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BEYOND ONE-SIZE-FITS ALL:



Introduction
Effective incident management requires tailored approaches for each situation your organization faces. Generic, one-size-fits-all 

disclosure forms create unnecessary friction, decrease reporting rates, and ultimately leave your organization vulnerable to 

unidentified risks. This whitepaper provides detailed best practices for customizing disclosure forms for specific incident types—

from workplace injuries to patient care issues to health & safety—enabling you to collect the right information at the right time 

while improving reporter experience and compliance rates.



This guide will help you transform your disclosure management from an administrative burden into a strategic risk mitigation tool 

that protects your organization while streamlining compliance processes. Disclosure forms serve as the front line of your risk 

management strategy. They're the primary mechanism through which employees, vendors, patients, and other stakeholders 

report incidents that could impact your organization. Yet many companies continue to rely on generic templates that fail to 

capture the specific information needed for different incident types.



The consequences of this one-size-fits-all approach are substantial�

� Lower reporting rates when users encounter irrelevant question�

� Incomplete information requiring extensive follow-u�

� Delayed incident resolution as critical details must be gathered after initial reportin�

� Increased administrative burden for compliance team�

� Higher organizational risk as patterns go undetected



The right disclosures tool should provide a comprehensive framework for customizing disclosure forms across the most 

common incident types, with specific best practices for each scenario. By implementing these recommendations, you'll not only 

improve reporting rates but transform your disclosure management into a strategic asset for risk mitigation.
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Scenario: Slip and Fall Accidents

Section One

Slip and fall incidents represent one of the most common workplace accidents across industries. Generic incident forms often 

fail to capture the specific environmental factors and circumstances that could help prevent future occurrences.



BEST PRACTICES FOR SLIP AND FALL DISCLOSURE FORMS

1 2 3 4

Include specific 
location mapping


Capture environmental 
conditions

Witness information 
section


Immediate response 
documentation


� Provide facility maps or 

location drop-downs for 

precise incident locatio�
� Include options to identify 

common trip hazards�
� Allow photo uploads of 

the incident location

� Weather-related factors (if 
applicable�

� Floor condition (wet, dry, 

recently cleaned, etc.�
� Lighting condition�

� Presence of warning 

signs or barriers

� Fields for witness names 

and contact informatio�
� Brief description of what 

witnesses observe�
� Option to indicate if 

witnesses provided 

assistance

� First aid provided on-sit�
� Timeline of medical 

attentio�
� Names of first responders 

or safety personnel 

involved



Scenario: Chemical Exposure Incidents

Scenario: Equipment or Machinery Failures

Chemical exposure incidents require detailed information about substances involved, exposure parameters, and containment 
measures—details often missing from generic incident forms.



BEST PRACTICES FOR CHEMICAL EXPOSURE DISCLOSURE FORM�

�� Substance identification sectio�
� Chemical name and product identifiers, Dropdown menu of commonly used chemicals in your facility, Fields for concentration 

or dilution level, Link to relevant Safety Data Sheets (SDS�
�� Exposure parameter�
� Route of exposure (inhalation, skin contact, ingestion, etc.), Duration of exposure, Approximate quantity involved, Any 

personal protective equipment (PPE) in us�
�� Affected individuals trackin�
� Number of people potentially exposed, Symptoms reported, Medical evaluation status for each individua�
�� Containment and decontamination detail�
� Actions taken to contain spill or release, Decontamination procedures followed, Secondary contamination concern�
�� Regulatory reporting checklis�
� Automatic triggers based on substance and quantity, Timestamp for reports made to agencies (OSHA, EPA, etc.), 

Documentation of report numbers or confirmation

When equipment fails or machinery malfunctions, detailed information is essential for preventing recurrence and addressing 
potential manufacturer liability.



BEST PRACTICES FOR EQUIPMENT FAILURE DISCLOSURE FORMS
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1

1

2

2

3

Equipment identification 
section

Evidence preservation 
checklist

Failure description 
components

Vendor/manufacturer 
notification tracking

Impact assessment 

fields


� Make, model, and serial number 
field�

� Asset tag or internal tracking I�
� Installation date and age of 

equipmen�
� Maintenance history access or fields

� Photos of failed component�
� Retention of failed part�
� Machine data logging or readout�
� Witness statements specific to 

operation

� Dropdown for failure type 
categorizatio�

� Sequence of events timelin�
� Warning signs or previous issues 

reporte�
� Operating conditions at failure time

� Contact information for responsible 
partie�

� Warranty status indicato�
� Service contract detail�
� Response tracking timeline

� Production downtim�
� Associated injuries (with links to 

injury reports�
� Property damage exten�
� Environmental impacts
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Scenario: Patient Care Incidents
In healthcare settings, patient care incidents require specialized information gathering that balances clinical detail with privacy 
concerns.



BEST PRACTICES FOR PATIENT CARE DISCLOSURE FORMS
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1 2

2

3

Patient anonymization with 
linking capability

Near miss vs. actual harm 
classification

Clinical

context levels

Contributing factors 
assessment

Medication-specific sections 
(when applicable)

� Use of patient identifier�
� Secure linking to medical records for 

authorized reviewer�
� Age range rather than specific ag�
� Clinical service or unit rather than 

exact room location

� Clear definitions for reporter�
� Harm scale that aligns with regulatory requirement�
� Potential harm assessment for near misse�
� Immediate intervention documentation

� Patient acuity indicator�
� Staffing levels at time of inciden�
� Recent handoffs or transitions of 

car�
� Relevant comorbidities (without 

specific diagnoses in initial report)

� Communication factor�
� Training or knowledge factor�
� Environmental factor�
� Policy or procedure factors

� Medication name, dose, rout�
� Stage of medication process where 

incident occurred (ordering, 
dispensing, administration�

� High-alert medication classificatio�
� Automated dispensing involvement

54

Scenario: Harassment or Discrimination Complaints
Harassment and discrimination reports require forms that balance detailed incident documentation with sensitivity and 
confidentiality concerns.



BEST PRACTICES FOR HARASSMENT/DISCRIMINATION DISCLOSURE FORM�

�� Multi-channel reporting option�
� Anonymous submission capability, Option to speak directly with trained personnel, Ability to submit in primary language, 

Alternative reporting paths for cases involving direct supervisor�
�� Incident characterization with definition�
� Clear definitions of different types of harassment/discrimination, Behavior-based descriptions rather than legal terms, 

Multiple-incident pattern indicators, Workplace impact assessmen�
�� Sensitive information handlin�
� Clear statements about confidentiality, Explanation of information sharing requirements, Consent options for investigation 

steps, Retaliation concerns documentatio�
�� Witness evidence documentatio�
� Witness identification with privacy options, Electronic evidence references (emails, messages, etc.), Timeline construction 

assistance, Prior report reference�
�� Support resources integratio�
� Automatic provision of relevant policies, Available support services information, Immediate safety concern assessment, 

Accommodation request options



Scenario: Gifts, Entertainment, and Hospitality Issues
Tracking gifts, entertainment, and hospitality requires specialized disclosure approaches that balance cultural norms with 
compliance requirements.



BEST PRACTICES FOR GIFTS/ENTERTAINMENTS DISCLOSURE FORM�

�� Item characterization syste�
� Gift vs. entertainment vs. hospitality clarification, Value estimation guidance, Business purpose documentation, Frequency 

tracking between partie�
�� Recipient/provider relationship mappin�
� Government official status checks, Customer/supplier relationship documentation, Decision-making authority assessment, 

Recent business transaction link�
�� Approval workflow integratio�
� Pre-approval vs. post-event disclosure paths, Appropriate approval authority routing, Exception request processing, 

Documentation of approval reasonin�
�� Policy alignment verificatio�
� Automatic threshold checking, Regional variation considerations, Special event provision application, Cultural context 

documentatio�
�� Transparency documentatio�
� Public disclosure requirements, Internal transparency measures, Recipient organization policies, Shared expense 

documentation

When evaluating disclosure management solutions, consider these essential capabilities�

� User-Friendly Form Builder: The solution should provide an intuitive interface for creating and modifying forms without 
requiring technical expertise, allowing compliance teams to quickly adapt forms as needs evolve�

� Smart Routing and Escalation: Look for platforms that automatically direct disclosures to appropriate reviewers and escalate 
high-risk issues, ensuring timely response without manual intervention�

� Real-Time Visibility: Effective solutions provide dashboards showing disclosure status, completion rates, and risk patterns, 
enabling proactive management rather than reactive response�

� Consistent User Experience: The platform should maintain a consistent interface while accommodating form customization, 
reducing the learning curve for reporters and increasing adoption rates�

� Multi-Channel Accessibility: Support for multiple reporting channels (web, mobile, hotline integration) ensures employees 
can report incidents through their preferred method, increasing participation rates�

� Bulk Distribution Capabilities: For scheduled disclosure campaigns (like annual conflicts of interest surveys), the system 
should support automated distribution with tracking and follow-up features.



The right solution transforms disclosure management from an administrative burden into a strategic risk management asset, 
delivering significant returns on investment through improved efficiency, enhanced compliance, and reduced organizational risk. 
Customization flexibility within your disclosure management system is essential for adapting to your organization's unique risk 
profile. With configurable templates, question sets, and workflows, you can tailor the disclosure experience without sacrificing 
standardization. This balance between customization and consistency ensures you collect precisely the information needed 
while maintaining a user-friendly experience that encourages participation and transparency.
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Evaluating Disclosure Management Solutions: Key 
Capabilities for Customization

Section Two



Conclusion
Customized disclosure forms represent far more than an administrative improvement—they fundamentally reshape how 

organizations approach risk identification and management. By collecting precisely the right information at the right time, these 

tailored forms become a critical foundation for proactive risk management.



The benefits extend beyond improved reporting rates and reduced administrative burden. Organizations that implement 

customized disclosure systems gain deeper insights into emerging risks, identify patterns that might otherwise remain hidden, 

and allocate resources more effectively to address the most significant threats.



As we've demonstrated throughout this whitepaper, the technology now exists to make comprehensive form customization 

accessible to organizations of all sizes. The question is no longer whether customization is possible, but whether organizations 

will seize the opportunity to transform their disclosure management approach.



Those that do will find themselves better equipped to navigate an increasingly complex risk landscape, with greater visibility into 

potential issues and more effective tools for addressing them before they escalate into significant problems. In this way, 

disclosure form customization becomes not just an operational improvement but a strategic advantage in organizational risk 

management.
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