Employee Incident Follow Up Report
Incident reference [ID]     Recorded by [name]     Date [date]
Purpose and reporting boundary
[State the question, intended reader and the period or event covered. Identify information outside the scope.]
Employee and workplace [name, role and location]
Supporting record
	Time
	Observed event
	Source or witness
	Immediate response

	[Time]
	[Observed event]
	[Source or witness]
	[Immediate response]

	
	
	
	

	
	
	
	


Incident account [objective facts and exact dates]
Employee response [statement or attached reference]
Follow up [action, owner, review date and completion evidence]
Reviewed by [name and date]     Supporting files [references]




