
Incident Report 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Incident Report Regarding Student Behavior 

Overview of Incident 

On [Insert Date of Incident], at approximately [Insert Time], an incident involving [Student's 

Name] occurred in [Location]. 

Description of Incident 

[Detailed description of the incident, including actions of the student and any other 

individuals involved] 

Witnesses 

1. [Witness Name] 

2. [Witness Name] 

Actions Taken 

[Description of the actions taken in response to the incident, including any disciplinary 

measures or follow-up actions] 

Recommendations 

[Any recommendations for future actions or support for the student involved] 

Follow-Up 

I will follow up on this incident on [Insert Follow-Up Date]. Please do not hesitate to contact 

me if you have any questions or require further information. 

Sincerely, 



[Your Name] 

[Your Title] 

[Your Contact Information] 


