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COURSE INFORMATION

Security Report Writing

Document accurately. Communicate clearly. Support informed security decisions.

Course Overview

The Security Report Writing course equips security professionals with practical skills to produce accurate,
objective and well-structured reports for corporate, commercial and institutional environments. Effective
documentation supports incident management, investigations, accountability and sound organisational
decisions.

Participants learn to prepare incident reports, daily activity reports, occurrence records, investigation reports,
security assessments, management reports and executive summaries. Through report-writing exercises, the
course emphasises factual accuracy, professional language, logical presentation, evidence documentation
and confidentiality.

Who Should Enrol?

Retired and transitioning military, police and other security personnel; private and corporate security officers;
supervisors; control room operators; security operations coordinators; investigation personnel; and
professionals responsible for security records and reports.

Course Purpose

To strengthen professional security documentation and help personnel communicate operational facts,
assessment findings and practical recommendations in formats suitable for supervisors, clients and senior
management.
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Course Outline

Ten practical modules on security writing, records and professional reporting.

01 Introduction to Security Report Writing
* Purpose and value of security documentation
* Types of reports used in private-sector security

 Accuracy, objectivity and professional responsibility

02 Fundamentals of Effective Report Writing
* Professional report structure and clear business language
« Distinguishing observations, facts and opinions

* Logical sequencing and common reporting errors

03 Incident Report Writing
* Incident details, people involved and action taken
* Accurate timelines, observations and incident narratives

* Findings, conclusions and recommendations

04 Daily Activity and Occurrence Reporting
« Daily activity reports, occurrence books and logs
* Patrols, inspections and unusual occurrences

« Shift handover and continuity of records

05 Security Investigation Reports
» Scope, methods, interviews and witness accounts
* Evidence and investigation findings

» Objective conclusions and defensible recommendations

06 Security Assessment and Inspection Reports
* Inspection results, threats and vulnerabilities
 Recording observations and security gaps

* Risk findings and practical corrective measures

07 Management Reports and Executive Summaries
» Performance updates and management summaries
» Condensing key issues for senior decision-makers

* Prioritised findings and actionable recommendations

08 Evidence Documentation and Information Management
* Evidence references, photographs and video records
« Audit trails, confidentiality and record integrity

* Secure storage and authorised disclosure

09 Digital Reporting and Documentation Tools
» Word processing and electronic reporting systems
 Report templates, charts and attachments

* Professional formatting and revision

10 Practical Report Writing and Quality Assurance
* Scenario-based incident and investigation reports
» Reviewing omissions, inconsistencies and clarity

* Proofreading, evaluation and quality checks
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Key Focus Areas

* Incident Report Writing « Daily Activity Reports

* Investigation Reports » Security Assessment Reports
 Occurrence Reporting * Management Reporting

» Executive Summaries » Records and Documentation

Expected Learning Outcomes

* Write clear, factual and professionally structured security reports.

» Document incidents accurately, including timelines and actions taken.

* Maintain activity records, occurrence books and shift reports.

* Prepare objective investigation and security assessment reports.

* Present findings through management reports and executive summaries.

» Handle records and evidence securely, and review reports for quality.

Career Relevance

Reporting skills support roles including Corporate Security Officer, Security Supervisor, Security Reporting
Officer, Security Operations Coordinator, Security Documentation Officer, Security Investigation Assistant
and Security Administration Officer. Opportunities depend on experience and employer requirements.

Request Course Information or Enrol

Strengthen your reporting skills through VOW Nigeria. Contact the organisation through its official course
enquiry or registration channels for details about course duration, training format, practical exercises,
eligibility, fees and upcoming intakes.

REQUEST COURSE INFORMATION ENROL IN THE PROGRAMME

Course duration, fees and intake dates are provided on enquiry. This document is not an enrolment confirmation.
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