
Volunteer Incident Reporting Procedure 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Name] 

Subject: Incident Report 

Dear [Recipient Name], 

I am writing to report an incident that occurred during my volunteering activities on [Insert Date 

of Incident] at [Insert Location]. 

Incident Details 

Incident Description: 

[Provide a brief and clear description of the incident.] 

Time and Date of Incident: 

[Insert Time and Date] 

Individuals Involved: 

[List the names of any individuals involved in the incident.] 

Actions Taken: 

[Describe any actions taken immediately following the incident.] 

Recommendations 

[Include any recommendations for preventing similar incidents in the future.] 

Please feel free to reach out for any further information or clarification. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 



[Your Contact Information] 


