Parent-School Communication Log

Keep a simple record of messages, calls, meetings, and follow-up.

Keep entries brief, factual, and respectful. Record the date, communication method, topic, and any agreed next step.

Date Method / person or office Topic / question

Response / information received Next step Follow-up date

Follow-up checklist

m | stated the concern or question clearly
m | included relevant dates or examples
m | noted what response | am requesting
m | recorded any agreed next steps

m | know when and how | will follow up

Keep this log private. Avoid including unnecessary sensitive information in messages or on shared devices.
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