Special thanks to Robyn Vanover of Martin County for sharing this follow-up template!

Please note: this is a template to help get you started on your own follow-up communication. Be sure to double-check your version for accuracy and school-specific information.
Good Morning!

Thank you so much for allowing me to present the Introduction to PBS to your faculty members yesterday.  The positive atmosphere was so welcoming and their energy will certainly be an asset as you move through the PBS process.  I have no doubt you will see positive results in a short amount of time.  I am excited to start the process with you!

79% of the faculty reported by anonymous paper survey that they are ready to start PBS at XXXXX Elementary School. This is an awesome indication of your staff’s commitment and dedication.   10 individuals requested more information – which is great that they want to know more!  Please share the results of the survey with your faculty.  
Please take a look at your calendar to determine some additional times that I could visit to address the 10 faculty members and provide them with the information they are asking for.  We can do this during an after-school session, or during common planning time, or via email – whatever works best for the teachers.  Susan XXXXX (one of our PBS Coaches) may be of assistance as well since she visits your campus regularly.

I will have some paper work for you to complete before the summer training.  At this point in time, it’s important to identify team members and begin to look at your data more closely to determine the predominate behaviors of concern.  This will assist your team and faculty members to narrow down the school-wide expectations.

Please feel free to join the District PBS planning team on XXXXXXX if you are available.  USF will facilitate the session and help guide us in our planning for the next school year.  This is a good opportunity to meet our PBS consultant, and network with our existing PBS administrators.  The meeting will be held at XXXXXXX.  

I look forward to hearing from you.  

Signature
