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Q1 Occupiers’ Risk Management Tip 

Following on our Q4 tip on the importance of creating inspection and maintenance checklists, it is 
also important that an occupier develop and utilize an Incident Report form. Key to a successful 
defence is documenting and preserving as much information about the loss and the injuries 
allegedly sustained by a claimant contemporaneous to the time of the loss. 

An Incident Report form should include, at a minimum: 

1. The date and time of the incident;
2. The date and time the incident was reported;
3. The weather conditions;
4. The specific location of the loss, including whether it occurred indoors or outdoors;
5. The name of the individual completing the form along with their title and contact

information;
6. The names and contact information of any witnesses;
7. The name and contact information of the injured party;
8. A description of the incident by the person completing the form;
9. A description of the incident from any witnesses to the loss,
10. A description of the incident from the injured party,
11. A description of any injuries alleged by the injured party and assistance provided;
12. A checkbox that indicates whether an ambulance was called and/or attended at the

scene;
13. A description of the condition of the area where the loss allegedly occurred;
14. A description of any corrective action taken, if any;
15. A checkbox that indicates whether photos of the loss area were taken;
16. A checkbox that indicates whether the loss was captured by CCTV footage and whether

said CCTV footage was preserved; and
17. The signature of the individual completing the report.
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