
 

Parent Communication Log 

Purpose: Provide educators with an easy way to track communication with parents and guardians 
throughout the year. Helps ensure follow-through, build relationships, and support 
compliance/documentation requirements. 

 

Parent Communication Log 

Student Name: __________________________________________​
Case Manager: __________________________________________​
School Year: ____________________​
Preferred Contact Method: ☐ Phone ☐ Email ☐ Text ☐ Other: ___________________ 

Communication Record Table 

Date Time Method Contacted 
Person 

Quick Summary of 
Discussion 

Follow-Up 
Needed? 

Completed? 

     ☐ Yes / ☐ No ☐ Yes / ☐ No 

     ☐ Yes / ☐ No ☐ Yes / ☐ No 

     ☐ Yes / ☐ No ☐ Yes / ☐ No 

     ☐ Yes / ☐ No ☐ Yes / ☐ No 

     ☐ Yes / ☐ No ☐ Yes / ☐ No 

     ☐ Yes / ☐ No ☐ Yes / ☐ No 

Educator Tips for Use 

●​ Keep this log in your confidential teacher binder or digital caseload folder. 
●​ Update it weekly to ensure you have documentation in case of team meetings or compliance 

reviews. 
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