







[image: ]Incident Report


	Date of Incident: {{incident_date}}
	Time of Incident: {{incident_time}}
	Location of Incident: {{incident_location}}


[bookmark: _c273erwf4ks4]Incident Details
	Reported By: {{reported_by}}

	Incident Type:
· Accident
· Safety Incident
· Security Breach
· System Failure
· Other: {{incident_type_other}}
· 

	Description of Incident: 
{{incident_description}}

	
Immediate Actions Taken:
{{immediate_actions_taken}}




[bookmark: _d165fml7s5r]Persons Involved


	Person(s) Involved in the Incident:

	1. Name: {{involved_person_1_name}}
Role/Title: {{involved_person_1_role}}
Contact Information: {{involved_person_1_contact}}

	2. Name: {{involved_person_2_name}}
Role/Title: {{involved_person_2_role}}
Contact Information: {{involved_person_2_contact}

	(Add more persons if necessary)






[bookmark: _xpbawbod39v6]

[bookmark: _ij0e89mdnqyg]Witness Information

	Witness Name: {{witness_name}}

	Witness Contact Information: {{witness_contact}}

	Witness Statement:
{{witness_statement}}


	(Add more persons if necessary)



	Follow-up Actions

	Further Actions Required:
{{further_actions}}


	Responsible Person for Follow-up: {{responsible_person_followup}}


	Deadline for Follow-up Completion: {{followup_deadline}}





	Additional Notes


	{{additional_notes}}







[bookmark: _9u61dg615hk]
[bookmark: _usz0yyjtuni2]
	Prepared By

	Name: {{prepared_by_name}}

	Position: {{prepared_by_position}}

	Date Prepared: {{date_prepared}}

	Signature: {{signature}}









Note: This Incident Log should be reviewed and updated as necessary to ensure accuracy and completion. Retain all logs for auditing and compliance purposes. Use this template as a guide to capture the essential details of any incident within your organization.



This template allows the seamless documentation of any accidents or irregular events, ensuring comprehensive capture of all critical information for future audits. Fill out the placeholders with the relevant information to maintain a thorough record.
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