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Incident report checklist 

If there is a security incident you must send an incident report using the SSIMS. To do this, go to http://care.objectwareinc.com. If you don’t have a password or need instructions on using the SSIMS database, email CIsafetysecurity@careinternational.org.

Use this checklist as a reminder of what you need to include in the report.


· Person who reported the incident

Name, contact details, relationship to CARE

· Where the incident happened

Region, country, specific location

· Time and date of the incident

· Whether the incident happened on duty or off duty

· Type of incident

Accident (traffic, non-vehicular, personal injury), ambush, arrest/detention, attack/assault, civil unrest, disaster (natural or man-made), evacuation/relocation, expulsion/deportation, force majeure, harassment, homicide, kidnapping/abduction, looting, roadblock, robbery, serious illness, stealing or pilfering of cash or assets, threat, unauthorized entry 

· Description of the incident

Give as much detail as possible 

· Description of any CARE assets involved

· Estimated value ($US) of loss or damage

· CARE staff involved

Name, age, male or female, national or international

· Impact on CARE staff involved

Medical evacuation, final condition (where/how did they end up) etc.

· Non-CARE people involved

Name, age, male or female, national or international, relationship to CARE (e.g. contractor, consultant, family, visitor, visiting staff)

· Impact on non-CARE people involved

Medical evacuation, final condition (where/how did they end up) etc.

· Action by CARE

Give as much detail as possible 

· Action by others

Give as much detail as possible

· Any help (and what kind of help) needed from CISSU
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