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	INCIDENT RESPONSE REPORT

	General Information

	Report Number
	

	Report Date
	

	Reported By
	

	Contact Information
	

	Incident Details

	Incident Date
	

	Incident Time
	

	Location
	

	Description of Incident

	Incident Type
	

	Detailed Description[footnoteRef:1] [1:  Detailed Description:  Provide a detailed description of the incident. Include what happened, how it happened, and who was involved.] 

	

	People Involved

	[bookmark: _Hlk170135429]Name
	

	Role
	

	Contact Info
	

	Details
	

	Immediate Actions Taken

	Actions
	

	Follow Up Actions

	Actions[footnoteRef:2] [2:  Outline any further actions that need to be taken following the incident. This could include investigations, corrective actions, changes to procedures, etc.] 


	

	Preventative Measures

	Actions
	

	Incident Analysis

	Analysis[footnoteRef:3] [3:  Analyze the root cause of the incident. Identify any underlying factors that contributed to the incident.] 

	

	Attachments

	
	
Attach photos, documents and/or any other relevant information

	Signatures

	
	

	Date
	Reporter’s Signature

	
	

	Date
	Supervisor’s Signature

	
	

	Date
	Reviewer’s Signature




