APPENDIX G – INCIDENT LOG
All staff responding to an incident should keep a personal log. The EMT should also have an incident log.

This log can also be used to log decisions and rational made to take no further action based on new information. e.g. the UK threat level increases and the setting meets to discuss how this may impact them but implements no actions after assessing the risk.

· Logs should be clear, intelligible and accurate.
· Include factual information.
· Do not include any acronyms or abbreviations.
· Use plain and concise language.
· Keeps records of any expenditure.
· Do not remove any pages
· Do not use correction fluid.
	Date/
Time
	Action Taken / Decision 
Include supporting information to assist rational of action and who received from (include date and time of when information appeared if possible)

	To be completed by whom
	Completed
(tick)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




You may wish for administrative support to complete the log on your behalf. Please note where you have opted for this all information in the log remains as solely your responsibility and not the loggist
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