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Workplace Incident Log
One incident per page. Separate what you observed from what you suspect.

Date / time / location

People present / witnesses

What happened? Include exact words; label approximate quotations.

Work impact / change from the original instruction or agreement

Supporting record reference / where it is stored

Response / follow-up / date to revisit

Keep notes factual. Do not include confidential customer or employee data.

Check applicable policies and obtain qualified advice before copying restricted material.

This sample is for organization; it does not establish a legal claim.

For reflection and personal recordkeeping. No score, diagnosis, or guaranteed outcome.

redflagarchive.com  |  Type in the fields or print and complete by hand.
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