
Safety Incident Report 

Date: [Insert Date] 

To: [Stakeholder Name] 

From: [Your Name] 

Subject: Safety Incident Report - [Incident Title] 

Dear [Stakeholder Name], 

I am writing to inform you about a safety incident that occurred on [date of incident] at 

[location]. The incident has been documented and is currently under investigation. Below are the 

details of the incident: 

Incident Details 

Type of Incident: [Type] 

Description: 

[Brief description of the incident, including what happened, who was involved, and any 

immediate actions taken.] 

Investigation Status 

The investigation is ongoing, and we are committed to understanding the root cause of this 

incident to prevent future occurrences. Preliminary findings indicate [any initial findings, if 

available]. 

Next Steps 

We will keep you updated on the investigation's progress and any corrective actions we plan to 

implement. Your support is vital as we address this issue. 

If you have any questions or require further information, please do not hesitate to contact me at 

[your contact information]. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Organization] 


