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Parent-Teacher Communication

Log Pack

Factual, brief records for positive contact, concerns, and follow-through.

ElevateTheNorm.com By Clay Shumate

| THIS PACK INCLUDES
0 Family communication plan
a Positive-contact tracker

e Concern-call preparation form

° Follow-up log

How to use this pack

Decide the routine before a difficult call is needed. Make positive contacts early and specifically, prepare facts
before a concern call, and end every call with one shared next step.

| QUICK START
e Fill out the communication plan once, at the start of the year or semester.
e Aim for several positive contacts before the first concern call.

e Before a concern call, write the observable facts and one question for the family.

® Log the agreed next step and follow up on the date you set.

Print, adapt, and use it without an email gate. Put your own name on it; keep the small ElevateTheNorm.com line so other teachers can find the current version.

Copyright 2026 Clay Shumate. Free for classroom and school use. Do not resell or present as your own work.
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Family Communication Plan

Decide the routine before a difficult call is needed.

Decision My plan

Contact methods allowed by school policy

Translation or accessibility needs

Information shared routinely

Response-time expectation

Where records are kept

When to involve an administrator

Privacy boundaries
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Positive Contact Tracker

Specific praise is believable. Record the action, not a character label.

Student Observable action Follow-up
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Concern Call and Follow-Up

Prepare facts, ask what the family is seeing, and end with one shared next step.
Student Date of call

Observable concern: dates, frequency, and impact

Support or redirection already provided

Question | need to ask the family

Family context or response

Agreed next action Owner Date Follow-up result
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