
7W INCIDENT REPORTING & DECISION SUPPORT
TOOL

KEY PRINCIPLE: Information alone does not reduce risk. How it is understood and acted upon
does.

THE 7W – INFORMATION CAPTURE
WHO is reporting?
WHAT has happened?
WHERE is it happening?
WHEN did it occur?
WHO is affected?
WHAT is being done now?
WHAT is needed?

INFORMATION QUALITY CHECK
FACT — Confirmed and verified
ASSUMPTION — Reported but not confirmed
UNKNOWN — Information gap

DECISION SUPPORT
What do we know for certain?
What are we assuming?
What critical information is missing?
What are the immediate risks if we act now?
What are the risks if we delay?

PRACTICAL APPLICATION
Capture information quickly, but do not rush interpretation.
Reassess as new information emerges.
Expect early reports to be incomplete or inaccurate.
Maintain clarity between fact, assumption, and unknown.
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