
THE SILENT AUTHORITY

TEACHER INCIDENT FOLLOW-UP
For when the incident was reported, but you need the next step on record.

1

Teacher name:

School / workplace:

Date of original incident:

Date originally reported:

Originally reported to:

SUBJECT / REFERENCE

Give the incident a clear reference you can use in future correspondence.

WHAT I AM FOLLOWING UP ON

Brief factual summary of the original incident and the report already made.

WHAT HAS HAPPENED SINCE

Record recurrence, continuation, new incidents, or no meaningful change.

WHAT RESPONSE / ACTION I AM REQUESTING

Ask for a specific next step and, where appropriate, a written response.

Suggested closing wording:

I am following up so that the continued issue and the steps already taken remain accurately recorded. Please confirm receipt and
advise what further action or process will follow.

Keep a copy of the completed follow-up and any response received. Adapt wording to your school's applicable process.

RESPOND  •  RECORD  •  ESCALATE  •  PROTECT
When you don't know what to do next.


