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‭1. PURPOSE‬
‭To establish a standardized and efficient process for the submission, documentation, and‬

‭handling of incident reports, ensuring timely response, accountability, and resolution of reported‬

‭incidents.‬

‭2. SCOPE‬
‭This SOP applies to all personnel involved in the incident reporting process.‬

‭including but not limited to:‬

‭Customer Concierge, Administrative Staff (Admin), Customer Care, Safety Officer and‬

‭Recovery Specialist.‬

‭3. RESPONSIBILITIES‬
‭3.1 Customer Concierge‬

‭3.1.1 Initial investigation‬

‭3.1.2 Submits the initial incident report within the prescribed timeframe‬

‭3.1.3 Notify admin and business unit head‬

‭3.2 Administrative Staff (Admin)‬
‭3.2.1 Files and coordinates the processing of incident‬‭reports‬

‭3.2.2 Log and file the incident report in ClickUp‬

‭3.2.3 Attend admin hearing, issuance of notice to explain and notice of decision‬

‭3.3 Customer Care‬
‭3.3.1 Conduct further investigation in addition‬‭to the initial investigation‬

‭3.3.2 Prepares official notices and communicates decisions (NTE, NOD and other‬

‭documentation that relates to due process implementation)‬

‭3.3.3 Execute due process based on labor standards‬

‭3.3.4 Initiate requisition of budget for major and severe accident cases‬
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‭3.4 Safety Officer‬
‭3.4.1‬‭Reviews and oversees safety-related incidents‬

‭3.4.2‬‭Create safety assessments‬

‭3.4.3‬‭Conduct safety training refresher‬

‭3.5 Recovery Specialist‬
‭3.5.1 Handles monitoring of damage and claims deductions‬

‭3.5.2 Secure all documents needed for deductions‬

‭4. PROCEDURE‬

‭4.1 Submission of Incident Report‬

‭4.1.1 Submit using the standard incident report form‬

‭4.1.1.1 Identify if accident, incident, or damage‬

‭4.1.1.2 For major incident, accidents, or damage, an immediate verbal report to‬
‭admin, business unit head‬

‭4.1.1.4 Written incident report must be submitted within 24 hours.‬

‭4.2 Filing and Tracking‬

‭4.2.1 Log and file the incident report in ClickUp‬‭for monitoring and documentation.‬

‭4.3 Preparations of Notices‬

‭4.3.1 Prepare notice to explain, and notice of decision‬‭applicable for all offenses‬

‭WH12 Vipinosa Compound, Magsaysay Road, Barangay San Antonio, San Pedro Laguna‬
‭hello@expedise.ph‬
‭Expedise.ph‬

‭Page‬‭3‬‭of‬‭6‬

mailto:hello@expedise.ph


‭Document Code:‬ ‭RPT-001‬ ‭Revision No.:‬ ‭00‬

‭Document Title:‬ ‭Incident Report and Submission Handling‬
‭Creation Date:‬ ‭28-Aug-2025‬
‭Effective Date:‬ ‭05-Sep-2025‬

‭4.4 Investigation‬

‭4.4.1 Customer Concierge conduct initial investigation‬

‭4.4.1.1 Collect witness statements and CCTV footage (if possible)‬

‭4.4.2 Hearings shall be conducted with all relevant‬‭parties present to ensure fair and‬

‭transparent proceedings.‬

‭4.5 Issuance of Notice of Decision‬

‭4.5.1‬‭After the investigation, a Notice of Decision‬‭will be formally issued to the involved‬

‭customer or personnel.‬

‭4.6 Handling of Damage and Claims-Related Incidents‬

‭4.6.1 Identification of Damage‬

‭4.6.2 Initial assessment‬

‭4.6.1 Check and verify required attachments for deductions (IR, ATDs, and other needed‬

‭attachments).‬

‭4.7 Documentation and Record Keeping‬

‭4.7.1 All incident-related documents must be uploaded‬‭and properly organized in‬

‭click up‬

‭4.7.2 These records shall be maintained for auditing, reference, and compliance‬

‭purposes.‬
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‭4.8 Attachments‬
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