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Download Article A guide to writing an incident report and following workplace protocols Download Article If you're a security guard or police officer deployed to the scene of an incident, writing up a detailed and accurate report is an important part of doing your job correctly. A good incident report gives a thorough account of what happened
without glossing over unsavory information or leaving out important facts. It's crucial to follow the appropriate protocol, describe the incident clearly, and submit a polished report. Note the time, date, and location of the incident on the form. Include your full name and ID number, as well. Write a first person narrative explaining what happened at the
scene, be honest, clear, and concise as you go. Then, proofread your incident report and revise any mistakes before submitting it. 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. In some cases you're responsible for filling out a form issued by your institution. In other cases you'll be asked to type or write up the report on your own. Tip: If possible, do your write up using word processing software. It will look neater, and you'll be able to use spell check to polish it when
you're finished. If you write your report by hand, print clearly instead of using cursive. Don't leave people guessing whether your 7s are actually 1s. 2 Provide the basic facts. Your form may have blanks for you to fill out with information about the incident. If not, start the report with a sentence clearly stating the following basic information:[2] The
time, date and location of the incident (be specific; write the exact street address, etc.). Your name and ID number. Names of other members of your organization who were present Advertisement 3 Include a line about the general nature of the incident. Describe what brought to you at the scene of the incident. If you received a call, describe the call
and note what time you received it. Write an objective, factual sentence describing what occurred.[3] For example, you could write that you were called to a certain address after a person was reported for being drunk and disorderly. Note that you should not write what you think might have happened. Stick to the facts, and be objective. 4 Start the
report as soon as possible. Write it the same day as the incident if possible. If you wait a day or two your memory will start to get a little fuzzy. You should write down the basic facts you need to remember as soon as the incident occurs. Do your report write-up within the first 24 hours afterward.[4] Advertisement 1 Write a first person narrative telling
what happened. Write a chronological narrative of exactly what happened when you reported to the scene. Use the full names of each person included in the report. Identify all persons the first time they are cited in your report by listing: first, middle, and last names; date of birth, race, gender, and reference a government issued identification
number. In subsequent sentences, you can then refer to them using just their first and last names: "Doe, John" or "John Doe". Start a new paragraph to describe each person's actions separately. Answer the who, what, when, where, and why of what happened. For example, when the police officer mentioned above arrives at the residence where he got
the call, he could say: "Upon arrival the officer observed a male white, now known as Doe, John Edwin; date of birth: 03/15/1998; California Driver's License 00789142536, screaming and yelling at a female white, know known as, Doe, Jane, in the front lawn of the above location (the address given earlier). The officer separated both parties involved
and conducted field interviews. The officer was told by Mr. John Doe that he had came home from work and discovered that dinner was not made for him. He then stated that he became upset at his wife Mrs. Jane Doe for not having the dinner ready for him." If possible, make sure to include direct quotes from witnesses and other people involved in
the incident. For example, in the above scenario, the officer could write “Jane said to me ‘Johnny was mad because I didn’t have dinner ready right on time.'” Include an accurate description of your own role in the course of what occurred. If you had to use physical force to detain someone, don't gloss over it. Report how you handled the situation and
its aftermath. 2 Be thorough. Write as much as you can remember - the more details, the better. Don't leave room for people reading the report to interpret something the wrong way. Don't worry about your report being too long or wordy. The important thing is to report a complete picture of what occurred.[5] For example, instead of saying “when I
arrived, his face was red,” you could say, “when I arrived, he was yelling, out of breath, and his face was red with anger.” The second example is better than the first because there are multiple reasons for someone’s face to be red, not just that they are angry. Or, instead of saying “after I arrived at the scene, he charged towards me,” you should say
“when I arrived at the scene I demanded that both parties stop fighting. After taking a breath and looking at me, he began to run quickly towards me and held his hand up like he was about to strike me.” 3 Be accurate. Do not write something in the report that you aren't sure actually happened. Report hearsay as hearsay, not as fact.[6] For example,
if a witness told you he saw someone leap over a fence and run away, clearly indicate that your report of the incident was based upon a witness account; it is not yet a proven fact. Additionally, if you are reporting what the witness told you, you should write down anything that you remember about the witness's demeanor. If their statement's cause
controversy later, your report can prove useful. For example, it would be helpful to know that a witness appeared excited while telling you what happened, or if they seemed very calm and evenhanded. 4 Be clear. Don't use flowery, confusing language to describe what occurred. Your writing should be clear and concise. Use short, to-the-point, fact-
oriented sentences that don't leave room for interpretation.[7] Keep your writing clear and concise. Additionally, do not use legal or technical words: For example, say “personal vehicle” instead of “P.0.V.” (personally owned vehicle), and “scene of the crime” instead of the typical numbered code that police typically use to notify others of their arrival.
Use short, to-the-point sentences that emphasize facts and that don't leave room for interpretation. Instead of writing "I think the suspect wanted to get back at his wife, because he seemed to have ill intentions when he walked up to her and grabbed her," write "The suspect [insert name] walked over to his wife [name] and forcefully grabbed her by
the wrist." 5 Be honest. Even if you're not proud of how you handled the situation, it's imperative that you write an honest account. If you write something untrue it may end up surfacing later, putting your job in jeopardy and causing problems for the people involved in the incident. Preserve your integrity and that of the institution you represent by
telling the truth. Advertisement 1 Double check the basic facts. Check to make sure the basic information (spellings of names, the dates, times, and addresses, the license plate numbers, etc.) match those you listed in your report.[8] Do not try to make sure that statements in your report match those of your colleagues. Individually filed reports
guarantee that more than one account of an incident survives. Incident reports can appear later in a court of law. If you alter the facts of your report to match those of another, you can be penalized. 2 Edit and proofread your report. Read through it to make sure it's coherent and easy to understand. Make sure you didn't leave out any information that
should have been included. Look for obvious gaps in the narrative that you might need to fill in.[9] Check it one more time for spelling and grammar errors. Remove any words that could be seen as subjective or judgmental, like words describing feelings and emotions. 3 Submit your incident report. Find out the name of the person or department to
whom your report must be sent. When possible, submit an incident report in person and make yourself available to answer further questions or provide clarification. In situations where an incident report must be mailed or e-mailed, follow up with a phone call within a 10 day period to ensure that your report was received. Advertisement Ask a
Question Advertisement This article was co-authored by Clinton M. Sandvick, JD, PhD. Clinton M. Sandvick worked as a civil litigator in California for over 7 years. He received his JD from the University of Wisconsin-Madison in 1998 and his PhD in American History from the University of Oregon in 2013. This article has been viewed 1,283,178 times.
Co-authors: 20 Updated: April 19, 2024 Views: 1,283,178 Categories: Law Enforcement Print Send fan mail to authors Thanks to all authors for creating a page that has been read 1,283,178 times. "I am a trainee safety officer with a level 1&2 workplace health and safety officer working with the woodlark gold project in Papua New Guinea operated
by Geopacific resources and I have found this document a helpful resource."..." more Share your story Sample Jail incident report Correctional officer report writing examples National Inmate Survey Indicators of mental health problems reported by prisoners and jail inmates Correctional officer scenarios Profile of Jail Inmates Infectious diseases in
prisons Statistics Percentage of prisoners with mental illness There is a huge number of templates that someone in the Jail Guard role uses in their daily work. In this article, we’ll outline the main templates they use. Documents & Spreadsheets These templates are some of the most commonly used templates by a Jail Guard. Documents are often built
in tools like Word, Google Docs, Notion & others while spreadsheets are often built in Excel, Google Sheets, Airtable & others. 1. Daily Activity Log 2. Inmate Incident Report 3. Visitor Log 4. Inmate Medical Record 5. Inmate Property Inventory 6. Inmate Release Form 7. Inmate Disciplinary Report 8. Shift Schedule 9. Training Attendance Sheet 10.
Equipment Maintenance Log Reports Reports are often prepared by a Jail Guard to track business performance for themselves or for their management team. They can be created in a variety of tools and can be static or dynamic templates. 1. Inmate Population Report 2. Incident Report 3. Visitor Log Report 4. Contraband Seizure Report 5. Inmate
Movement Report 6. Use of Force Report 7. Medical Emergency Report 8. Disciplinary Action Report 9. Facility Maintenance Report 10. Training Attendance Report SOPs At the heart of businesses with solid systems and processes are SOPs (standard operating procedures). These should be living documents that outline what a Jail Guard does and
how they do it. 1. Inmate Intake and Release Procedure 2. Cell Block Security Check 3. Inmate Count and Movement Protocol 4. Use of Force Reporting and Documentation 5. Contraband Search and Seizure Protocol 6. Emergency Response and Evacuation Plan 7. Inmate Medical Assistance Procedure 8. Inmate Visitation and Communication
Guidelines 9. Inmate Discipline and Behavior Management 10. Daily Shift Handover and Reporting Process Presentations Jail Guard presentations can be delivered either to internal or external stakeholders. Often created in tools like PowerPoint, Google Slides, Canva, Adobe or others, they are important for visually communicating important business
information. 1. Monthly Incident Report 2. Staff Training Presentation 3. Emergency Procedures Overview 4. Inmate Population Analysis 5. Security Equipment Update Legal Docs There are several key times when a Jail Guard needs to create and complete legal documents. By using templates set up as documents, signable PDFs or esignature
software templates, they can speed up this process. 1. Incident Report Template 2. Inmate Transfer Request Template 3. Use of Force Report Template 4. Inmate Medical Request Template 5. Visitor Log Template Health & Safety Templates Health & Safety templates for a Jail Guard ensure that the correct forms are completed to protect from harm
and record any incidents at work. 1. Incident Report Template 2. Safety Inspection Checklist Template 3. Emergency Response Plan Template 4. Personal Protective Equipment (PPE) Assessment Template 5. Health and Safety Training Attendance Record Template Calendars Setting up Jail Guard calendars ensures that they can visually see what’s
coming up and plan events successfully. 1. Monthly Duty Roster 2. Inmate Visitation Schedule 3. Training Calendar 4. Shift Rotation Calendar 5. Court Appearance Calendar Invoice Templates Several types of Jail Guard invoice templates can be used and these are generally set up as Word docs, PDFs or accounting software templates. 1. Monthly
Security Services Invoice 2. Overtime and Shift Differential Invoice 3. Equipment and Supplies Invoice 4. Training and Certification Invoice 5. Specialized Services Invoice Survey Templates For a Jail Guard to get insights related to the work they do, they need to send out Jail Guard surveys. These templates can be set up as documents, fillable PDFs
or survey software templates. 1. Inmate Satisfaction Survey 2. Staff Training Needs Assessment 3. Facility Security Evaluation 4. Incident Reporting Feedback 5. Employee Wellness Check Meeting Agendas Having premade Jail Guard meeting agenda and meeting notes templates can save time and ensure you run efficient meetings. They are usually
set up in tools like Word, Google Docs, Notion & others. 1. Monthly Staff Meeting 2. Security Training Meeting 3. Incident Review Meeting 4. Shift Handover Meeting 5. Safety Committee Meeting Budget Templates To manage finances well, a Jail Guard would need to have budget templates they can used on a monthly, quarterly and yearly basis. 1.
Monthly Expense Budget Template 2. Monthly Income Budget Template 3. Savings Budget Template 4. Debt Repayment Budget Template 5. Emergency Fund Budget Template Dashboards Dashboards are a useful way for a Jail Guard to monitor business performance and they can be set up as static documents or dynamic online documents/views. 1.
Incident Report Dashboard 2. Inmate Population Dashboard 3. Security Equipment Status Dashboard 4. Staff Attendance Dashboard 5. Visitor Log Dashboard Proposal Templates For bidding or requesting work, a Jail Guard needs a boilerplate proposal template that they can use over and over again. These templates can be set up as documents,
fillable PDFs or proposal software templates. 1. Monthly Staff Training Proposal 2. Equipment Upgrade Proposal 3. Security Protocol Review Proposal 4. Inmate Rehabilitation Program Proposal 5. Facility Maintenance Proposal Get Your Template Made We’ve brought together some of the best template builders in the world to help people like you get
your templates built. We’ve seen that using a solid set of templates in business will help you streamline your systems and processes. Whether you’d like your Jail Guard templates built in Word, Google Docs, Excel, Google Sheets, PDF, Notion, Airtable, Canva, PowerPoint or other software, we’re here to help. Request your template and we’ll get your
request in the hands of a 3D Animator Template designer. 1. TYPEOFFENSE/INCIDENT REPORT IF ADDITIONAL SPACEa. ORIGINAL b. CONTINUATIONc. SUPPLEMENT IS NEEDED, USE REVERSE OF FORM; IDENTIFY ITEMS. OR FOLLOWUP2. CODE NO. 2a. SORT3. TYPE OF OFFENSE OR INCIDENT 4. CASE CONTROL NUMBERS5. BUILDING
NUMBER 6. ADDRESS7. NAME OF AGENCY/BUREAU 8. AGENCY/BUREAU CODE9. SPECIFIC LOCATION 10. LOCATION CODE11a. DATE OF OFFENSE/INCIDENT 11a. TIME OF OFFENSE/INCIDENT12. DAY 13a. DATE REPORTED 13b. TIME REPORTED14. DAY 15. JURISDICTION (X)16. NO. OF DEMONSTRATORS 17. NO. EVACUATEDa. TIME
START b. TIME ENDEXCLUSIVE CONCURRENTPARTIAL PROPRIETARYID CODE NAME AND ADDRESSAGE SEXRACE INJURY CODETELEPHONE (c)(d) (e)(f) (g)(a) (b)Last Name, First, Middle Initial HOMENumber, Street, Apt. No., City and State BUSINESSLast Name, First, Middle Initial HOMENumber, Street, Apt. No., City and State
BUSINESSD. YEAR c. MAKEd. e. COLOR (Top/Bottom)f. IDENTIFYING CHARACTERISTICS MODELa. STATUS STOLENSUSPECT YEARSTATE TAG NO. h. VINi. VALUE »g. REGIS- GOV”TPERSONAL TRATIONVANDALIZED RECOVEREDa. NAME OF ITEM b. QUANTITYc. OWNERSHIP d. BRAND NAMEGOV'T PERSONALe. SERIAL NO. f. COLORg.
MODEL h. VALUEi. UNUSUAL OR UNIQUE FEATURES j. PROPERTY WASk. STATUS OF PROPERTY VALUE RECOVEREDSECURRED UNSECUREDRECOVERED MISSINGPARTIAL RECOVERY 1. NAME OF ITEMm. QUANTITY n. OWNERSHIPo. BRAND NAME GOV'TPERSONAL p. SERIAL NO.q. COLOR r. MODELs. VALUE t. UNUSUAL OR UNIQUE
FEATURESu. PROPERTY WAS v. STATUS OF PROPERTYVALUE RECOVERED SECURREDUNSECURED RECOVEREDMISSING PARTIAL RECOVERY21. NARRATIVE (If additional space is needed, use blank sheet and attach.) GSA3155 GENERAL SERVICES ADMINISTRATIONFORM (REV. 3/200) Sep 15, 2023 An incident report is a type of
document where the details of any unusual event is recorded. Any injury or harm to a person caused by the unusual event shall be included in the record too. An incident report templates can also be an accident report, which when necessary can lead to the filing of a police report to get legal authorities involved. If you need to draft any of the
aforementioned documents, you can scroll down our list of templates for reference. 327+ Word Report Templates 327+ Simple Report Templates Report Template Bundle Download Now Incident Report Template Google Docs MS Word Pages Size: A4, US Download Now Blank Incident Report Template Google Docs MS Word Pages Size: A4, US
Download Now Security Incident Report Template Google Docs MS Word Pages Size: A4, US Download Now Have you ever encountered any untoward occurrence? If you did, were you able to do something about it? In the event that any untoward incident happens, it is necessary to draft an incident report immediately after the event has taken place.
Fall Incident Report Template Google Docs MS Word Pages Size: A4, US Download Now Behaviour Incident Report Template Google Docs MS Word Pages Size: A4, US Download Now After Action Incident Report Template Google Docs MS Word Pages Size: A4, US Download Now Blank Incident Report Template Size: A4, US Download Now General
Incident Report Template Size: A4, US Download Now Free Incident Report Template Al Apple Pages MS Word PDF Size: A4, US Free Download Free Simple Accident Incident Report Template MS Word Pages Editable PDF Google Docs Size: A4, US Free Download Security Incident Report Templates Hotel Security Incident Report
posting.arktimes.com Size: 675 KB Download Now Data Security Incident Report dhs.pa.gov Size: 17 KB Download Now Bank Incident Report jlab.org Size: 94 KB Download Now Employee Incident Report Templates Employee Injury Incident Report workingatmcmaster.ca Size: 89 KB Download Now Employee Behavior Incident Report ohio.edu Size:
6 KB Download Now Employee Performance Incident Report teamresources.net Size: 20 KB Download Now School Incident Report Templates Elementary School Incident Report warwickschools.org Size: 6 KB Download Now High School Incident Report fhs.findlaycityschools.org Size: 30 KB Download Now School Bus Incident Report
rentonschools.us Size: 137 KB Download Now Incident Management Report Templates Project Management Incident Report oecd.org Size: 390 KB Download Now Property Management Incident Report trainingdimensions.net Size: 14 KB Download Now Incident Reporting and the Common Questions About It An incident report is a document that
would help correct any dire situation, preventing it from occurring again. It can be used in several situations. Types of Incidents Health and Safety Incidents Health and safety is one of the main reasons an incident report is created. With regard to health, incident reports include any accident a patient was in, such as a fall. Because of this, the patient
needs to be monitored from time to time. Injuries and illness that badly need to be included in the incident reporting are as follows: Illnesses that require immediate treatment Serious lacerations that require emergency attention and medication Loss of some bodily functions from: head injuries; serious burns; spinal injury; eye injury, etc. Various
infections Serious Incidents Below is a list of dangerous incidents that could cause serious life risk in the work place: Uncontrolled explosion, implosion, or spillage of any hazardous substances Fires Substance leakage that may lead to an explosion or a fire Electric shock or short circuits Air ventilation interruptions Why is it necessary to report an
incident? Reporting an incident is necessary because it can prevent that particular occurrence from happening again. An incident report is very helpful in terms of the claiming benefits from insurance policies and health benefits. In these cases, proper documentation of the unusual circumstance is a must as it is needed to validate the claims of the
insured. Reporting an incident is necessary because it helps to understand the gaps, mishaps, and other lapses that may have lead to a certain circumstance. When is the best time to report incidents? Reporting incidents must be done immediately after any unusual occurrence, even if it may appear to only be a minor incident. It is extremely vital to
document the incident as soon as possible as people must take an incident seriously. The reason for that is there is a possibility that even a minor incident could get worse if immediate attention is not given to it. If there is no incident report documented, it might be very difficult for someone to prove that it happened in a specific place. Whether these
incidents happen at work, in school, or even when you’re walking around a city, nothing must be taken for granted. Accident Incident Report Template Construction Accident Incident Report uc.edu Size: 42 KB Download Now Vehicle Accident Incident Report doa.wi.gov Size: 21 KB Download Now Behavior Incident Report Templates Employee
Behavior Incident Report mtc.edu Size: 69 KB Download Now School Behavior Incident Report louisianabelieves.com Size: 354 KB Download Now Student Behavior Incident Report wwcc.edu Size: 110 KB Download Now Construction Incident Report Templates Construction Site Incident Report drexel.edu Size: 163 KB Download Now Construction
Safety Incident Report dha.gov.au Size: 88 KB Download Now Customer Incident Report Templates Customer Service Incident Report dps.mn.gov Size: 137 KB Download Now Customer Complaint Incident Report z.co.nz Size: 31 KB Download Now Incident Report and Investigation Unusual events may or may not result to injury or harm to a person.
However, in the event that an injury and/or illness occurs, investigation is the next procedure and is a must. After all, an immediate reaction to a specific untoward event is a good sign that a company adheres to its employees’ health and safety. The Investigation Process Before beginning an investigation, a medical treatment or first aid must be
administered to the injured person. First thing to do is to call and gather all the relevant people investigate the incident. Identifying and gathering all those who witnessed the event. This is followed by an interview with each witness. Documenting the scene of the injuries comes afterwards. This is done with the use of videos and photos. The
investigation report must be completed. From this, investigators determine the cause as well as the implications of the incident together with the corrective measures to be implemented to prevent its recurrence. Things to Include in the Investigation Document The investigation of an incident is very critical and crucial to the well-being of the parties
involved. Therefore, proper documentation and preparation is a must. Below are the important details that need to be included in the investigation document: The details of those people involved in the investigation, sometimes referred to as the participants, of the incident need to be gathered. Those involved include the injured worker, witnesses to
the event, immediate supervisor of the injured party. Another thing to look for in the document are the things that gets investigated. This could refer to any event that resulted in serious damage to property or equipment during work hours, or serious injury obtained by the worker. Various information to collect is needed such as: the victim’s
characteristics including the name, age , gender, experience, job title, tenure in the company, training records description of the injury and the parts of the body that was affected narrative and the sequence of the events (location of the incident, complete progression of the event) characteristics of the equipment and the task associated with the
incident. Emergency Incident Report Templates Medical Emergency Incident Report stpaulstrust.org.uk Size: 64 KB Download Now Emergency Response Incident Report myescambia.com Size: 7 KB Download Now Emergency Management Incident Report gqp.gov.sk.ca Size: 152 KB Download Now Equipment Incident Report Templates Medical
Equipment Incident Report immune.com Size: 22 KB Download Now Equipment Damage Incident Report traderconstruction.com Size: 17 KB Download Now Equipment Failure Incident Report amsa.gov.au Size: 41 KB Download Now Medical Incident Report Templates Medical Office Incident Report sdaa.inltouch.org Size: 19 KB Download Now
Medical Assistant Incident Report iata.org Size: 30 KB Download Now Quality Incident Report Templates Quality Assurance Incident Report dhss.alaska.gov Size: 96 KB Download Now Quality Control Incident Report lausd.schoolwires.net Size: 42 KB Download Now Quality Incident Report Format dews.qld.gov.au Size: 614 KB Download Now Risk
Incident Report Template Operational Risk Incident Report dhs.vic.gov.au Size: 9 KB Download Now Risk Management Incident Report nd.gov Size: 297 KB Download Now Must-Know Things about an Incident Report If you happen to be one of the people who encountered a specific incident, then it should be considered now as your responsibility to
write an incident report. Incident reports are like academic reports as both of these types of reports require several details when creating it. Importance of an Incident Report An incident report is considered a must because it helps in reviving the patient’s or the victim’s memory of the incident. However, since a person’s memory isn’t all that reliable,
an incident report can preserve the facts. This would give the investigators the ability to tell between the actual details and hearsay any hearsay. Incident report is also very important because it activates rapid response to the risk managers and authorities who is held responsible in reviewing the incident. It also alerts those people in the working
place, the administrators and those in the higher ranks. In that way, they will be able to determine proper precautionary measures. Incident reports do not only provide vital information just because it is needed to further the investigation about a particular unusual event, but also helps determine whether a certain facility or institution should proceed
with a particular decision. It merely affects the decision making of the persons in the place where the incident happened. Do’s The following are the things that one should consider in creating an incident report: Do include the names of the persons involved in the incident, including the witnesses of the event. Do write any the factual events that
happened. Do not be flowery or figurative in describing the incident. Tell it as it was. Do attach additional information. Make sure that they are relevant enough and must coincide with the particular event. Do write immediate actions taken in the particular event. Incident reports must be descriptive. It should not create an impression of being
evaluative. When narrating the particular incident, it should be done in a chronological order. This is to make sure that there is a clear picture of what really happened, thus providing a better understanding. When mentioning a specific person’s name, it should follow the last name, first name, middle initial order. Don’ts Don’t use nicknames for the
persons involved in the incident Don’t rely too much on abbreviation Don’t delay any documentation Don’t falsify and use your opinions in the report. It must be facts-based. In writing an incident report, it is important that one should know the proper procedure they need to follow in order to come up with one. A person who is going to write such
document should know exactly what to include and what not to include. An intoxicated subject has been in your sobering cell for the past three hours. It’s time for the nurse to check his vitals. He’s been cooperative so far this evening. You escort the nurse to your booking hallway, unlock the sobering cell and have the subject step out for vitals. “Joe,
come out, this nice lady wants to make sure you're doing OK,” you say to wake Joe from a deep sleep and get him to zig-zag to the door. You know Joe. Joe knows you. You have escorted him into the facility about 15 times in the past two months without one issue. He’s normally comical and unsteady at worst. Not today. Today, Joe tries to grab the
nurse and she backs off. You call for backup and take hold of Joe’s extended right arm, turning it into a twist lock and forcing Joe into a safer position. Joe is cursing and spitting. Backup arrives, including Deputy Smith and two others. Your focus is on Joe. You have his right arm secure. He’s not going anywhere. You have turned his face away from
you so his spit lands on the floor. Now you’re talking to Joe and trying to calm him down. Staff gets full control of Joe and places him in Safety for staff security. Time to write a report. You are pretty sure that Deputy Smith had control of Joe’s left arm. GETTING THE DETAILS DOWN The crux of a report in the correctional setting is to accurately
explain to a non-involved third party what you saw happen during an incident. In doing so, you justify your actions and help a disciplinary officer or prosecutor bring forth the proper charges against an offender. Your report will be read by your supervisor and, most likely, your command staff. Your reports will be read by lawyers who don’t know you.
Your reports will be read by judges. A report you write may be the missing piece that helps someone figure out a crime. Even with the importance of reports, there is still a likelihood you will not know every detail of every incident in which you are involved. There are so many pieces to every incident that there is the potential to miss some of what
happened, especially during a quickly unfolding interaction with an arrestee or an inmate. A corrections officer may miss a critical component of an incident and, with the best intentions, make an earnest attempt to fill in the blanks to describe the incident more completely in a report. This is a trap. Of all the seemingly good reasons in your head that
you feel you should tell a complete story in your reports, none of them are valid if, in fact, you don’t have the complete story. [Read: 9 documentation tips for correctional officers] JUST THE FACTS, NOTHING MORE How accurate are your reports? The answer to this question may seem obvious. However, if you write that Deputy Smith took control of
an inmate’s left arm, but you didn’t see Smith take control of the arm, that little piece in your report could be used in court or in an internal investigation to destroy the rest of your report. A false detail will also destroy your credibility and stands to get you in trouble at work. You might reason that since Deputy Smith was there, who else could it have
been? While you were busy talking to Joe and controlling the right arm, you saw Smith coming, but he was actually controlling the legs, and it was Sergeant Jones who took control of the right arm. When we speak to someone who is absolutely sure about every bit of information shared with us, the general consensus is that this person is telling
untruths sometimes because nobody knows everything with certainty all of the time. It is much easier to believe someone who tells you from time to time that they are not sure about the answer to your question. Not knowing everything at all times reflects a reality of the human condition. USE QUESTIONS TO BUILD A COMPLETE TRUTH If you only
know that something happened but don’t know who made it happen, it is perfectly acceptable and expected to state exactly those facts. You can write, “I controlled the subject’s right arm. Another staff member had control of the left arm. After debriefing the incident, I found out it was Sergeant Jones who had control of the other arm.” That’s a simple
bit of truth, and it stands to further legitimize anything you WERE sure of in your report. If an attorney later confronts you on a matter of fact you wrote in your report, asking if you are sure that is what happened, you can easily say, “Yes, I was sure when I wrote that report because if I hadn’t been, I would have written that I didn’t know and found
out from another participant after the incident concluded.” When you build a history of accurate report writing, including statements that you were missing information, you increase the credibility of the statements of observation you do include in your reports. Ultimately, we would all like to have every detail of every story to tell. With enough
experience, you can improve your incidental observational skills specifically to prepare for a report. Realistically, you will likely miss details of the incident, but it is imperative your reports only reflect what you actually experienced. Take our quiz: Are you including the right things in your reports? 0 ratings0% found this document useful (0 votes)3K
viewsInmate assault on officer.SaveSave County Jail Incident Report For Later0%0% found this document useful, undefined Writing reports as a Correctional Officer is one of the most important daily duties that you will be required to complete. The importance of good report writing for correctional officers should not be discounted as your written
communication skills will speak volumes about you as an officer without you even saying a word. Which is probably why many have begun using incident reporting software so make sure your computer skills are on point as well. For better or for worse, the reports that you write will directly reflect your competency level as well as your proficiency &
professionalism as a Correctional Officer. Basic Requirements for Report Writing Understand that the reports that you write are utilized to preserve the knowledge of a particular situation or a series of events and as well as accurately record the details of these events. Constructing your reports in chronological order from a sequential viewpoint is
key. Format and content are also important aspects of your report that you should be aware of. Most if not all correctional officer training academies and schools will provide intensive training on all aspects of proper report writing to new officers, the Do’s & Don’ts of generating reports, and the importance of grammar, spelling, and sentence
structure. Think before; during and after you write your reports and stick to the basics. Remember that the incident reports you write are a formal presentation of the facts as you have recalled them that provide a permanent record of your actions as well as your observation of events and offenses as they have occurred. Based on the seriousness of
the events related to the reports you generate, they may have higher visibility at various levels of the criminal justice system to include your supervisors, attorneys, judges, counselors, family members, media, defendants, and members of local government. 7 Key Elements of Report Writing In order to accurately articulate your thoughts or ideas of a
particular event or incident, it is best to ask yourself a set of basic questions that must be answered and are recognized as the essentials of report writing. Who, What, When, Where, Why, and How - these questions all should be asked and answered as you complete your reports. Who (ID) What (Violation or Offense) When (Time & Date) Where
(Location) Why (Motive) How (Method of Operation) Action Taken In addition to the W-W-W-W-W & H, you should also include an ACTION. What was the end result? What was the outcome? What was the response? What actions were taken in regards to the information you presented earlier in your report, whether it is a final action or it is a pending
action. The Five “C’s” As you are in the process of gathering information for your report while at the same time making sure that you are answering and addressing the seven key elements of report writing listed above, but also remember to follow the “Five C’s” of proper report writing. Completeness Conciseness Clearness Correctness
Courteousness Using the Five C’s can be summarized by sticking to the facts, using complete sentences, avoid slang or prison jargon, stay on point and be direct, avoid wordiness, strive for accuracy, no grammar or spelling errors, and be fair & objective in your report writing. Finalizing Your Reports Read the reports that you write, proofread them,
make corrections if necessary, and then reread them again. Make sure that your report is error-free, that you've addressed and answered all questions that may arise later. Ensure that your report paints a clear picture of the series of events that took place. Take pride in your reports in the same way you take pride in the job, sign & date and send
forward. Table of Contents Not every incident that could occur is the same. That’s why Legal Templates offers various incident report forms for your situation. Find the one that applies to your circumstances below so you can capture all essential details in your report. Report an injury, accident, or other event in the workplace. Record an incident
involving an employee, including misconduct and behavioral issues. Document close calls in the workplace to identify hazards and prevent future accidents. Record and respond to digital security threats to protect systems, data, and operations. Summarize the details of a crime to support police efforts. Document accidents, injuries, and safety issues
that occur on a construction site. Record details of an event that caused harm or had the potential to, including injuries, damage, and actions taken. Summarize details of any unexpected event or accident involving a patient during care. Record any incidents that affect students or staff in a school environment. Put events that compromise security,
like workplace violence or data breaches, in writing. Document events that occur when providing child care. What Is an Incident Report? An incident report is a written record of an unexpected event involving injury, damage, or a safety concern. It’s common in workplace situations but can also be useful for events outside of work. Completing an
incident report as soon as possible after an incident occurs is the way to go. This way, you can ensure the details are accurate and that the organization can take corrective actions. Common situations that call for an incident report include: any incident that results in injury or property damage any incident that presents a safety or health hazard any
breach of patient or customer information violence or harassment legal or ethical violations workplace accidents or misconduct any close call that might have led to an incident Legal Templates’s incident report template lets you record essential details of an unexpected event. Our form makes it easy to include all information so you can have a full
summary of what happened. We have different variations, so you can fill out one for anything from a workplace incident to a safety breach. Why Use an Incident Report Form? An incident report form gives you a clear way to respond when something goes wrong. Whether it’s a workplace injury, a customer complaint, or property damage, documenting
the event helps your team act quickly and responsibly. Filling out a report serves several key purposes: It captures what happened while the details are still fresh. It helps your team investigate the cause and decide what to fix. It creates a paper trail that can support legal or insurance needs. It encourages accountability by tracking how incidents are
handled. Over time, it helps you spot patterns and improve safety measures. Having a template on hand means you’'re prepared — and that you can stay focused on resolving the issue instead of scrambling to figure out what to write. What to Include in an Incident Report Form Not every incident report form will contain the same information. The
information you include will vary depending on the situation. However, some elements remain consistent from form to form. Using Legal Templates’s incident report form ensures you don’t leave out key details. Explore the essential elements in our form: Reporting person: The name and role of the person reporting the incident. Incident date: The day
and time the incident took place. Location: Where the incident took place (property address and specific location). People involved: The names, roles, and contact details of the people affected and involved. Incident details: Information about the incident, including what led up to it. Damages: A description of property damage if any occurred. Police
involvement: Whether law enforcement came and what actions they took. Injuries: Whether anyone sustained injuries and to what degree. First aid: Whether someone provided first aid on the scene. Medical treatment provided: Whether medical personnel provided more extensive treatment for injuries. Witnesses: The names and contact information
of witnesses. Incident response: The corrective action that the company took to fix the issue. Supporting documents: A description of supporting documents or photos that you will attach to the form. Report date: The date of writing the report. How to Write an Incident Report Form Creating an incident report form helps you stay organized and
document issues. Learn how to write one to record the issue and take corrective action. 1. Report the Situation Immediately Be sure to report the situation as soon as it happens. Some incidents need a certain level of timely reporting. You can read more about this in our Legal Considerations section below. Even if there’s no specific guidance, it’s best
to document the situation right after it occurs. An investigation may start sooner, which can lead to a more effective resolution. Delaying a report can lead to forgotten details, so it’s essential to report immediately. 2. Gather Evidence Once you take action to start the report, gather evidence like: photos or videos of hazardous conditions, injuries, and
property damage time stamps and logs work shift records damaged equipment emails or texts that provide context before the incident occurred Review this evidence while writing the report so you can include relevant details. Be mindful when collecting evidence, ensuring you consider personal safety and company policies. For example, you may
need to notify security personnel to access camera footage. 3. Interview Witnesses Interview witnesses to learn about what happened and get their perspective. Share your notes with them to ensure your transcription aligns with their experiences. Get their contact information and ask if they’d be available to answer follow-up questions. 4. Complete
the Form with Essential Details Use Legal Templates’s incident report template to document the occurrence. Create an accurate account by combining statements from the people involved and witnesses. Include your observance of the event and physical evidence if applicable. Provide ample details even if the incident seems minor. Submit the
completed incident report log using your company’s preferred channels and methods. 5. Assess Potential Causes Once you complete an incident report form, think about what might have caused the issue. Consider what went wrong and how you might have prevented the issue. Was the incident caused by an employee oversight, negligence, or another
human error? Or was it caused by external factors outside of anyone’s control? Make recommendations for future improvements to increase safety and accountability within your organization. Record your findings in your employee handbook and employee onboarding checklist. This way, newcomers will know how to prevent issues. Sample Incident
Report Template View a free sample of an incident report to understand how to record an event. Once you know the language to use, you can create your own PDF or Word document using our incident report template. When writing incident reports, you must adhere to certain legal requirements to ensure accuracy and compliance. When you make
the following considerations, you can protect the involved parties and encourage resolution. Regulatory Compliance Make sure you follow industry-specific reporting guidelines. Depending on what industry you're in, you may have to report incidents within a certain amount of time after they happen. You may also have to report to certain agencies or
follow certain laws. For example, incidents in healthcare may need to follow HIPAA's reporting requirements. You may also need to report to the Occupational Safety & Health Administration (OSHA). If you work in transportation, you may have to follow reporting requirements for the National Transportation Safety Board (NTSB). You may only need
to report incidents of a certain severity. Double-check your obligations before submitting a report to an agency that regulates your field. Confidentiality Incident reports can contain sensitive information, so it’s important to handle them with care. Only share them with authorized individuals. Acknowledge that they may contain identifiable details and
confidential business information. They may also include references to disciplinary actions. Therefore, you should prioritize privacy while still making a comprehensive report. Accuracy An incident report should contain accurate information. Avoid including speculations or emotional language to keep it as factual as possible. This way, it can be used
in legal proceedings or investigations if needed. Legal Consequences Failing to report an incident can have legal consequences. For example, the company may incur a fine or lawsuit against them. They may also face legal liability or be required to suspend operations for non-compliance. Record Retention Organizations may need to keep incident
reports for a specific period based on various factors. For example, company policy may require certain retention periods. These can allow for audits and internal reviews. Certain companies may need to follow retention requirements for their industry. For example, HIPAA requires six years for some incident reports. You must also follow your
jurisdiction’s statute of limitations. This way, you can determine how long you should keep incident report logs for legal claims. Employee Rights Employees may come to you to report incidents. You can’t retaliate against them for reporting certain events. This is because certain legal protections are in place. For example, Whistleblower Protections
safeguard employees who report fraud. [1] Title VII of the Civil Rights Act of 1964 prevents retaliation against employees who report harassment. [2] If an employee comes to you, work with them to collect information. Don’t tie their reporting to their job, as you could risk legal issues and a poor reputation. Write an Incident Report with Legal
Templates If your organization had an incident that you need to document, you can use Legal Templates’s incident report template. You can go through our dynamic document editor to include all relevant details and save your progress as you go. When you finish, download it as a PDF or Word document and save it to your computer. It’ll also be ready
to print so you can store it in your internal records for easy reference. We make incident reporting more seamless so your organization can handle incidents and learn from mistakes. When you use our form, you can easily remedy safety, security, and employee issues. Frequently Asked Questions The individual who oversees the property or scene fills
out the form to ensure accuracy. This person could be a supervisor, property owner, manager, landlord, or HR personnel. They should have training to ensure thorough documentation. Yes, you should report a near miss. Even though a near miss doesn’t result in a direct negative outcome, it proves a risk was present. You can use Legal Templates’s
incident report form to document a near miss. This preventative action can help you learn what could’ve gone wrong. As a result, you may be able to lower the risk of similar incidents. The five Ws of incident reporting are Who, What, When, Where, and Why. These elements help supervisors include relevant details about the situation at hand. An
incident report is an internal document that helps organizations understand what happened. A police report is an official legal document that reports illegal activity. A law enforcement officer fills it out, and involved individuals can use it to build legal cases.



