Operational, or “Incident” Reports These reports may describe those things that your

supervisor or the client wants a description of, or they may describe the occurrence of a nontypical

event, that is, some unusual incident that has drawn attention to itself during the execution

of the daily duties of the security guard. Examples of things that may generate reports may

include criminal offences such as damage to property, robbery, theft, or assault, a fire, or some

other activity, or the daily activities of strikers on a picket line. The report must contain a clear

and accurate description of what transpired. The purpose of an operational report is threefold:

_ to become an official record of what happened;

_ to record the occurrence for the writer’s future reference; and

_ to pass the facts of an occurrence on to others for a variety of uses.

ESSENTIAL INGREDIENTS OF GOOD OPERATIONAL REPORTING

Good report writing requires attention to detail, an understanding of the reasons why a report is

required, and who the reader of the report will be. A good report will be planned out in advance,

will be factually correct and describe accurately the order of events that took place in clear and

concise language. Reports must be:

Organized: Get organized before writing the report Gather the facts first. Record the facts in your

notebook at the time of the incident or as soon thereafter as possible. Organize your thoughts by

figuring out how to best address the situation and present a clear picture of what happened to the

reader. Then draft the report. Remember, facts should be presented in chronological order.

Clear: Keep the sentences, the paragraphs, and the report short and to the point. Present a clear

picture of what happened but don’t be too wordy.

Legible: If the report is handwritten, make sure that it can be easily read by others. If you have

poor handwriting, write in BOLD CAPITALS..

Complete: Cover off all possible relevant questions (who, what, where, when, why, and how).

Accurate: All facts in the report must be accurate. Do not assume anything and do not add

anything that you do not know happened.
To be effective, they should include the five ‘W’s’ and the one ‘how’. While some of the

questions may not have answers at the time the report is drafted, a thorough report will try to

answer as many questions as possible. Remember, your goal is to paint a clear picture of what

transpired for the person reading or hearing the report. The report should answer the following

Questions :

1. WHO?

_ Who was involved?

_ Who was the complainant?

_ Who witnessed the event?

_ Who was the accused/suspect?

2. WHAT?

_ What actually happened?

_ What evidence is available?

3. WHEN?

_ When did the event occur?

4. WHERE?

_ Where did the event occur? Describe the environment and where you and the other

individuals were at the time..

5. WHY?

_ Why did what happened, happen?

_ What motive was there for the incident?

_ Why did this particular series of events occur?

6. HOW?

_ How did this event come to your attention?

_ How did the event take place?

_ How did the accused act?

_ How did the witnesses act?

_ How was the evidence recovered?

_ How was the suspect/accused arrested?
