INFORMAL REPORTS:  Incident Reports

· Many businesses require employees to submit an incident report for any accidents that occur in the workplace. 
· In addition, public safety officials (firefighters, police officers, emergency medical employees) as well as medical workers (doctors, nurses, technicians) have to keep detailed records of incidents and accidents that occur.

Use the following scenario to write an incident report:

You are a technical writer for McDuff’s educational software department. While at work one day, you walk into the shared break area to find a fire inside the microwave. Since the microwave is still going (14 minutes remaining), you turn it off immediately. You find a fire extinguisher on the wall, and use it to douse the flames in the microwave. As the smoke clears, you see that a bag of microwave popcorn caught fire and exploded. Knowing that you are required by policy to write a report – to Dr. Housenick, OSHA Liaison to McDuff Inc. – within 24 hours of the incident, you jot down some quick notes:

· Tuesday, October 5, 2009
· Generic brand popcorn (open box is on the counter next to the microwave)

· 2-minute recommended popping time

· 14 minutes remaining on microwave timer

· Bob Smith (Accounting Department) put the popcorn in the oven.

· Frequently makes popcorn at his 2:25 p.m. break

· Thought that he set the timer for 2 minutes.

· Went outside to smoke a cigarette while the popcorn cooked

· You walked into the break area 2:34 p.m. (clock on the wall)

· Fire extinguisher on the wall next to the microwave

· Charred remains in the microwave

· Smoke still extends throughout the building with a charred smell

· Firefighters were called at 2:38 p.m.

· Firefighters arrived at 2:43 p.m. from fire station one block away

· Alan Martin (Programming Dept.) and Dennis Alcott (Programming Dept.) reported difficulty breathing

· Both were taken by ambulance to General Hospital at 3:00 p.m.

Use the accident/incident report guidelines in your textbook to plan your report:

· What happened?

· How did it happen?

· When did it happen?

· Why did it happen?

· Who was involved?

FORMAT:
· remain objective throughout

· just the facts

· mind your tone

· do not be accusatory, critical

· organize the report in a way that communicates the information clearly and succinctly
· follow the memo format

· McDuff memo template

· limit to single page – concise, succinct
· single-space


Introductory Summary:
· instead of an “Abstract”

· purpose of the document (Purpose Statement)
· brief synopsis of the incident

Body:
· chronology 

· numbered list 
· of what happened

· who, what, where, when, how

· remain objective

· maintain parallel structure throughout the list

· *complete sentences
· no fragments, verb phrases

· do not omit the articles (a, an, the)

· *past tense
· headings, subheadings (if necessary)

Conclusion:
· typical Conclusion material 

· refer to your purpose

· definitely supply your further contact information

· conclusions, recommendations, suggestions

· clearly separate fact from opinion

· don’t “point fingers”

· generalization, induction 

· not about the one person involved

· but the entire company 

· establish/suggest company policy
· perhaps volunteer to draft it






