
Updated 11/1/14 
 

Incident Report 
 
Date Completed:      _____________________________________________________ 
Staff Name:              _____________________________________________________ 
Library:  _____________________________________________________ 
 
 
Individual Involved:  _____________________________________________________ 
Individual’s Library Card Number:  __________________________________________ 
Type of Incident that Occurred:  ____________________________________________ 
______________________________________________________________________ 
 
Date and Time of Occurrence: _____________________________________________ 
 
Location of Occurrence/Video Camera Location: _______________________________ 
______________________________________________________________________ 
 
Please describe the situation, giving as many details as possible: _________________  
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ 

(Please use additional sheets if necessary) 
 
Witnesses and their Contact Information: 
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ 
 
 
Incident Reported to:   ___________________________________________________ 
Via (telephone, e-mail): ___________________________________________________ 
Date Reported: _________________________________________________________ 
 
__________________________________  ________________ 
Signature       Date  



Updated 11/1/14 
 

Witness Statement 
 

Name: ________________________________________________________________ 
Date of Incident: ________________________________________________________ 
Library Card Number: ____________________________________________________ 
Telephone Number:______________________________________________________ 
Address: ______________________________________________________________ 
E-Mail Address: ________________________________________________________ 
 
 
Please describe the situation, giving as many details as possible: _________________ 
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ 
______________________________________________________________________ 
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ 
______________________________________________________________________ 
 
 
 
__________________________________  ________________ 
Signature       Date  
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