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Communications Log

For every communication you have with the school or another agency, complete the log below. This is evidence. Remember, if communications are not logged then it is difficult to evidence they occurred. 
	Appendix Number  
	Date of 
Communication?
	Who is the communication between?
	Method of communication used. Tick as appropriate.
	A brief summary of communication content.
If possible, copy and paste the screen shot or an image of any actual communication into the space below as you go along in date order. This can then be referred to as an appendix throughout the course of any complaint if necessary.

	1. [bookmark: _Hlk204815691]
	Date of Communication?
	Communication between?
	Email 
Letter 
Telephone 
Meeting in-person 
Meeting virtual

	Brief summary or copy of communication:


	2. 
	Date of Communication?
	Communication between?
	Email 
Letter 
Telephone 
Meeting in-person 
Meeting virtual

	Brief summary or copy of communication:


	3. 
	Date of Communication?
	Communication between?
	Email 
Letter 
Telephone 
Meeting in-person 
Meeting virtual

	Brief summary or copy of communication:






	4. 
	Date of Communication?
	Communication between?
	Email 
Letter 
Telephone 
Meeting in-person 
Meeting virtual

	Brief summary or copy of communication:


	5. 
	Date of Communication?
	Communication between?
	Email 
Letter 
Telephone 
Meeting in-person 
Meeting virtual

	Brief summary or copy of communication:


	6. 
	Date of Communication?
	Communication between?
	Email 
Letter 
Telephone 
Meeting in-person 
Meeting virtual

	Brief summary or copy of communication:


	7. 
	Date of Communication?
	Communication between?
	Email 
Letter 
Telephone 
Meeting in-person 
Meeting virtual

	Brief summary or copy of communication:


	8. 
	Date of Communication?
	Communication between?
	Email 
Letter 
Telephone 
Meeting in-person 
Meeting virtual

	Brief summary or copy of communication:


	9. 
	Date of Communication?
	Communication between?
	Email 
Letter 
Telephone 
Meeting in-person 
Meeting virtual

	Brief summary or copy of communication:


	10. 
	Date of Communication?
	Communication between?
	Email 
Letter 
Telephone 
Meeting in-person 
Meeting virtual

	Brief summary or copy of communication:

	11. 
	Date of Communication?
	Communication between?
	Email 
Letter 
Telephone 
Meeting in-person 
Meeting virtual

	Brief summary or copy of communication:


	12. 
	Date of Communication?
	Communication between?
	Email 
Letter 
Telephone 
Meeting in-person 
Meeting virtual

	Brief summary or copy of communication:


	13. 
	Date of Communication?
	Communication between?
	Email 
Letter 
Telephone 
Meeting in-person 
Meeting virtual

	Brief summary or copy of communication:


	14. 
	Date of Communication?
	Communication between?
	Email 
Letter 
Telephone 
Meeting in-person 
Meeting virtual

	Brief summary or copy of communication:


	15. 
	Date of Communication?
	Communication between?
	Email 
Letter 
Telephone 
Meeting in-person 
Meeting virtual

	Brief summary or copy of communication:


	16. 
	Date of Communication?
	Communication between?
	Email 
Letter 
Telephone 
Meeting in-person 
Meeting virtual

	Brief summary or copy of communication:


	17. 
	Date of Communication?
	Communication between?
	Email 
Letter 
Telephone 
Meeting in-person 
Meeting virtual

	Brief summary or copy of communication:


	18. 
	Date of Communication?
	Communication between?
	Email 
Letter 
Telephone 
Meeting in-person 
Meeting virtual

	Brief summary or copy of communication:


	19. 
	Date of Communication?
	Communication between?
	Email 
Letter 
Telephone 
Meeting in-person 
Meeting virtual

	Brief summary or copy of communication:


	20. 
	Date of Communication?
	Communication between?
	Email 
Letter 
Telephone 
Meeting in-person 
Meeting virtual

	Brief summary or copy of communication:


	21. 
	Date of Communication?
	Communication between?
	Email 
Letter 
Telephone 
Meeting in-person 
Meeting virtual

	Brief summary or copy of communication:


	22. 
	Date of Communication?
	Communication between?
	Email 
Letter 
Telephone 
Meeting in-person 
Meeting virtual

	Brief summary or copy of communication:


	23. [bookmark: _Hlk204815845]
	Date of Communication?
	Communication between?
	Email 
Letter 
Telephone 
Meeting in-person 
Meeting virtual

	Brief summary or copy of communication:


	24. [bookmark: _Hlk204815855]
	Date of Communication?
	Communication between?
	Email 
Letter 
Telephone 
Meeting in-person 
Meeting virtual

	Brief summary or copy of communication:


	25. 
	Date of Communication?
	Communication between?
	Email 
Letter 
Telephone 
Meeting in-person 
Meeting virtual

	Brief summary or copy of communication:
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