Student follow-up record
For an ordinary teaching concern. Keep the record in the school’s approved location. Replace the blank spaces with actual observations and agreed actions.
	Student / instrument / date
	Student reference:                              Instrument:                              Opened:

	What was observed?
	Dated observation and where it happened; identify the assignment, piece or event if relevant.

	Student’s account
	What does the student say is happening? Keep an explanation separate from assumptions.

	Named owner
	Owner:                                                       Colleague to contact, if needed:

	Agreed next action
	Who will do what, by when? Include the student’s agreed task and any staff action.

	Review to arrange
	Review date:                              What will the owner check with the student?


Review and revise
	Date / reviewer
	What happened? Include the student’s response.
	Decision / next action / next review date

	
	
	

	
	
	

	
	
	


Final outcome
What has been dealt with, and what remains in ordinary teaching? Checked by:                         Date:
Where the outcome is recorded / any underlying assignment or readiness record updated:
Practis note: this DOCX is a separate document, not an import form. Correcting underlying information can remove a prompt without creating a resolved-history note. Resolving a follow-up does not complete an assignment or change a readiness verdict.
Keep sensitive disclosures in the school’s designated safeguarding or support process. This sheet is for ordinary teaching coordination.
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