SOP Template: Accurate Incident Documentation
Requirements

Purpose

This SOP details the accurate incident documentation requirements, emphasizing the importance of timely and
precise recording of all incidents within the workplace. It covers the necessary information to be documented, including
date, time, location, individuals involved, description of the incident, and any immediate actions taken. The procedure
ensures compliance with legal and organizational standards, facilitates effective incident analysis, supports claims and
investigations, and promotes a safer work environment through proper record-keeping and communication.

Scope

This SOP applies to all employees, supervisors, and managers responsible for reporting and documenting workplace
incidents, including accidents, injuries, near misses, property damage, and safety violations.

Definitions

¢ Incident: Any unplanned event that results in or could have resulted in injury, illness, damage to property, or
interruption of normal operations.
¢ Near Miss: An event that did not result in injury or damage but had the potential to do so.

Procedures

1. Immediate Action
o Ensure safety and provide first aid or emergency response as needed.
o Notify relevant supervisors or emergency services if necessary.

2. Incident Documentation
o Complete the incident report form as soon as possible after the incident.
o The following information must be documented:

Etfegrl::aet?on Description

Date and Time Record the precise date and time when the incident occurred.
Location Specify the exact location where the incident took place.

Individuals Involved List all persons involved, including witnesses and their contact details.

Provide a clear, factual description of what happened, including events leading up to

Description of Incident the incident.

Immediate Actions

Taken Note any steps taken to address the situation, contain hazards, or provide assistance.

Reporting Party Name and contact information of the person completing the report.

Supporting Evidence Attach or reference any relevant photos, videos, or documents.

3. Submission and Review
o Submit the completed report to the designated supervisor or safety officer within 24 hours of the incident.
o The report will be reviewed for completeness and accuracy.
4. Confidentiality
o Allincident documentation must be handled in accordance with organizational privacy and data protection
policies.
5. Record-Keeping
o Maintain incident records securely for the period required by law or organizational policy.

Responsibilities



¢ Employees: Immediately report any incident and cooperate in the documentation process.
¢ Supervisors: Ensure accurate completion and timely submission of incident reports. Review reports and initiate

follow-up actions as needed.
¢ Safety Officer: Maintain records, monitor incident trends, and support training and corrective actions.

Compliance

Failure to adhere to this procedure may result in disciplinary action and compromise legal or insurance processes.
Regular audits will be conducted to ensure ongoing compliance.
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