
Action Plan Following Safety Incident 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Name] 

Subject: Action Plan in Response to [Insert Incident Description] 

Dear [Recipient Name], 

Following the safety incident that occurred on [Insert Date of Incident], we have developed an 

action plan to address the concerns raised and to prevent future occurrences. The details of the 

action plan are outlined below: 

Overview of the Incident 

[Brief description of the incident, including what happened, where, and the individuals 

involved.] 

Identified Issues 

• [Issue 1 Description] 

• [Issue 2 Description] 

• [Issue 3 Description] 

Action Steps 

1. [Action Step 1 Description - who will be responsible and by when] 

2. [Action Step 2 Description - who will be responsible and by when] 

3. [Action Step 3 Description - who will be responsible and by when] 

Follow-Up 

We will follow up on the implemented actions and assess their effectiveness by [Insert Follow-

Up Date]. 

Thank you for your attention to this matter. Please feel free to reach out if you have any 

questions or require further information. 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Contact Information] 


