in-depth investigations for your employer, and you may prepare lengthy, detailed investigation reports addressing things like root causes and policy changes. Regardless of his or her position within the company, however, each employee has a responsibility to work safely and to report incidents or unsafe conditions. As noted above, many times the latter level of reporting amounts to completing one or more specialized forms similar to the one provided in Figure 1 below. Review the example form and be prepared to discuss it with your peers in class.

Figure 1. Partial initial incident report information collection form (Sandvick, 2020)
The facts about an incident are collected in the form shown in Figure 1 using reporters’ questions: that is, those questions that elicit what , where , when , who , how , and why information. Additionally, certain incident types require visual media representation of details. Working with a classmate, discuss a parking lot collision or other incident involving at least one driver and vehicle. Besides answering the questions provided in Figure 1, what other kinds of visual information could you collect and provide to help readers understand the incident?
In the event your organization does not have a readily-available data collection form to use, the reporters’ questions may provide sufficient guidance for you to collect incident details. In any case, the two important goals to meet in preparing to write an incident report are as follows:
	Collect the facts about and observations of the incident as soon as is safely possible, distinguishing between your own observations and those relayed to you by other witnesses; and
	Create any photographs, diagrams, and other visual data as soon as it is safe to do so.

Organizing and drafting an internal incident report
Your organization’s policies and procedures, together with your position, will determine the next steps you should take in the incident reporting process. As an intern or junior-level professional, your responsibility may end with completion and submission of the reporting form(s). If you have management or executive authority, you are more likely to be tasked with writing a complete narrative incident report. Finally, if you have primary responsibility for health, safety, and/or security within your workplace – perhaps you are a safety coordinator – you may need to collect the initial witness report forms; conduct complete investigations; prepare one or more formal narrative reports; make training or disciplinary decisions; recommend policy changes; and prepare official reports for state and federal authorities.
Understand that the specific requirements of your employer may be unique to your business and to the type of workplace incident being reported. Table 1 below contains questions you must answer in the drafting process: discuss the scope of and reasons for those questions.
Table 1. Considerations for organizing and drafting your report
A word about preparing external incident reports
As noted in the introduction, OSHA may have regulatory authority over your employer. In that event, you may be required to report the details of a workplace accident or other incident according to the specifications of OSHA and in a format they prescribe. As you review Figure 2, notice the information required by the report form. How does it compare to the information provided in a typical internal incident report as represented in the previous section of this chapter? What can you tell about OSHA’s priorities from its reporting form?
Figure 2. Online incident report form required by OSHA for some incidents (2004)
Finalizing internal incident reports
Organizing your effort, taking stock of your progress through the reporting process and reorganizing your information is a constant in incident reporting. At this point, you should be able to check off the following steps:
	Ensure you have collected all relevant answers to the reporters’ questions from both your own point of view and that of others involved in or witnessing the incident.
	Confirm you have taken photos and created or obtained drawings as needed to fully and clearly explain the sequence of events and extent of damage.
	Obtain copies of any other documentation (police reports, for example) or artifacts from the scene of the incident that will accompany your internal report.

Draft your report using the format prescribed by your employer or, if no specifics are given, use a standard business memorandum format. Keep in mind both the intended audience and the potential readers as you write; and remember that your purpose is to objectively report the facts and details of the incident in a clear, concise, complete, correct, and usable document.
Chapter conclusion
Incident reports are a workplace-specific genre of writing that generally appear in report memo format. Like all forms of technical writing, incident reports succeed when they are clear, complete, concise, and correct. This genre is frequently written for one audience who then may disseminate it to a much broader audience. The challenges of incident reporting include careful organizing, integrating graphics, and especially reporting facts and observations objectively and completely without addressing the author’s opinions or judgments. Just (all) the facts, please.
Activity: A case study
Read and discuss the following scenario with your classmates as directed by your instructor.
Safety First
Carolyn has 3 semesters left to complete her bachelor’s degree in environmental engineering. Last summer, she was hired as a field sampling technician for a growing environmental engineering firm. Her employer specializes in groundwater remediation.
Carolyn’s training in the first week of her internship included the following topics:
	Safe operation of company and worksite vehicles, both at the office and in the field
	Use and care of personal protective equipment
	Handling, marking, and disposal of samples, equipment, and supplies
	Completing daily work logs and weekly progress reports

Protocols for reporting accidents and near misses
Carolyn also learned from the junior-level project engineers who trained her that interns and new hires typically are expected to do most of the paperwork.
On Wednesday of the second week of her internship, Carolyn had an opportunity to test her skills at collecting and reporting information about an accident involving damage to company property. Joey, a project engineer who oversaw Carolyn’s training on the sampling process, was driving a company pickup from the office to the field worksite.
	The truck assigned that day to Joey and Carolyn had been parked front-end first in the fleet yard, which violated the safe operation and parking rules of the company.
	Joey noticed there were no chocks at the wheels of the truck. Since he didn’t need to remove any chocks, he did not complete a walk-around of the vehicle.
	Carolyn climbed into the passenger side of the truck and fastened her seat belt.
	Since the parking spot was positioned against the building, preventing him from pulling through, Joey backed out.

Joey backed the truck out of the parking spot and collided with a cement barrier. The collision broke the taillight cover on the truck’s passenger side and dented the bumper. There was also damage to the paint on the truck’s tailgate.
Answer the questions and be prepared to discuss your answers in class.
	Consider the audience, which may include safety officers; business owners; direct supervisors; medical personnel; and insurance and legal agents. What needs do all members of this audience have in common?
	Carolyn is an intern and is just starting her work at the company. She doesn’t want to become known as “a troublemaker” among her peers. What should she include in her witness account of the incident report? What should she avoid in the report? Why?
	Would you advise Carolyn to include any photographs in her incident report? If so, what should she photograph? If not, why not?

Refer to Figure 3 below as you complete the homework.
Figure 3. Example of an employer’s instructions
Instructions for Employees:  Making an Initial Property Damage Incident Report
Report as soon as possible within 4 hours of the incident via email addressed to [email protected].
	Subject line of email: “MM/DD/YYYY Property Damage Notification.”
	Include the following information in the body of the email:
	Names of employees present, whether involved or possible witnesses
	Organization unit, office phone and cell phone numbers of employee making report
	Time, weather, and site address and description of incident location
	Describe the work being performed and the equipment and/or other property damage
	Attach pictures of the location and damaged area(s) of equipment.
	CC the unit supervisor and all other employees present at the time of the incident.

Developmental writing assignment
Work together with a partner to agree on the details of the incident to be reported. You will need to make decisions about any details not provided in the scenario but required by the reporting instructions: for example, you will need to decide on a date and time of day for the incident. What other assumptions do you make?
Why do you think the instructions require a report within 4 hours and submitted via email ?
Technical writing document creation assignment
Write and submit the employer-required incident report email for the accident identified in the Activity section above.
“How to write an incident report” by Clinton M. Sandvick (2020). Provided by: wikiHow. License: CC BY-NC-SA 3.0 .   https://www.wikihow.com/Write-an-Incident-Report .
Department of Labor, Occupational Safety and Health Administration (2004). OSHA forms for recording work-related injuries and illnesses. Retrieved from OSHA.gov website: https://www.osha.gov/recordkeeping/RKforms.html
Mindful Technical Writing Copyright © 2020 by Stacey Corbitt is licensed under a Creative Commons Attribution-NonCommercial-ShareAlike 4.0 International License , except where otherwise noted.
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The saying, “accidents are bound to happen” is true for every individual and organization. In fact, it is normal to encounter incidents that have a far-reaching effect on productivity and when this happens, such an event should be accurately documented in an incident report.
An incident report, therefore, is the first step any individual or organization should take upon the occurrence of any unforeseen event that affects its output while putting other persons at risk. In this article, we will highlight the different features of an incident report and show you how to create an incident report form on Formplus . 
What is an Incident Report?
An incident report is a document that accurately provides the details of an incident; especially one that causes damages, injury, or death. It helps an organization to accurately profile the different events leading to such an incident and the aftermath(s) of this occurrence. 
It is also referred to as an accident report because it typically outlines information relating to an accident or injury. However, an incident report can also contain information about near misses or other unusual or hazardous happenings in different contexts. 
Features of an Incident Report  
An incident report is defined by the following features:
	Detailed Description : It narrates all the events surrounding the incident in question in their exact manner of occurrence. An incident report may include the following information: 
	The circumstances surrounding the incident.
	Date, time, and location of the incident.
	The details on witnesses and victims, if any.
	Reactionary measures put in place.
	The aftermath of the incident.
	Corrective actions are taken to reduce the likelihood of another incident. 

The more specific the incident report is, the more useful it will be in informing corrective decisions. 
	Facts : In an incident report, only the facts are stated. In this document, the reporter is not expected to communicate his or her feelings or opinions about the incident as this can distort the accuracy of the report and distract the organization from the details of the event. 
	Objectivity : An incident report must be written in an objective manner that is devoid of any emotions; regardless of the nature of the incident. The reporter must take extra care to avoid sentiments that can get in the way of an objective presentation of the details of the incident. 
	Sequence: An incident report presents events chronologically, that is, in their sequence of occurrence. The details must be organized in a logical manner that is easy to read, navigate and understand, and you are free to use subheadings and bullet points where applicable. 
	Witness Statements : When necessary, include first-hand information provided by witnesses about the incident. This can be in the form of direct statements made by the witnesses and they should be placed within quotation marks while you also provide information that explains the witnesses’ positions.
	Authorization: An incident report must be formally authorized by the reporter and other supervisor officers in the organization. This validates the information provided and it is important for the supervisory officer to proofread the information provided before appending his or her signature on the document. 

Types of Incident Reports
1. workplace incident report  .
A workplace incident report is a form that is used to profile physical occurrences that impact an employee’s productivity in the workplace. It includes workplace injuries, near misses, and accidents that have a negative impact on the employee (s) and the organization, in general. 
Usually, labor laws specify the kind of information that should be spelled out in a workplace incident report. This type of incident report may also highlight an employee’s concerns with an organization’s safety practices, security breaches, and workplace conduct. 
Examples of workplace incident reports include:
	A report about sexual harassment or assault in the workplace.
	A report about a fire incident that occurred within the office premises. 

2. Accident Report  
An accident report is a type of incident report that contains information about an accident or emergency that may be fatal, ghastly, or minor. An accident report is not restricted to the workplace as it can also be filed by law enforcement agents and safety officers. 
It is also referred to as an accident investigation report because it highlights all the probable causative factors that are responsible for the accident. It also helps the concerned parties to determine the extent of the damage and to support or refute insurance claims. 
Examples of accident reports include:
	A report on a fatal plane crash.
	A report of an explosion on an organization’s premises.

3. Security/Police Incident Report . 
A police incident report is a type of incident report that is used to keep track of the thefts/losses and any other types of security events that take place within specific premises. This report is important because it helps an organization keep track of security breaches and safety measures.
A security or police incident report is usually filed by the security personnel in charge of the premises where the security breach took place. It can also be filed in cases of computer system breaches, unauthorized access to an organization’s database, and compromised user accounts. 
Examples of safety and security incident report include:
	A report of property theft in an organization.
	A report on a burglary attempt in a neighborhood. 

Here are 7 Incident Report Form Template
1. incident report form.
Use this incident report form template to swiftly collect information about accidents and injuries as they occur. The Formplus incident report form will help your organization to easily track and record any unfortunate incidents and this information can prove useful in forestalling such an occurrence in the future. 
This form allows you to collect useful information about the victim, the location of the incident, and the nature of the incident. You can edit it in the form builder by adding more form fields to enable you to collect more information such as the signature of the reporter and the time of the report. 
2. Sexual Harassment Complaint Form
Allow your employees and clients to easily report any cases of sexual harassment for immediate investigation and redress using this sexual harassment complaint form . This form template enables victims of sexual harassment to inform the appropriate authorities about sexual abuse and sexual assault in the workplace.
With multiple form sharing options, Formplus allows you to easily share this sexual harassment form with your employees and the general public. You can embed the form on your organization’s website and you can also share it with your official social media pages through the direct sharing buttons.
3. Workplace Harassment Form
The Formplus workplace harassment form allows your employees to file a formal complaint about workplace harassment. This workplace harassment form template will help you to effectively track and address any cases of bullying, sexual harassment or assault in your organization. 
With this form, you can collect a range of important information with regard to the nature of the harassment and the employee details of the complainant and the accused. You can use this form template or edit it to suit your organization’s needs in the form builder. 
4. Online Petition Form
Do you want to advocate for a change or register your displeasure about a particular policy or action? Use this online petition form template to easily create a petition for the government, an individual or an organization. 
In the Formplus online petition form, you can directly collect digital signatures from petition signatories using the e-signature field. Formplus also allows your form respondents to fill and submit your online petition when they have limited or no internet access.
5. Proxy Form
With this proxy form template, you can formally empower a third party to make decisions on your behalf for a specific period of time. This form serves as a legal tender and it helps you to avoid the inconsistencies that are associated with a verbal authorization.  
The Formplus proxy form template contains signature fields that collect the digital signatures of all parties involved in this agreement. You can also edit the form in the builder to include more form fields when you sign up on Formplus
6. Bug Report Form
This bug report form will help you to stay on top of every situation by collecting real-time reports about different issues that may arise with your online services.
This form allows your customers to swiftly register their dissatisfaction with your organization’s online services so that you can resolve them in time. 
7. Daily Report Form
Track your worker’s daily productivity using this daily report form template. The Formplus daily report form allows you to assess your worker’s performance at the end of the day, and you can edit it to suit your organization’s needs in the form builder. 
Can’t find your preferred incident report form? learn how to create one below.
How to Create an Incident Report Form on Formplus
1. sign in to formplus.
In the Formplus builder, you can easily create your organization’s incident report form by dragging and dropping preferred fields into your form. To access the Formplus builder, you will need to create an account on Formplus. 
Once you do this, sign in to your account and click on “Create Form ” to begin. 
2. Edit Form Title
Click on the field provided to input your form title, for example, “Incident Report Form”.
3. Edit Form
Click on the edit button to edit the form.
	Edit fields: You can modify your form field to be hidden or read-only based on your organization’s needs. 
	Click on “Save”
	Preview form. 

4. Form Customization
With the form customization options, you can easily change the outlook of your form and make it more unique and personalized. Formplus allows you to change your form theme, add background images and even change the font according to your needs. 
5. Multiple Sharing Options
How to write an incident report letter.
An incident report letter is a formal document that contains all the information with regard to the particular occurrence that is being reported. A good incident report letter effectively outlines the different events surrounding the incident and suggests measures that can be taken to avoid a recurrence in the future.
Here is a step-by-step guide on how to write an incident report letter:
Follow the Protocol
Find out if your organization already has a procedure for writing an incident report letter. In many cases, organizations have a template for this type of letter and it is best to follow the provided outline to avoid any inconsistencies. 
Write your Letter as Soon as Possible
Typically, an incident report letter should be sent in, at most, 48 hours after the incident. Writing your letter immediately after the incident would help you to provide vivid and accurate descriptions of the events surrounding the incident. 
Outline the Facts
Usually, an incident report letter follows the 5Ws and 1H format, that is, what, when, where, who, why and how. Typically, it should explicitly state the following:  
	The time and date of the incident
	The location of the incident
	Your name and other bio-data details.
	The name(s) of any other individual(s) involved in the incident.
	Provide a general overview of the occurrence.
	Provide a detailed description of the incident: Write about the incident in the sequence of occurrence, from the first-person point of view. 
	Suggest proactive measures that can be taken to avoid a recurrence of the incident. 

Incident Report Letter Sample
Uses of incident report  .
	An incident report allows you to accurately document the details of any occurrence in your organization. This information may be useful in the future when dealing with liability issues stemming from the incident. 
	It evaluates the incident and provides recommendations on precautionary and reactionary measures to be taken. 
	An incident report serves as an effective feedback mechanism and it raises the overall awareness of your employees and clients. 
	It improves the safety culture of your organization. 
	A near-miss incident report provides invaluable information that enables companies to proactively resolve hazards. 
	Incident reports can also be used as safety documents that highlight potential risks and uncontrolled hazards found in the workplace.

Conclusion  
When drafting an incident report, it is important for you to accurately reflect the different events in the order in which their order of occurrences. You should also take extra care to document facts and not opinions or hearsays because these will affect the validity and usefulness of the report in the end. 
Finally, it is easier to document an incident report using an online form. Online forms are more convenient and you can easily embed them on your organization’s website or share them with your social media pages so that all concerned parties can access them easily. 

Connect to Formplus, Get Started Now - It's Free!
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An  incident report  serves as a reference whenever there is a need to review the specifications of a particular incident that happened within a specific location. It provides the precise documentation of the incident that occurred and the supporting information that is necessary for purposes of investigation or incident recording.
An incident report can be deemed effective and highly usable if it contains firsthand information and if all the important details about the incident are presented in a clear manner. You may also like sample activity reports .
Creating an incident report is usually the task of security guards or duty managers who are on duty when the incident happened within the workplace. However, different circumstances and locations can make use of incident reports created by other entities as long as credibility, honesty, and trustworthiness are established with the help of incident report evaluation and counter-checking. You may also see status report examples.
Incident Report Template

	Google Docs
	Apple Pages

Size: 33 KB
Incident Report Form Template

Size: 38 KB
Workplace Incident Report Template

Size: 37 KB
School Incident Report Template

Size: 42 KB
General Incident Report Template

IT Incident Report Template

Size: 56 KB
Critical Incident Reporting Guide Example

Incident Investigation Report Example

Writing and Distributing Incident Report Example

Size: 29 KB
What Should Be Written in an Incident Report?
Incident reports can come in a variety of forms and sizes. There are extensive incident report forms that are used by corporate establishments while there are also basic and short ones that are developed by organizations for the purpose of simple reporting and documentation. You may also see business report examples .
One of the most important characteristics that an incident report must have is the completion of all the information about the incident. Hence, listing all the facts that can support the incident’s occurrences is necessary to be included in the document. You may also like investigation report samples and examples .
Here are some of the details that are important to be seen in a basic incident report:
	The exact location where incident happened
	The date and time when the incident occurred
	The events that transpired leading to the incident that must be reported
	The name and job designation of the employees who are involved in the incident
	The department or division of the business where the employees involved in the incident are stationed
	The particular actions or the exact thing that the involved employee/s are doing when the incident happened
	The name of the immediate supervisor/s of the involved employees and the name of other people who should be notified about the employee’s involved to the incident
	The names of the witnesses
	The statements of the witnesses of the incident
	The circumstances that affected the overall result of the incident
	The particular environmental conditions that may have added to the potential or resulted to the occurrence of the incident
	The injuries acquired by particular entities and the extent or condition of the injuries listed, if applicable
	The specific damages to the properties of the business which may include the items, materials, and equipment used for operations

Depending on the kind of incident report that you are making, there may be information that can be added or deducted from this list.
Incident Report Writing Example


Hazard and Incident Report Writing Example

Size: 68 KB
Incident Report Format Example

Size: 390 KB
How to Come Up with a Detailed Written Incident Report
Even if an incident is still not occurring, it will be best to your advantage if you will be knowledgeable on how to develop an incident report or at least know how to be keen with details when incidents happen so you can be more effective when presenting all the details that are needed when a basic incident report is already requested to be done. You may also see service report examples .
Here are some of the ways that can help you come up with a comprehensive and highly usable incident report:
	Always follow a protocol whenever you are immersed in situations where an incident happened. This will help you to be more observant. More so, this will allow you to provide the facts that are essential to be known by the people who will review the incident report. You may also like project report examples & samples .
	The first thing that you need to do when incidents happen is to get the incident report forms that are used by your organization or business. This way, you can already have the list of details that you need to include in the report. This will help you specify all the necessary information about the incident since there are already predetermined questions in the document. This will depend on the availability of the incident report forms .
	There are some cases where you will be tasked to develop your own incident report format. With this, you have to be knowledgeable on how to come up with an incident report document. Referring to downloadable  incident report letter examples  can help you a lot with regards this matter.
	It is very important for you to make sure that you will create the incident report the soonest time possible. This can help you identify the incident occurrences more clearly. Also, this will allow the falsification of general reports to be lessened or even be eliminated as long as you will put all the actual instances that happened during the incident.
	Review the list of details that are commonly included in an incident report. Being familiar with particular information can give you more advantage whenever you are already immersed in incident report creation activities.

Effective Incident Report Writing Guidelines Example

Size: 500 KB
Incident Report Sheet Example

Size: 136 KB
Guidelines for Writing and Developing Incident Reports
Creating an incident report is a big responsibility as it will be used as one of the documents or references when investigating what really transpired during an incident. Hence, you have to be aware of the fact that the content of the incident report will be scrutinized to ensure the validity and precision of its content. You may also see management report examples .
Listed below are some of the guidelines that can help you develop an incident report in the best way possible:
	There are a number of  ultimate guides to report writing  that you can refer to if you want to develop your skills and techniques when writing incident reports. Again, it is not all the time that you will be given a pre-formatted incident report. Hence, it will be best if you can identify the essential information that are commonly seen in the document.
	Always be honest when creating an incident report. It is very important for you to be trustworthy as your job can be in the line or in jeopardy if it will be proven that you falsified particular information to protect one or more entity involved in the incident. You may also like marketing report examples .
	Before handing the simple report to the management, the security team or any entity who requested it, review the entire document first. Double-check all the information that you have disclosed as any errors or inaccurate information can be taken against you.
	Do not be vague. It is essential for you to always be specific, accurate, and thorough when writing an incident report. Lack of clarity can actually cause confusion due to misleading information or misunderstanding. You can veer away from promoting these situations if you can properly outline the specific details of the incident. You may also check out ways of writing an observation report examples .
	Be organized when presenting facts. Arrange the discussion in the incident report in a way that the people who will review the document can understand how the incident occurred. It will be best if you will provide details from the beginning of the incident up to how the incident ended. You might be interested in quality report examples .

Accident or Incident Report Form Example

Size: 349 KB
Incident Report Example

Size: 44 KB
Usage of Incident Report Writing Examples
An incident report may be a  short report  but it can actually provide a lot of benefits in particular circumstances where its usage is deemed to be necessary and beneficial. With this, it is recommended for you to use references when creating your own incident report to ensure the effectiveness of the document’s content and format. We suggest you to use incident report writing examples as your references as long as you will be specific and observant with the following:
	Ensure that the incident report example that you will use as a reference is aligned with the nature of the actual incident report that you need to draft.
	As much as possible, you should be comfortable with the format of the incident report so that you can easily place information without causing misunderstandings due to layout problems and detail misplacement. You may also see recruitment report examples .
	Do not copy everything that you can see in an incident report writing example. Stick with the specifications of the incident that you need to report.

The layout of an incident report can actually affect the flow of the document’s discussion. With this, you have to consider not only the content of the document but also on how all the details are collated or put together. Feel free to browse through our list of downloadable examples for document guides. You may also like financial report examples .
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How to write an incident report?

Even with all the safety measures in place, safety incidents can still happen. The big question is: how do you learn from them?
The answer lies in the incident report.
An incident report is a written account of a situation that has occurred. It provides a record of events that led up to an accident, as well as its immediate aftermath.
The primary purpose of writing an incident report is to learn from the mistakes and prevent the recurrence of the same kind of incident in future. This is especially important if there are injuries involved, as it will help workers understand how they can avoid similar accidents in the future. It also helps management understand what went wrong and how they can improve their policies or procedures so that workers are safer in the future.
An incident report is necessary when:
	There’s a serious injury to any employee or customer (or a visitor).
	An accident causes major damage to equipment or property.
	An accident caused by someone else’s carelessness or negligence — even if it’s a near-miss.
	Any other situation where you feel that an accident could have caused significant harm or concerns regarding the safety of employees, vendors, customers or any other people in the vicinity.

Watch Safetymint in action
Download free incident report template. available as word, excel or pdf formats., what should you include in an incident report.
An incident report is necessary to record anything from a minor mishap to a major accident and should include all relevant information such as who was involved, what happened and when it happened.
A basic incident report should contain answers to the following questions:.
What happened?
Make sure you include all the details, such as who was involved and what was damaged, lost or destroyed.

When & where did it happen?
Your report should contain the date, time and location where the accident took place. If your company uses a system to track such information, try using that same system for your reports.
Who were involved?
Include other people who were present at the time of the incident or accident and what they did at the time of the incident. This will help determine how exactly the incident happened and any other secondary contributing factors.
What did they do?
Detail out what each of those persons was doing just before, during and after the incident. This is an important detail to help you get down to the bottom of the incident and truly understand the root cause.
Why did it happen?
Your report should explain why the accident occurred so that anyone reading it can understand how it happened and what could have been done differently to prevent it from occurring again.
Were there any witnesses?
You’ll need witness statements from the people nearby and any other involved parties to help explain an event or clarify who was involved.
What is the extent of damage to a person or property?
This would include the severity of the incident as well as any person or equipment damaged in the incident and the follow-up treatment.
Step-by-step process to write an incident report

1. Collect the information
The first step is to collect all the relevant information. This includes all the details of the incident, including wh en it occurred, where it took place, what happened and how many people were affected. You should also include any photos or video evidence that could be relevant. You can use checklists or an incident reporting software like Safetymint to help you collect the necessary data.

2. Establish the order of events
Once you have collected all the information about an incident, you need to determine exactly what happened. An effective incident report starts with a summary of what transpired, followed by a description of each event in chronological order. The order of events is crucial because it helps investigators determine whether there is any pattern to the problem and how to fix it.

3. Analyze the root cause
After determining the exact sequence in which the incident occurred, you need to analyze the root cause of this problem to identify ways of preventing similar incidents from occurring in the future.
The analysis can also include a review of previous incidents that were similar in nature and frequency leading up to this particular incident. This will help you understand if there is a common cause for all these events or not.

4. Formulate corrective action
With the root cause of the event clear, you can then discuss to formulate corrective and preventive action (CAPA) to avoid a similar incident in the future. These corrective actions should be based on past experiences and lessons learned rather than just assumptions or guesses.
You can also involve other team members or stakeholders who may know about preventing such events from reoccurring in the future. All of these information will be helpful for the investigative team to understand what went wrong and suggest recommendations
Reporting incidents using spreadsheets?
Upgrade to Safetymint Incident Reporting System.
Best practices to follow when writing an incident report
A good incident report should include as many details as possible about the event. Here are some tips for writing an effective incident report:
Describe what happened in detail
Include all facts related to the incident, such as who was involved, when and where it took place, how many people were involved and what they were doing at the time of the accident.
For example, if someone fell from scaffolding due to faulty equipment or improper use of equipment, provide as much information about what the person was doing, the equipment they were handling and the safety protocols followed/neglected — so that others can learn from it and avoid similar mistakes in the future.

Be objective when describing events
Don’t editorialize or speculate about why something happened — simply state what happened and how it affected you or others involved in the accident.
The most important thing about being objective is not allowing emotion to cloud your judgment. Write down what you saw and heard, not what you thought or felt at the time. Avoid making assumptions and using words like “I think” or “I believe” when describing the events.
Be as thorough and accurate as possible, but avoid going into excessive detail about things like how you felt during the incident or what others said afterwards.
Use simple language
Your goal should be for anyone who reads your report to understand exactly what happened without needing any additional context or background information. So avoid using complex phrases or technical terms unless necessary. Otherwise, stick with simple language and avoid using abbreviations or acronyms unless they are widely accepted within your industry.
Include photos, if possible
If the incident caused physical damage, take photos so they can be included with your report. Photos will help show any damages or injuries resulting from the situation and clarify any questions about what happened during the incident.
How Safetymint can help in reporting incidents
Safetymint is an online incident management system developed to help organizations manage safety incidents, observations and near misses . It improves your safety culture by getting more people involved in reporting incidents and it enables you to gather the right data to make better decisions.
Instant reporting
Safetymint offers a simple & quick process for reporting incidents, which helps ensure that all necessary details are captured and recorded correctly. Employees can report hazards themselves through their mobile phones or computers anywhere and at any time.
No prior training
Safetymint has an intuitive interface that’s direct and simple enough that anyone with a smartphone or access to a computer can quickly report the incidents — without any prior training.

Overall dashboard view
The safety dashboard allows you to track your leading and lagging indicators at one glance to monitor performance and take corrective action wherever necessary. This will help you develop effective solutions for reducing injuries and improving overall workplace health and safety performance.
Custom investigation workflow
Safetymint includes a 5-step incident investigation process which includes the following steps: Incident reporting , Setting up and investigation team, Root cause analysis , Recommended actions and Review and Closure. This process can be used for both internal as well as external investigations.
Capture incidents and near-misses with accuracy.
Resolve incident with a 5-step incident investigation process. Available both on Mobile and Desktop browsers.

An official website of the United States government
Here’s how you know
Official websites use .gov A .gov website belongs to an official government organization in the United States.
Secure .gov websites use HTTPS A lock ( Lock A locked padlock ) or https:// means you’ve safely connected to the .gov website. Share sensitive information only on official, secure websites.
Incident Response Plan (IRP) Basics
This factsheet provides an overview of an Incident Response Plan and how it should be implemented before, during, and after a cybersecurity incident. 
Resource Materials
Related resources, cisa gateway digital library, secure by design alert: security design improvements for soho device manufacturers, guidance on assembling a group of products, sbom community legal explanation.
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How To Write An Incident Report (And Use It To Improve Safety)
In our daily lives, unexpected events can occur at any moment, especially in a dynamic workplace or other complex environments. These events, often referred to as incidents, can range from minor mishaps to significant emergencies . But what happens after an incident occurs? How do organizations ensure that they learn from these experiences and prevent them from happening again? The answer lies in a critical process known as workplace incident reporting .
What is Incident Reporting?
Incident reporting is the process of documenting all details of an unexpected event in a workplace or other environment. It's not just about jotting down what happened; it's a systematic approach to capturing the who, what, where, when, and why of an incident.
The Incident report is a vital tool for safety, compliance and continuous improvement.
	Safety : By analyzing incidents, organizations can identify risks and hazards, leading to more robust safety measures.
	Compliance : Many industries have legal requirements to report specific incidents. Proper reporting ensures that organizations meet these obligations.
	Continuous Improvement : Incident reports are learning tools. They help organizations understand their weaknesses and strengths, fostering a culture of continuous improvement and growth.

Whether you're a manager overseeing a large team, an employee responsible for safety, or simply someone interested in organizational best practices, this guide will provide you with the insights and tools needed to make incident reporting a valuable part of your daily operations.
Get To Know More About Incident Reports
An incident report is a formal record of an unexpected or unusual event that could have or did result in harm or other consequences. Why is it formal? An incident report needs to be structured to capture essential details. The insights and evidence gained from incident details can be crucial for various purposes including route cause analysis.
	Purpose : The primary purpose of an incident report is to provide a clear and concise account of the incident. It serves as a valuable tool for understanding what happened, why it happened, and what can be done to prevent similar occurrences in the future.
	Common Elements : An incident report typically includes specific details such as the date and time of the incident, the people involved, the location, a description of the event, any injuries or damages, and the actions taken in response. These elements ensure that the report is not only informative but also actionable.
	Usage Across Industries : Incident reports are not confined to a particular sector or industry. From healthcare to construction, from IT to retail, incident reports are used universally to maintain safety standards, comply with regulations, and foster a culture of accountability and continuous improvement.

Types of Incident Reports
Incidents are as varied as the environments in which they occur. From a minor equipment malfunction in a manufacturing plant to a significant security breach in an IT firm, incidents come in all shapes and sizes. Consequently, incident reports are not one-size-fits-all; they are tailored to the specific nature of the incident and the industry in which it occurs. Understanding the various types of incident reports is crucial for ensuring that the right information is captured and the appropriate actions are taken.
Here's a list of the most common types of incident reports used across different industries:
	Safety Incidents : These reports cover accidents , injuries, or near misses in the workplace. They are vital in industries like construction, manufacturing, and healthcare, where physical safety is paramount.
	Security Incidents : In the digital age, security incidents like data breaches or unauthorized access are increasingly common. These reports detail the nature of the security threat and the measures taken to mitigate it.
	Quality Incidents : In sectors like manufacturing and food processing, quality incidents relate to deviations from quality standards or specifications. These reports help in identifying areas for improvement in product quality.
	Compliance Incidents : Compliance incidents involve violations of legal or regulatory requirements. These reports are crucial for maintaining adherence to laws and industry standards.
	Behavioral Incidents : In educational or care settings, behavioral incidents like bullying or misconduct are documented to ensure proper handling and resolution.
	Medical Incidents : In healthcare, medical incidents such as medication errors or patient falls are meticulously recorded to enhance patient care and safety.

How to Write an Effective Incident Report
Writing an effective incident report requires capturing the essence of an incident in a way that's informative, actionable, and conducive to learning. 
Here are some key steps to guide you in this process
	Add a 'What Happened' Heading : Start your report with a clear heading that summarizes the incident. This gives an immediate understanding of the event and sets the tone for the rest of the report. For example, "Fire in Warehouse" or "Data Breach in IT Department."
	Use the 'Was' Sentence Structure : Begin your description with a structure like "The incident was..." to define it clearly. This helps in setting a factual tone and ensures that the report is objective. For instance, "The incident was a fire that broke out in the warehouse on July 15, 2023."
	Fully Define the Incident in 2-3 Sentences : Be concise yet informative. Describe the incident, its impact, and immediate actions taken. Avoid unnecessary details but ensure that the critical aspects of the incident are covered.
	Match the Incident Report Format : Follow a standardized format for your report. This typically includes sections like incident details, people involved, actions taken, and recommendations. Adhering to a format ensures consistency and makes the report easier to understand.
	Include Evidence and Witnesses : Incorporate any supporting information, such as photographs of the incident, CCTV footage, or witness statements. This strengthens the report and provides a more comprehensive picture of the incident.
	Prioritize Immediate Reporting : Emphasize the importance of reporting the incident as soon as possible. Timely reporting ensures that details are not forgotten and allows for swift action to be taken.
	Iterate and Review : Review the report for clarity, accuracy, and completeness. Make necessary revisions and check for any missing information. Remember, an incident report is not just a document; it's a tool for learning and improvement.

By following these steps, you can create an incident report that's not just a record of an event, but a valuable resource for understanding, learning, and preventing future incidents. In the next sections, we'll delve deeper into each type of incident report, providing you with specific insights and examples to guide your reporting process .
Benefits of Proper Incident Reporting
	Improved Safety : By documenting incidents, organizations can identify patterns, uncover risks, and implement measures to prevent future occurrences. This leads to a safer work environment and a culture that prioritizes employee well-being.
	Ensured Compliance : Many industries have legal or regulatory requirements for incident reporting. Proper reporting ensures that these obligations are met, avoiding potential penalties and maintaining the organization's reputation.
	Learning Opportunities : Each incident report is a learning opportunity. It provides insights into what went wrong, why it happened, and how it can be prevented, fostering a culture of continuous learning and improvement.
	Accountability and Transparency : Incident reports promote accountability and transparency. They provide a clear record of events, actions taken, and decisions made, ensuring that all stakeholders have access to the same information.

To further illustrate the importance of proper incident reporting, let's contrast it with the risks of inadequate reporting in the table below:
Wrapping Up
Workplace incident reporting is a critical process to ensure you prevent future incidents from occurring. Rather than making mistakes and sweeping them under the rug, organizations can learn from mistakes and improve worker safety. I hope this article has shed some light on how to write an effective incident report. But what are your next steps? Check out our free Incident Report Template that can help you turn an incident into an opportunity to improve worker safety and meet compliance. Download the interactive PDF here.
We cover a range of topics in our articles - view all blogs .
SafetyIQ’s journey management software can help to control the risks and protect your people. 
Journey management software program can allow employers to be instantly alerted when an employee has not checked-in.
From planning the journey, completing a risk assessment to gaining approval, the entire process is automated and seamless with SafetyIQ.
Get more actionable insights in your inbox!

Copyright © 2024 SafetyIQ Pty Ltd. All Rights Reserved.

All Formats
Report Templates
8+ how to write an incident report samples.
An incident report is a formal report designed to officially inform anyone concerned about different circumstances that can come up in between certain activities, events, and other unexpected situations. The report format of an incident report is dependent upon how circumstances are reported that could best convey the turn of events. You may also see report samples .

	327+ Sample Report Templates
	327+ Word Report Templates

Incident Report Template

	Google Docs

General Incident Report Template

Workplace Incident Report Template

Simple Construction Incident Report Template

School Incident Report Template

IT Incident Report Template

Printable Employee Incident Report Template

Free Incident Report

	Apple Pages

Free Accident Incident Report

	Editable PDF

Purpose of an Incident Report
Structure of an incident report.
	Incident Time Frame – Incident reports should be written the soonest time possible. At any time being, the time frame of the incident should initially fill your report.
	Present Parties – As you start your narrative, identify the parties involved and write them accordingly as to how they have been involved throughout any incident.
	Narration – The written narration will now serve as the main information for your report. A particular order should help readers understand your incident report.

Characteristics of a Well-Written Incident Report
	Specific – Any incident report should be specific. If facts and other information are too general, confusion might ensue and could possibly lead to a more complicated narration of the incident.
	Thoroughly Discussed – Facts cannot just be stated with a single sentence or 2. An elaborate construction of sentences and facts makes it easier for readers to internalize certain situations.
	Grammatically Correct – The possibility of relaying incorrect information is extremely high when an incident report is written with grammatical errors. An accident report could be understood in other terms if ever there are report example discrepancies.
	Factual – An ideally written incident report is composed of facts and not any other language unfamiliar to most of its readers. Facts get to a clear picture of anything that has or is about to happen.

More in Report Templates
Sample incident report template, daily incident report template, incident report hr template, student incident report template, transport and logistics it incident report template, compliance incident analysis report template, sample employee medical incident report template, incident statement template, incident report memo template.
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	11+ Logistic Report Templates in PDF
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Field Reporting Guide
How to write an incident report form

No one wants to create an incident report form. But unexpected situations happen all the time, and it’s better to be prepared than caught off guard.
An incident report form records accidents, illnesses, and injuries. It can be used in many scenarios, such as workplace accidents, car accidents, and for police reports. For simplicity, we’ll use the example of a workplace accident.

Here are four steps for building and writing a simple yet effective incident report form:
How to write an incident report
	Decide how you’ll collect the data.
	Determine what needs to be reported.
	Build your incident report.
	Set up methods to consolidate and analyze the data.

Decide how you’ll collect the data
Traditionally, companies have relied on pen and paper to collect information. This has led to a lot of inaccuracies, lag time in reporting, and disorganization. Using a digital solution can help solve those problems. But using mobile forms has the added benefit of enabling employees to report on the spot from their own device.
Jotform Mobile Forms makes incident reporting simple and seamless. Mobile Forms allows you to collect data, even when you don’t have internet access. So if that incident happened in the parking garage or a stairwell where you can’t get a cell signal, you can still file the report.
Create your own online incident report form in minutes with Jotform.
Determine what needs to be reported
Ask for as much detail as possible using objective questions. Incidents can cause strong emotions, which can lead to bias. A report should stick to the facts. The more specific and unbiased the questions are, the easier it will be to develop corrective actions.
This information includes
	Name, job title, and department of the affected person
	Location of the incident
	Date of the incident
	Time of the incident
	Context/conditions surrounding incident (what was the employee doing, was the floor slippery, etc.)
	Injuries (affected body part(s), nature and extent of injury)
	Treatment (for injuries)

Build your incident report form
The person filling out the report needs to provide enough detail so that anyone who reads the report can picture the incident exactly the way it happened. That means the incident report form needs to offer an opportunity for the filer to provide this information. One way to do this is by including text boxes for open-ended questions.

With Jotform Mobile Forms, you can take a photo through the app. As mentioned above, being able to document the incident with as much detail as possible — especially with photos — will create a more effective report. While an employee fills out an incident form through Jotform’s mobile app, they can select the Take Photo widget to add a photo to their report.
Other widgets you can include are the Geolocation widget , which can capture the location of the incident so the employee doesn’t have to fill it in, and an e-signature widget , so that the employee can sign the report before submitting it.
Set up methods to consolidate and analyze the data
Now that you have all the necessary data about the incident, how do you make sure it goes to the right people and helps to prevent similar incidents from happening in the future?
With Jotform, you can set up email notifications for form submissions, so that incident reports go to the appropriate person. You can also use integrations to send data to file storage systems (like Google Drive ), project management tools (such as Airtable , Asana , and Trello ), and communication apps like Slack .
When incident data automatically goes to the appropriate parties in a way that’s actionable, your organization can put policies and initiatives in place that reduce the likelihood of future incidents.
Thank you for helping improve the Jotform Blog. 🎉
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How to Write a Motor Vehicle Accident Report
Last Updated: December 12, 2023 Approved
Gathering Information
Describing the incident, diagramming the scene, sample accident report, expert q&a.
This article was co-authored by Lahaina Araneta, JD and by wikiHow staff writer, Jennifer Mueller, JD . Lahaina Araneta, Esq. is an Immigration Attorney for Orange County, California with over 6 years of experience. She received her JD from Loyola Law School in 2012. In law school, she participated in the immigrant justice practicum and served as a volunteer with several nonprofit agencies. There are 7 references cited in this article, which can be found at the bottom of the page. wikiHow marks an article as reader-approved once it receives enough positive feedback. In this case, several readers have written to tell us that this article was helpful to them, earning it our reader-approved status. This article has been viewed 496,164 times.
Typically when you're in an accident on the road, the police will complete a police report describing the accident. However, in some cases you may need to submit your own report, either to your insurance company or your state's DMV. If you need to write a motor vehicle report, take time to gather accurate information so you can describe the incident with as much detail as possible. [1] X Research source
Things You Should Know
	Copy down the driver's license, vehicle, and insurance information from the other driver. Get contact information for any witnesses, as well.
	Explain what happened and who was involved, including the location and nature of the accident as well as any injuries or property damage.
	Take photos and/or create a diagram of the scene that shows what happened.


	Check to make sure that there are no injuries. If someone is hurt, call for help first before trying to get their information.
	Get the other driver's license. Write down their name, home address, birth date, and gender. You'll also want the name of the state that issued their license, their license number, and the date it expires. Give them this information for yourself as well.
	If the other driver does not have insurance or identification, call the police. Tell the police that you cannot get the required legal documents of the other driver. They will come out and handle the situation.


	Write down specifics about where there is damage. For example, you might say "Sedan has broken bumper and dent in the rear quarter panel."
	Take down the license tag number for all the vehicles, along with the name of the state. You also might want to make note of the vehicle's VINs (vehicle identification numbers) for insurance purposes.


	If you get their phone number, make a note of when is the best time to reach them at that number.


	Take your photos as soon as possible after the accident occurs, so the light and weather conditions are similar. Photograph the scene from multiple angles if it is possible for you to do this safely.
	You also might want to take pictures of all the people involved in the accident. These can be helpful later if someone claims an injury later when they seemed fine at the scene.
	If you were injured, take pictures of your injuries as soon as possible – ideally, before they are treated by a medical professional.


	It's best to get a statement from a witness at the scene, and then get their phone number in case you need to follow up with them later. Many witnesses won't come forward after the accident. If possible, take a video or audio recording on your phone of their statement.
	Write down exactly where they were when the accident occurred. If possible, take pictures of the scene from where they were standing, so you have an image of their vantage point. If there are any signs, posts, trees, or other objects obscuring their line of sight, make a note of those as well.


	You'll also need the same information for any other drivers who were involved in the accident. If there were passengers or pedestrians also involved in the accident, provide their names, ages, and genders.
	Get numbers of first-responder vehicles and the names and badge numbers of first responders, if possible.


	Your city or state may have a specific form for you to fill out that includes spaces for specific details, such as the weather, light, and road conditions.
	If you don't remember the conditions and weren't able to take any photos, leave these details blank – don't just guess or look up an old weather report. You need to be able to vouch for every detail included in your report.
	Provide any photos or videos you have showing the conditions at the time of the accident to support your case.


	For example, if the accident occurred on the interstate, you would need to note the name and direction of the interstate as well as the mile markers or any exits before and after the accident. Include the estimated distance from the nearest marker.
	On city streets, you also might want to include any landmarks. Describe the street, including whether there is a sidewalk or bike lane.
	If any other property was involved, describe it as well as where it is relative to the street.


	For example, suppose the other driver rolled through an intersection and hit the side of your car while you had the right of way. You can say that you had the right of way – that's a fact. However, a statement such as "the other driver wasn't paying attention" would be an opinion.
	If there are gaps in your memory or specific details you don't remember, state in your report that you don't remember. That way you can fill in the detail later if your memory returns.
	If there were pedestrians involved, describe what they were doing. For example, the pedestrian may have been crossing the street in the sidewalk, or may have run out in traffic to retrieve something.


	You also might want to describe where they were located relative to the scene of the accident and what they saw. For example, the person may have been standing on the corner waiting to cross the street when the accident happened, or they may have come over afterward.
	If you managed to get a video or recording of the witness, include it in your report. If the witness doesn't come forward, this recording can act as evidence instead.


	If you or anyone else called 911, give an approximate time that call took place and describe who showed up at the scene.
	If paramedics arrived, discuss whether anyone was treated at the scene or transported to a hospital for further treatment.


	Provide a rough estimate of property damage or damage to vehicles involved in the crash. You should state specifically if you believe a vehicle to be totaled.
	If there were any fatalities as a result of the accident, list them separately. Include the name, age, and gender of anyone injured, and classify the severity of their injuries as best you can. Describe where on the body the injury was located and the person's role in the accident. If they were immediately transported to a hospital, provide the name of the hospital where they were taken.


	Just stick to the specific road or other area where the accident took place. There's no need to include adjoining blocks or side streets if they weren't directly involved in the accident.
	Make sure you have the correct number of lanes and that any traffic lights or signs are marked correctly.


	For example, suppose the accident occurred at an intersection. You were heading north, while the other car was headed west. Draw an arrow for the cars to indicate the direction in which they're traveling, and write out each of the directions along the four sides of your drawing.


	If there were other cars nearby that weren't involved in the accident, you can still draw boxes for them if you want, but don't worry about getting too detailed. Other cars are only really important to the extent that they affected the ability of you or the other driver to avoid the accident.


	If the speed the cars were traveling is in dispute, make a note of this on your report, but keep your reported facts objective. If you thought the driver of the other car was going faster than they claimed they were going, simply say it appeared they were going one speed, but they claim they were going another speed.


	If they were in another vehicle but were not involved in the accident, draw a box to represent their vehicle and put their "X" inside. Note if they were a passenger or driver of the vehicle, and where they were seated.
	If a witness's view was partially obstructed, include whatever obstructed their view in your diagram.


	After you sign and date your accident report, make a copy of it for your records before you submit it to the relevant authorities.
	Generally you want to submit your accident report as soon as possible after the accident occurred. Check with the company or department where you need to send your report and find out if there's a deadline you must meet.


You Might Also Like

	↑ https://www.dmv.org/insurance/when-to-report-an-auto-accident-to-the-dmv.php
	↑ https://www.dmv.ca.gov/web/eng_pdf/sr1.pdf
	↑ https://www.findlaw.com/injury/car-accidents/after-a-car-accident-first-steps.html
	↑ https://www.oregon.gov/ODOT/Forms/DMV/32fill.pdf
	↑ https://dmv.ny.gov/forms/mv104.pdf
	↑ https://thelawdictionary.org/article/how-to-write-an-accident-report/
	↑ https://dmv.ny.gov/forms/mv104.pdf/

About This Article

To write a motor vehicle accident report, start by getting the other driver’s name and insurance information. You should also write down information about their vehicle, including the year, make, model, color, and license plate number, as well as a description of the damage. For example, you might say "Sedan has broken bumper and dent in the rear quarter panel." If you have a camera or smart phone, take pictures of the vehicle damage, the surrounding area, and any injuries so you can describe the incident in your report in as much detail as possible. For more tips from our legal co-author, like how to make a diagram of the accident, keep reading! Did this summary help you? Yes No
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Sample Slip and Fall Incident Report Form
Make sure there’s a written report for slip and falls away from home. use this form if the property manager didn’t make an incident report..
If you suffer a slip and fall injury on someone else’s property, you have the right to seek compensation. Usually, that means filing a claim with the property owner’s liability insurance carrier. However, you won’t get far with an injury claim unless you can establish when and where you got hurt.
Never leave the scene of a slip and fall without reporting the incident . Most stores and other businesses will have an incident report form to be filled out by you or the store management. You can ask for a copy of the completed form, but most businesses won’t give you a copy just by asking. It’s enough to know that a written report of your fall is on record.
If the property owner or manager says they don’t fill out an incident report form for accidents like yours, get the name of the employee you notified, then use this free resource to create your own written incident report.
Click on the image below to download the PDF report form:

Documenting Your Slip and Fall Is Vital
What happens after a slip and fall accident can make or break your claim. The worst thing you can do after a slip and fall is to pick yourself up and leave in embarrassment. You may have sustained significant injuries that won’t be apparent for several hours. After the shock and adrenaline from a violent fall wears off, your pain and other symptoms will show.
You must connect your slip and fall injuries to the date, time, and location of the accident.
After a fall, ask an employee or a bystander to get the manager. Tell the manager you want an incident report made of your fall. Give them your name and contact information. If they say they don’t use an incident report form, get the name of the employees or manager you spoke to at the scene.
If your injuries are immediately obvious, your first priority is to get emergency medical attention. Never refuse medical attention at the scene. If an ambulance has been called, let the paramedics look you over. Cooperate if they want to take you to the hospital. The ambulance report will document the place and date of your injuries.
Waiting to report your injury can seriously undermine your chances of getting fair compensation, as will a delay in medical treatment. Any insurance company will use a delay as an excuse to deny your injury claim. The adjuster will argue that your injuries did not happen on their insured’s property.
How to Use This Slip and Fall Incident Report Form
If you aren’t sure that the property owner filed an incident report after your slip and fall accident, fill out this handy incident report form as soon as possible after the accident.
The top of the report form is for the date and time of your slip and fall, the business name and address, where you fell (like a parking lot, produce section, etc.), and the names of the store employees you talked to. You’ll also fill in your contact information and the date you are preparing the incident report.
Provide as much information as you can in the sections provided. Be factual. Don’t offer opinions or criticism.
Describe the incident in detail, including where you were on the property and how you fell. Be specific if there was a wet floor , debris in the walkway, ice or snow , or any other hazardous condition that led to your fall.
Be sure to point out that there were no wet floor signs or other warnings of the danger, and there was nothing you could have done to prevent your fall.
You won’t know the extent of your injuries, but you can describe the pain you experienced, any numbness, swelling, or bruising that’s immediately apparent. Also describe if you were unable to move a body part, or unable to walk properly, or unable to stand without help.
The incident report should include any treatments you got at the scene (including first aid from an employee) or immediately afterward.
Include the name and contact information for any witnesses to your slip and fall , even if the witness was a friend or family member.
Sign and date your incident report form. Make a copy of the first page to mail to the property owner. Keep the original to put in your injury claim file .
Helpful Tips After a Slip and Fall
Never make excuses or apologize for a slip and fall. You may be embarrassed, but this is not the time to make jokes about being clumsy or say, “ Only my pride was injured. ”
If you aren’t taken directly to the hospital after a slip and fall, you must seek medical attention as soon as possible, preferably the same day. You can see your primary health care provider, visit an urgent care center, or go to the hospital emergency room.
Be sure to tell every medical provider exactly when, where, and how you were injured.
Write down everything you can remember while the circumstances surrounding the slip and fall are fresh in your mind. No detail is too small for your injury diary. For example, if someone who works where you fell apologized or made excuses for the hazard that caused your fall, that information can help your injury claim.
Whether you decide to handle your own slip and fall claim or hire a personal injury attorney,  an incident report and timely medical attention can help you get the injury compensation you deserve.
How Much is Your Injury Claim Worth?
Find out now with a FREE case review from an attorney…
	Your Accident
	Contact Info
	Your Evaluation

So far so good! Please answer a few more questions and then click "Go to Last Step"
Unfortunately, based on your answers we can’t provide a case review. But you may qualify for pre-settlement funding.
This funding gives you the money you need to cover personal expenses now. Approval takes < 24 hours with no credit checks and no obligation — you only pay it back if you win your claim. Funding can range from $500-$100,000, depending on your case and needs.
We respect your privacy. The only person who may contact you is a licensed attorney who can help.
By submitting, you agree to the Terms & Conditions. You consent that the law firm you are matched with or a call center may contact you by phone and/or text, even if you are on a Do Not Call Registry. You agree these messages may be auto-dialed or pre-recorded, and consent is not a condition of purchase.
Unfortunately, based on your answers, we will not be able to help you. But that does not mean you do not qualify.
Please use the button below to see how else we can help.
View More Options for Help with your Injury
	Attorney Info

Please answer a few more questions and then click "Go to Last Step"
By submitting, you agree to the Terms & Conditions. You consent that the funding company you are matched with or a call center may contact you by phone and/or text, even if you are on a Do Not Call Registry. You agree these messages may be auto-dialed or pre-recorded, and consent is not a condition of purchase.
Success. You will be contacted soon about your funding.
If you’ve been injured in an accident, you may qualify for a settlement. Click here to see if you qualify now .
Find out now with a FREE case review from an attorney…
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	PDF Writing Incident Reports-Tips and Examples
How to write a helpful and professional incident report Be specific, detailed, factual, and objective. Language: This information can be used by many institutional and external partners so make sure to use language that you wouldn't mind President Phipps reading.




	PDF Writing Effective Incident Reports
Reports must be well-written. Poorly written reports can hurt your credibility. It is beyond the scope of this book to elaborate on the different types of reports used in the emergency response field or on the report-writing process itself. That information needs to come from your particular agency.




	PDF Incident Report Best Practices
Incident Report Best Practices This document is intended to be an informal guide on how to write incident reports. If you have questions about any part of this process, you may direct them to your supervisor, or to Alex Johnson at [email protected], or 262-6526. Incident reports should be detailed, succinct, and dispassionate.




	Real Examples of Incident Reports at the Workplace with Templates
IV.VI) First Aid Incident Report Sample. V) Incident Report Form Templates. V.I) Incident Report Form for General Staff (Word/PDF) V.II) Incident Report Form for a Construction Site. V.III) Incident Report for a Hospital/ Medical Clinic (Word/PDF) VI) Conclusion. VII) References & Further Reading.




	How to Write an Effective Incident Report
#1 Immediate Reinforcement of Actions In the event when an incident happened at work, documenting and reporting the details to the management can induce immediate and necessary measures to be taken (e.g., providing first aid ). By doing this, worse situations and occurrences can be prevented.




	How To Write a Work Incident Report (With Example and Tips)
1. Have all basic facts prepared In order for an incident report to be useful, it is helpful for all facts listed in the report to be specific and accurate. Some of the first and most basic items on the incident report typically include: Your job title Supervisor's name Date Time




	How to Write an Incident Report [+ Templates]
Home Blog Human Resources How to Write an Effective Incident Report [Templates] By Victoria Clarke, Jun 13, 2023 We all do our best to ensure a happy and healthy workforce. That's why, in a perfect world, you would never have to create an incident report.




	Writing Incident Reports
Organization unit, office phone and cell phone numbers of employee making report. Describe the work being performed and the equipment and/or other property damage. Attach pictures of the location and damaged area (s) of equipment. CC the unit supervisor and all other employees present at the time of the incident.




	Free Incident Report Form Templates
Generate reports from completed checklists Free to use for up to 10 users Preview Digital Sample Report Preview Sample PDF Report Start using template This fillable incident report template can be used to record incidents such as injuries, near misses, accidents, property damage, and more.




	PDF Writing Effective Incident Report
Identify the approved PI technique used Identify how long (<1 minute, 5 minutes, etc.) the recipient was held in the approved PI technique Significant events in the community involving a recipient Traffic accident, fire or police involvement with a recipient Effective Incident Reports:




	Incident Report: Examples, Form Templates & Writing Guide
A workplace incident report is a form that is used to profile physical occurrences that impact an employee's productivity in the workplace. It includes workplace injuries, near misses, and accidents that have a negative impact on the employee (s) and the organization, in general. Usually, labor laws specify the kind of information that should ...




	PDF Report Writing Guidelines For Incident Report Writing
4. The total value of property taken should be mentioned in the report Narrative. 5. If a juvenile is a subject in a report, the parent/guardian and school information must be obtained and reported in the Subjects Section of the report. 6. All subjects mentioned in the report Narrative, must be listed in the Subjects Section of the report.




	How to Write an Incident Report: 12 Steps (with Pictures)
1 Obtain the proper forms from your institution. Each institution has a different protocol in place for dealing with an incident and filing a report. [1] Follow any instructions that accompany the forms. Each organization uses a different format, so pay attention to the guidelines.




	Free Incident Report Templates (18)
Witness Vehicle Workplace What Should be Included? An incident report should include the following details: The person affected and their contact information A factual description of the incident, including location, date, and time A description of the incurred injuries if any Any involved parties or witnesses and their contact information




	Incident Report Writing
Apple Pages PDF Size: 33 KB Download Incident Report Form Template Details File Format MS Word Google Docs Apple Pages PDF Size: 38 KB Download Workplace Incident Report Template Details File Format MS Word Google Docs Apple Pages PDF Size: 37 KB




	How to Write an Incident Report
1. Collect the information. The first step is to collect all the relevant information. This includes all the details of the incident, including wh en it occurred, where it took place, what happened and how many people were affected. You should also include any photos or video evidence that could be relevant.




	PDF Guidelines for Writing a Critical Incident Report
1. Describe the incident • Describe the incident in detail. o Choose a true situation (don't add or remove facts, etc.) o Be very specific o Give only what is necessary to understand the analysis/reflection o Describe the context of the incident o Describe the actual incident




	Incident Response Plan (IRP) Basics
Report a Cyber Issue. America's Cyber Defense Agency. Breadcrumb. ... This factsheet provides an overview of an Incident Response Plan and how it should be implemented before, during, and after a cybersecurity incident. Resource Materials Incident Response Plan (IRP) Basics (PDF, 300.84 KB ) Tags. Topics. Cybersecurity Best Practices ...




	How To Write An Incident Report (And Use It To Improve Safety)
Key Facts: Purpose: The primary purpose of an incident report is to provide a clear and concise account of the incident. It serves as a valuable tool for understanding what happened, why it happened, and what can be done to prevent similar occurrences in the future.




	PDF Policy and Procedures: Incident Reporting
How to complete an incident report, How the report is to be routed. 2. Writing Incident Reports Each Program Approved Service Agency is required to write incident reports for all incident types as identified by regulation. Types of incidents requiring reporting include: Injury to person receiving services Lost or missing person receiving services




	8+ How To Write An Incident Report Sample?
- Word, PDF, Docs Home Documents Report Templates 8+ How to Write an Incident Report Samples An incident report is a formal report designed to officially inform anyone concerned about different circumstances that can come up in between certain activities, events, and other unexpected situations.




	How to write an incident report form
A report should stick to the facts. The more specific and unbiased the questions are, the easier it will be to develop corrective actions. This information includes. Name, job title, and department of the affected person. Location of the incident. Date of the incident. Time of the incident.




	How to Write a Motor Vehicle Accident Report (with Pictures)
1 Get identification and insurance information from the other driver. Regardless of who is at fault, you and the other driver need to exchange names and insurance information. Copy the information from the other driver's insurance card. [2] Check to make sure that there are no injuries.




	Sample Slip and Fall Incident Report Form
Click on the image below to download the PDF report form: Documenting Your Slip and Fall Is Vital What happens after a slip and fall accident can make or break your claim. The worst thing you can do after a slip and fall is to pick yourself up and leave in embarrassment.
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