Family-School Communication Planner

Plan a clear, respectful message and a useful follow-up.

Plan your message

What is the main concern or question?
Relevant facts, dates, or examples (keep it objective):

What information or support are you requesting?

A simple message structure

1. Opening
State the purpose of your message respectfully.

2. Context
Share concise facts or observations.

3. Request
Ask a clear question or identify the next step you are seeking.

4. Follow-up
Ask when it would be reasonable to expect a response or update.

Draft / notes:

Helpful reminder: This worksheet is for organization and communication. It is not legal advice and does not replace individualized guidance
from your school team or a qualified professional.
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