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TRAINING TITLE 

SECURITY REPORTING SKILLS & ANALYSIS 

VENUE 

Dubai, UAE 

DURATION 

5 Days 

DATES 

12th-16th Jan 2026 

PRICE 

$5,250 per attendee including training material/handouts, morning/afternoon 

coffee breaks and Lunch. 

TRAINING INTRODUCTION 

In today's fast-paced and security-conscious world, effective reporting and analysis 

are critical to safeguarding assets, ensuring compliance, and making informed 

decisions. Whether it's a routine security observation, a high-stakes incident, or an 

internal investigation, accurate and actionable reports are essential tools for 

maintaining security, accountability, and operational integrity. 

This 5-day course, “Security Reporting Skills & Analysis,” is designed to help security 

professionals sharpen their report writing, analytical skills, and understanding of 

how to effectively communicate security-related information. Participants will learn 

to write clear, precise, and comprehensive reports that serve the needs of both 

security operations and organizational leadership. They will also develop the 

ability to analyze trends in security data and present their findings in an impactful, 

professional manner. 

 

TRAINING OBJECTIVES 

  Produce high-quality security reports that are compliant, accurate, and useful 

  Use data analysis to uncover actionable insights and trends from security 

incidents 

  Effectively present and communicate security findings to both internal and 

external stakeholders 



 

TRAINING AUDIENCE 

Security personnel, report writers, shift supervisors, analysts, and operations 

managers in industrial, commercial, or critical infrastructure settings 

TRAINING OUTLINE 

Day 1: Foundations of Effective Security Reporting 

Objective: Understand the purpose and importance of accurate, clear, and timely 

security reporting. 

• Introduction to Security Documentation 

o Types of security reports: incident, observation, patrol, and 

investigation 

o Legal and operational importance of proper reporting 

• Principles of Effective Report Writing 

o Objectivity, clarity, accuracy, and completeness 

o Avoiding jargon, bias, and speculation 

• Report Writing Formats and Standards 

o Narrative vs. form-based reports 

o Standard operating procedures (SOPs) for documentation 

 

Day 2: Information Gathering and Observation Techniques 

Objective: Develop skills in collecting reliable information for reporting and 

analysis. 

• Observation and Note-Taking Skills 

o What to observe: people, actions, environments 

o Effective note-taking under pressure 

• Interviewing Witnesses and Gathering Statements 

o Structured and unstructured questioning 



o Ensuring consistency and credibility 

• Recording and Preserving Evidence 

o Photos, video, physical evidence, and digital logs 

o Chain of custody considerations 

 

Day 3: Incident Reporting and Investigation Documentation 

Objective: Write structured, detailed reports related to security incidents and 

internal investigations. 

• Writing Incident Reports 

o Chronological structure and fact-based narration 

o Describing people, objects, locations, and timelines accurately 

• Documenting Investigations 

o Elements of an investigation file: report, evidence, interviews 

o Use of diagrams, timelines, and visual aids 

• Handling Sensitive and Confidential Reports 

o Privacy, data protection, and security classifications 

 

Day 4: Security Data Analysis and Trend Reporting 

Objective: Transform security reports and raw data into actionable intelligence. 

• Introduction to Security Data & Metrics 

o Common KPIs: incidents by type, time, location, response times 

o Sources: reports, access logs, CCTV records, alarms 

• Analyzing Trends and Patterns 

o Identifying hotspots, repeat offenders, and vulnerabilities 

o Using spreadsheets and basic tools (e.g., Excel, charts) 

• Writing Analytical and Summary Reports 

o Weekly/monthly summaries, executive briefs, trend reports 



o Making reports actionable and management-friendly 

 

Day 5: Professional Communication and Report Presentation 

Objective: Communicate findings effectively to diverse audiences in written and 

verbal formats. 

• Writing for Different Audiences 

o Tailoring reports for supervisors, management, law enforcement, legal 

teams 

o Balancing detail with clarity 

• Presenting Security Reports and Findings 

o Verbal briefings, use of visuals, executive summaries 

o Handling questions and defending your findings 

• Final Report Submission and Peer Review 

o Best practices for formatting, version control, and archiving 

o Common mistakes and how to avoid them 

 

TRAINING CERTIFICATE  

MAESTRO CONSULTANTS Certificate of Completion for delegates who attend 

and complete the training course 

METHODOLOGY 

Our courses are highly interactive, typically taking a case study approach that we 

have found to be an effective method of fostering discussions and transferring 

knowledge. Participants will learn by active participation during the program 

through the use of individual exercises, questionnaires, team exercises, training 

videos and discussions of “real life” issues in their organizations.  

The material has been designed to enable delegates to apply all of the material 

with immediate effect back in the workplace. 


