
YOUR NAME: __________________________________________________________________ 
 
YOUR ROLE: ___________________________________________________________________ 
 
DATE: ________________________________________________________________________ 
 
Note-taking with time stamps during an incident ensures accurate documentation of what happened, when it 
happened, and how it was handled. This helps coordinate responses in real-time, supports clear 
communication with leadership and families, and provides a reliable record for follow-up, debriefing, or legal 
purposes. For communications with external entities, note names, agency, and phone numbers. 
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