
Private School Incident Reporting 

Procedures 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Incident Reporting Procedure 

Dear [Recipient Name], 

We are committed to ensuring the safety and well-being of all students at [School Name]. In the 

event of an incident, we follow a structured reporting procedure to address the situation promptly 

and effectively. Please familiarize yourself with the following steps: 

Incident Reporting Steps: 

1. Immediate Response: Ensure the safety of students and staff, and provide assistance if 

needed. 

2. Notify Authorities: If the incident requires external assistance, contact local authorities 

as necessary. 

3. Documentation: Fill out the Incident Report Form available in the school office or on 

our website. 

4. Submit Report: Submit the completed form to the designated school administrator 

within 24 hours. 

5. Follow-Up: Schedule a debriefing meeting with involved parties to discuss the incident 

and preventive measures. 

It is essential that all incidents, regardless of severity, are reported to ensure a safe environment 

for everyone. For further questions regarding this procedure, please feel free to contact me 

directly. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Title] 

[School Name] 

[Contact Information] 


