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FIELD INCIDENT REPORTING FORM

Type of [0 Major Incident

Incident [J Minor Incident
(please check):

Place of
Incident:

Date and Time
of the Incident:

Class and
Section:

Work Being
Done:

Name of
Person/s
Involved:

Details of the
Incident

Action Taken
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Suggestions and Recommendations:

Documents Submitted for Documentation:

Incident Report Form
Certification

Medical Certificate
Itinerary of Travel
Others:

o0o0ooa

Prepared
by:

Complete Name and Signature

Noted by:

College Coordinator Deputy Coordinator

College Dean NSTP Director

Officer-in-Charge

Vice Chancellor for Academic Affairs
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Field Incident Reporting Flowchart
for Major Incident

FACULTY MEMEER IN-CHARGE

Action to be taken: The designated faculty member
responsible for the Academic and Administrative Affairs (AFA)

shall promptly report the incident through verbal or written
ommunication.

DEPARTMENT CHAIR, DIVISION HEAD OR

PARENT, LEGAL GUARDIAN OR PERSON-TO-NOTIFY Lt s s L el e
OF EACH STUDENT CONCERNED EQUIVALENT

INSTITUTE DIRECTOR

Action to be taken: Notify the relevant party

Action to be taken: Notify the relevant party Action to be taken: Notify the relevant party
egarding the occurrence of the incident

regarding the occurrence of the incident regarding the occurrence of the incident

THE DEPARTMENT CHAIR, DIVISION HEAD OR
INSTITUTE DIRECTOR
(AS APPLICABLE)

Action to be taken: Verbally communicate the incident

o the Dean of the College or the Director/Head of the
respective unit

ction to be taken: The Dean of the College or Director/Head of
Unit offering the course shall notify the Chancellor

In case of incident involving MORE THAN ONE College/Unit:

DEAM/DIRECTOR OF EVERY INVOLVED COLLEGE/UNIT

Action to be taken: The Dean or Director/Head of Unit offering

he course shall notify the Dean/Director of every involved
student’s home College/Unit

DEPARTMENT CHAIR, DIVISION HEAD OR INSTITUTE DIRECTOR

Action to be taken: The Dean/s or Director/s of the home unit/s in
such case shall relay the information to each concerned
Department Chair, Division Head or Institute Director




