Incident Reporting Policy

[Company Name]
Effective Date: [Dafe]

Purpose

Describe the intention of this policy, such as esfablishing procedures for reporting and documenting

incidents in the worlplace.

Scope

Indicate the employees, departments, and/or locations to which this policy applies.

Definitions

o [ncident [Define what constitule s an incident in the contextof this palicy)

e Reportable Incident [Descrnbe which inadents must be reporfed]

Policy Statement

State the policy regarding the reporting of incidents, including requirements and expeciations.

Procedure for Reporting an Incident

Identify and manage immediate nsks or hazards.

MNofify the relevant supenvisorimanager as soon aspossible,
Complete the incident report form with all required details.
Submit the completed form to the designated persontleparfment
Followup as directed.

o > 0 bh =

Responsibilities

e Employees: [Describe the reporfing responsibilites]
o SupervisorsManagers: [Outline their role in the process]

o HR/Safely Department: [List responsbilifies regarding incident investigation and follow-up|

Confidentiality

Cufline how reports and investigafions will be managed confidentially.

Review and Revision

De scribe when and how this policy will be reviewed and updated.
Approval
[Approved by: Name/Tifle]

[Date of Approval]
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