
 
 
POLICY AND PROCEDURE                                                                                   CITY OF MARTENSVILLE 
NAME:  INCIDENT REPORTS                                                                               NUMBER: 64/02 

 
1) PURPOSE: 
 

a) To record unusual events or circumstances. 
 

a) To provide a record of witnesses and action taken to deal with the incident. 
 

b) To advise supervisors of the occurrences so they are aware of the event. 
 

c) To assist in effectively managing the incident for the overall benefit of the public 
and Town. 

 
2) TYPES OF INCIDENTS TO BE REPORTED: 
 

a) INJURIES to the public or employees. 
 

a) PROPERTY DAMAGE to private or public property. 
 

b) CONFRONTATIONS or ABUSIVE CONDUCT by others towards members of the 
public or employees. 

 
c) VIOLATIONS of POLICIES, BYLAWS or STATUTES by the public. 

 
d) OTHER INCIDENTS which may generate public complaints. 

 
3) WHAT OCCURRED: Report 
 

a) How you became aware of the incident. 
 

b) What you observed or heard. 
 

c) What others told you they observed or heard. (Who?) 
 

d) Other details of the incident including witnesses. 
 
4) ACTION TAKEN: Report 
 

a) What statements you made to persons involved. 
 

b) What action you took to deal with the incident. 
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5) PHOTOGRAPHS: Should be taken as soon as possible of the site of the occurrence if there 

are: 
 

a) INJURIES to the public or employees. 
 

b) PROPERTY DAMAGE to private or public property which may result in insurance 
claims or other litigation (lawsuits) against the Town. 

 
6) FILING REPORTS: 
 

a) Employees should complete the attached Incident Report immediately (or as soon 
as possible) after the incident occurrence. 

 
b) Reports should be forwarded to the Department Manager or Supervisor for their 

review and comment as soon as possible but not later than 24 hours. 
 

c) When completed the Report shall be filed as follows: 
 

i) White copy to Town Office. 
ii) Canary copy to applicable department. 

 
 
 
COUNCIL ADOPTING RESOLUTION:  
#553/021210 
#31/02192013 

DATE: DECEMBER 10, 2012 
DATE: FEBRUARY 19, 2013 
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