Incident & Adverse Event Report Template
Reviewed by the BastionGPT Clinical Advisory Board · July 2026 · Adapt fields to your organization's, payer's and jurisdiction's documentation requirements.
	Practice/program:
	Report #:
	Date of event:
	Time:



	Exact location:
	Person affected (initials):
	Role (client / visitor / staff):


Event type
Fall · medication error · elopement · aggression or assault · restraint or seclusion · self-harm or suicide attempt · death · privacy event · near miss · other
	


Witnesses
Name, role, and contact for each person who saw any part of the event
	


Factual narrative
First person, in sequence, only what was seen and heard · no conclusions, blame, or speculation
	


Immediate actions and care provided
Assessment offered · first aid · EMS called or declined · who examined · what the person chose
	


Injury and outcome
Apparent injury or none observed · follow-up window and who reassesses
	


Notifications made
Person or agency, date, time, by whom · note any mandatory deadline for your setting
	


Routing
File with risk management or practice QA files, apart from the clinical record. Chart the clinical impact (condition, assessment, care) in the clinical record; do not reference this report there.
	Reporter name and role (observer):
	Signature:
	Date/time completed:



	Supervisor review (name, signature):
	Date:


Full guide, sample report, and compliance notes: bastiongpt.com/template/incident-report   ·   BastionGPT drafts objective incident reports from your bullets. Free 7-day trial.
