· private

· public

P.E.D.A.L. Incident Report

Date Prepared (yyyy/mm/dd)

Incident Report User Guide


Incident reports are a tool to document and track shit that goes down not only between staff people, but also involving volunteers, board members and customers (and their pets) in the shop.  If something troublesome/not ok happens outside of shop involving the aforementioned folks an incident can still be used, though it is not as integral as it's in shop use.  They should be filled out as soon after the incident happens as possible so that memories are fresh.  The more information that is included in the report the better so try to be accurate and thorough.  Once completed, if they are public then they will go into one of two folders at OCB (inter-staff, not-so-inter-staff).  If they are private they should be placed in a manilla envelope then sealed, then (well, i'm not sure what we should do with them...  any ideas?).

When are incident reports useful?

· significant conflict occurs in the shop like an argument, physical confrontation, oppressive behavior, any kind of violence (including towards inanimate objects), disrespectful communication (including on the phone or in emails)

· theft

· unexcused lates and/or uncovered shifts

· irresponsible behavior (giving away keys, drinking on the job)

· major complaints from people outside of the organization 

· actions that contravene collective decisions or contradict policy/the groups best interest

What is the deal with Private and Public reports?


Most reports are going to be public.  However, if any party involved in the conflict does not feel comfortable with the notion of staff/board members having access to the report they can ask that it be private.  It is still important to document incidents as best as possible, and the private option will hopefully encourage people to fill a report eventhough they are feeling uncomfortable.

What about Immediate Action?  Where can i get some of that?


Immediate action means things like having a discussion about the problematic language, people being asked to leave, keys being revoked, etc.  Not all incidents require immediate action, and sometimes it's hard/impossible to take immediate action after an incident for numerous reasons.

And Follow up/next step?


Follow up is necessary in cases where there are recurring incidents (like every day one particular person takes an hour long lunch break) or if the incident is violent, oppressive or agressive.  Use your better judgement and if you are part of or witness to an incident and you feel that something must be done immediately, say so.  Brought to groups attention means within a week an email goes out and a note is written in the communication log (all-pedal, same deal but with allpedal emailed as well).  Urgent meeting means ASAP STAT people are called (like on the telephone), possibly a conflict resolution sub-commitee is formed or an emergency staff meeting happens.
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3.  Description of Incident 


inappropriate communication 


violent behavior   toward                             (circle one:  staff, customer, inanimate object)�
unexcused late >30 minutes


overtime lunch


unexcused absence


other�
�
please explain...�
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4.  Witness�
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5.  Immediate Action Taken (please include names)�
�
�
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6.  Follow Up/Next Step    (circle one )  Necessary      Unnecessary�
�
urgent meeting


other�
brought to groups attention


brought to all pedal attention�
�
�
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7.  Is this a time sensitive issue (circle one)  Yes           No�
�
8.  Reported by:
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