Writing the Incident Report 

English 402

The Incident Report is one of the most common types of reports written, but it’s one to which little attention is typically paid. Incident reports are sub-sets of Analytical Reports, which typically ask the question, “Why did X happen?”
 

The Incident Report asks the very same question, “Why did the incident in question happen?”  Answering this question will often include asking other questions:

When did the incident occur?

Who was involved?

Where did the incident take place?

What were the results of this incident?

How did the incident occur?

In writing an Incident Report, all aspects of the incident must be carefully considered, especially the data.  Incident data must be carefully constructed and used. Collecting data for an Incident Report often involves significant research including interviews of those involved and eyewitnesses, ascertaining damage, liability assessments, looking at reports others have written, and much more. When writing an incident report, the author must consider whether the data is

1. appropriate to the incident

2. accurate

3. carefully interpreted and without bias

4. appropriately presented in words as well as in graphic format (graphs, tables, diagrams, etc.) 

An Incident Report also must include carefully considered conclusions and recommendations.  

As important as all the above questions, data collection, conclusions and recommendations are, nothing is more important in the Incident Report than the intended audience.  In fact, some incidents require the composition of more than one Incident Report.  Different Reports, with different foci, arrangement of data, and different sets of recommendations are often composed for different audiences.  The authors of these Reports must take care, however, that the different Reports all portray the Incident in the same manner, interpret the data similarly, and have conclusions and recommendations that work in concert with each other.  

