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APPENDIX 2:  EXAMPLE INCIDENT REPORT 

1. Incident reports are submitted online at the below link and require log-in via users’ WSU Network 
ID. Incident Reports are primarily submitted by an employee’s supervisor, but Incident Reports 
can be submitted for students and visitors. 

 

http://ihr.hrs.wsu.edu/forms/incident_report.aspx  

1. For new reports, select Start a New Form 
 

 

  

http://ihr.hrs.wsu.edu/forms/incident_report.aspx
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2. For supervisors submitting an Incident Report for an employee, enter the employee’s WSU ID 
number and select Next. 
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3. Verify all information that automatically populates on the Affected Party page and add the 
employee’s scheduled work hours and days. Once complete, select Next Step. 
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4. Verify all information that automatically populates on the Supervisor page and enter the date and 
time the supervisor was informed of the incident. Once complete, select Next Step. 
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5. Verify all information that automatically populates on the Preparer page and fill in missing 
information. Once complete, select Next Step. 
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6. Enter applicable information about the incident here. Once complete, select Next Step. 
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7. The Injury Information page is where the preparer can provide information on any steps taken as 
a result of the injury. If the First Aid or Medical Treatment radio button is selected, you must 
provide the name and address of the medical provider, if applicable. The form will not allow you to 
proceed if nothing is in the Name and address of medical provider field. 
 
Once finished with this page, select Next Step: Review to take you to the review page. 
 

 

 

8. The review page lists all information provided regarding the incident. The Incident Report is not 
complete until submitted. 

 

 


