
Follow-Up on Workplace Safety Incident 

Report 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Your Name] 

Subject: Follow-Up on Incident Report - [Incident ID/Reference] 

Dear [Recipient's Name], 

Following up on the incident report submitted on [Insert Incident Date] regarding [briefly 

describe the incident], I would like to address the necessary measures taken and any updates 

concerning the safety concerns raised. 

Summary of Incident 

[Provide a brief summary of the incident, including location, individuals involved, and any 

immediate actions taken.] 

Actions Taken 

[Detail the actions that have been taken since the incident, including investigations, safety policy 

updates, or training sessions planned.] 

Next Steps 

[Outline any additional steps that will be taken to mitigate the risks associated with the incident 

and ensure workplace safety.] 

If you have any further questions or require additional information, please feel free to reach out. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


