Tool 4: Urgent Action Report 
Date: …………………………………………….Location: ………………………………………………..
Please fill out the first four sections, giving as many details as possible. In section 5, report any immediate action you yourself have taken and indicate any follow-up required. Hand this report to your team-leader. If your team-leader is not available, contact the focal point related to the area you are working in. See the contact list attached.
	1. What happened? 

	


[bookmark: _GoBack]


	2. Who? (by whom and to whom – please remember to note gender of the people involved)

	





	3. When?

	





	4. Where?

	





	5. Action taken and follow-up

	





	6. Other relevant information (such as contact information and name of persons involved)

	














