How to use this template: put your company name at the top, save a blank copy, and fill in a new copy for each incident, replacing everything in [brackets]. Keep every part, and write "none" or "not called" rather than leaving a line blank. Write Part 3 in time order, with 24-hour times, and only what you saw and heard yourself. Never rewrite a filed report; add a supplementary report instead. This is general guidance, not legal advice. The full guide, with three filled-in examples, is at guardchek.com/blog/security-guard-incident-report-template. Delete this note and the GuardChek line at the bottom of each page before you use it.
[Company name] incident report
Report no. [ ] · Written on [date] at [24-hour time] · Page [1] of [ ] · Related reports: [none / daily activity report of (date) / report no. ( )]
Part 1. The incident
Type: [trespass / theft / damage or vandalism / injury or medical / fire or alarm / hazard / disturbance or threat / use of force / suspicious person, vehicle or package / other: describe]
Date and time: [date], started [24-hour time], ended [24-hour time]
Site and client: [site name, address]. Client: [client name].
Exact location: [where on the site, precise enough for a stranger to find it]
Written by: [guard name], license no. [ ], post [ ], shift [from] to [to]
Part 2. People and vehicles
Person 1: role [injured person / witness / person involved / client staff / responder]. Name [ ]. Phone or email [ ]. [Visitor / employee / contractor / tenant / unknown]. If not identified: [sex, approximate age, height, build, hair, clothing, anything distinctive]. Statement: [given / declined / not asked].
Person 2: [same details as person 1]
Vehicle: [make, model, color, plate, state or province, direction it left in]
Part 3. What happened
[Write in time order, with 24-hour times. Write what you saw and heard yourself. For anything someone else told you, write who said it. Put exact words in quotation marks. Write what you did and why.]
[time] [what happened]
[time] [what happened]
[time] [what happened]
Part 4. Responders, notifications and evidence
Police: [not called / called at (time) on (emergency / non-emergency line)]. Service [ ]. Officer [name, badge no.]. Arrived [time]. Occurrence or case no. [ ].
Fire or ambulance: [not called / called at (time)]. Arrived [time]. Left [time]. [Transported to (hospital) / not transported / declined].
Injuries: [none / who, which part of the body, what you could see, what they said they felt]
First aid: [none / given by (name) at (time): what was done]. [Person declined further care at (time).]
Force or physical contact: [none / describe exactly: who touched whom, how, for how long, any injury. Include blocking someone's way.]
Detention or arrest: [none / who, when, why, for how long, who took custody; attach the arrest report]
Client told: [name] at [time] by [phone / email / app].
Supervisor or office told: [name] at [time] by [phone / radio / app].
Damage: [none / what is damaged and how. Describe it; do not estimate the cost.]
Photos: [number] taken from [time] to [time], showing [ ].
Camera footage: [none on site / cameras (names), from (time) to (time); (name) asked to keep it at (time)]
Items collected: [none / what, where it was found, who has it now]
Part 5. Follow-up
Still open: [e.g. door does not latch; client to review footage; repair to book]
Suggested: [optional: what would stop it happening again]
Part 6. Sign-off
Written by: _______________________________
Signature: _______________________________
Date and time: _______________________________
Reviewed by (supervisor): _______________________________
Date: _______________________________
Sent to the client by: _______________________________
Date: _______________________________
Template from GuardChek, guardchek.com. General guidance, not legal advice.
