
EL CIVICS · COAAP 53 · IL · EMPLOYMENT – RIGHTS

Filing an Incident Report
Report something unfair at work — with facts.

 LISTENING

1  Describe the Picture
Look at the picture with your partner. Take turns. Talk for one minute. Keep talking!

 YOU CAN SAY 

I can see...
There is... / There are...
He is... / She is... (+ing)
I think... because...

 THEN ASK EACH OTHER 

Where are they?
What's happening?
What happens next?

2  Reading — Grace Makes an Incident Report
Read silently. Then read with a partner.

On Tuesday at 2:30, Grace's shift lead shouted at her near the time clock. The shift lead said, "You're 
too stupid for this job." Two coworkers, Marisa and Tom, heard the comment. Grace felt upset and 
thought about the incident for several days.

Grace decided to talk with Human Resources. Before she went, she wrote down the facts: what 
happened, the date and time, the place, the exact words, and the names of the two witnesses. The 
HR manager used Grace's information to write an incident report. Grace signed and dated it. The 
manager said HR would talk with the witnesses and follow up within ten days.

HR contacted Grace eight days later. The shift lead received a formal warning and training, and the 
shouting stopped. Grace was glad she reported what happened. She hoped it would also help other 
workers.

Filing an Incident Report (COAAP 53 · IL) · v4.0 · © 2026 ESL Video, Inc. · CC BY-NC 4.0 · eslvideo.com · Listen: youtu.be/nVnIOGzKEuY

https://youtu.be/nVnIOGzKEuY
https://youtu.be/nVnIOGzKEuY


3  Dialogue
Read with a partner. Read it again and switch roles. Practice it several times. Next,  
fill in the missing words from memory!

 SPEAKING

HR Manager: Hi, I'm the HR manager. I understand something happened that you would like to 
report. Take your time and tell me.
Grace: Thank you. I wrote the facts down. Tuesday June 3rd, 2:30, by the time clock — my shift lead 
shouted and called me 'too stupid for this job,' in front of people.
HR Manager: I'm sorry that happened, and thank you for telling me. You said in front of other people 
— was there a witness?
Grace: Two. Marisa from packing and Tom the driver. They both stopped and looked. Tom asked me 
later if I was okay.
HR Manager: Marisa and Tom — I'm writing both names. Had anything happened before this, or was 
Tuesday the first time?
Grace: Small things before — comments about my English. But Tuesday was the first time with 
shouting. Tuesday I decided: this is not okay.
HR Manager: You're right, it is not. This company has one rule above all: we treat people fairly, in 
every language. What you're describing breaks it.
Grace: What happens now? And... will he know I reported? We work the same floor.
HR Manager: The process: I write the report from your words; you read it, sign and date. I talk with 
the witnesses this week. It's all private — HR and the people involved only.
Grace: Sign and date, witnesses this week, kept private. And after the investigation?
HR Manager: I will follow up with you within ten days. If anything else happens before then, come 
directly to me.
Grace: Ten days, straight to you. Okay. Where do I sign?
HR Manager: Right here. Grace — three days is fast. Many people never come at all. Thank you for 
telling me.

4  Vocabulary
Translate it, explain it, or use it in a sentence.

Word / Phrase Meaning My sentence

take your time

wrote the facts down

a witness

something happened

in front of people

treat people fairly

sign and date

kept private

follow up with you
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5  What Do You Remember?
Fill in the missing words. Do not look back!

 WORD BANK 

  take your time       treat people fairly       kept private       in front of people       follow up with you    

sign and date       a witness       wrote the facts down       something happened 

HR Manager: Hi, I'm the HR manager. I understand (1) __________________________________ 
that you would like to report. (2) __________________________________ and tell me.
Grace: Thank you. I (3) __________________________________. Tuesday June 3rd, 2:30, by the 
time clock — my shift lead shouted and called me 'too stupid for this job,' (4) 
__________________________________.
HR Manager: I'm sorry that happened, and thank you for telling me. You said in front of other people 
— was there (5) __________________________________?
Grace: Two. Marisa from packing and Tom the driver. They both stopped and looked. Tom asked me 
later if I was okay.
HR Manager: Marisa and Tom — I'm writing both names. Had anything happened before this, or was 
Tuesday the first time?
Grace: Small things before — comments about my English. But Tuesday was the first time with 
shouting. Tuesday I decided: this is not okay.
HR Manager: You're right, it is not. This company has one rule above all: we (6) 
__________________________________, in every language. What you're describing breaks it.
Grace: What happens now? And... will he know I reported? We work the same floor.
HR Manager: The process: I write the report from your words; you read it, (7) 
__________________________________. I talk with the witnesses this week. It's all private — HR 
and the people involved only.
Grace: Sign and date, witnesses this week, (8) __________________________________. And after 
the investigation?
HR Manager: I will (9) __________________________________ within ten days. If anything else 
happens before then, come directly to me.
Grace: Ten days, straight to you. Okay. Where do I sign?
HR Manager: Right here. Grace — three days is fast. Many people never come at all. Thank you for 
telling me.
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6  Talk About It
 PART 1 · YOU AND THE STORY 

1. Why can it be difficult to report unfair or disrespectful behavior at work?
2. What facts are important to write down after a workplace incident?
3. Why can witnesses be helpful when you make a report?

 PART 2 · TELL YOUR STORY 

Tell your partner about a time someone spoke up for themselves or another person. Speak for one 
minute or more.
You can say: what happened · who spoke up · what the person said or did · what changed

 PART 3 · WHAT DO YOU THINK? 

1. How can one workplace report help other workers too?
2. What should a worker do if someone makes disrespectful comments about their English?
3. Some companies let workers make reports online without giving their name. What are some good 
and bad things about anonymous reports?

7  Now You Try — File the Report
It happened Tuesday at 2:30, by the time clock, in front of two 
coworkers — and it was not okay. For three days you carried it 
around, rehearsing it in the shower, in the car, in two languages. 
Your cousin said, 'Let it go.' Your gut said otherwise. Today you 
wrote the facts on one page: date, time, place, words, witnesses. 
HR's door is open. You knock anyway.

  YOUR GOAL 

Tell it in order, name the witnesses — and learn exactly what 
happens next.
Scan the code and talk to the AI HR manager. Practice every day this 
week!
Cannot scan? Go to: eslvideo.com/cb.php?iframeid=500360562615
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8  Write Your Own Dialogue
Work with a partner. Student A is HR. Student B reports a different incident: a coworker keeps taking credit for 
your work in front of the boss.

A: I'm the HR manager. Take your time and tell me what happened.

B: I want to file a report. I wrote the facts down. On ____________, at ________, at 
________________, ________________________________.

A: I'm sorry that happened. Was there a witness?

B: Yes — ______________ and ______________.

A: Had anything happened before this?

B: ________________________________________.

A: Thank you. I'll write the report from your words. You read it, then sign and date.

B: What happens next? Will it be private?

A: ______________________________. And yes — we keep it private.

B: And after that?

A: I will follow up with you within ________ days.

B: Thank you. If I let it go, the next worker gets the same treatment.

Now practice your dialogue out loud. Switch roles!
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Answer Key (teacher page)

5 · What Do You Remember?
1. something happened · 2. Take your time · 3. wrote the facts down · 4. in front of people · 5. a 
witness · 6. treat people fairly · 7. sign and date · 8. kept private · 9. follow up with you
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