Parent Resource Library

School Communication Log

Keep a neutral record of contacts requests responses and next steps

Use brief factual entries. Save important emails and documents separately. A communication log helps you
remember what was requested, what was answered, and what still needs follow-up.

Person and

Date Topic or request Response or commitment Follow-up date

method

Helpful writing habits

m Use a specific subject line.

m State one clear request or question at a time.

® Summarize important verbal conversations by email.
m Ask for a response date when timing matters.

m Keep the tone respectful, factual, and focused on the student.

Important: This educational resource provides general information and is not legal advice or legal representation. Special education procedures
and timelines may vary by state. Review your state safeguards and consult a qualified professional about your circumstances.

Primary reference: Individuals with Disabilities Education Act regulations, 34 CFR Part 300, and U.S. Department of Education IDEA resources
at sites.ed.gov/idea.
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