Dynamik Advocacy CIC
Supporting Families of Neurodivergent Children
School Communication Logbook
USE THIS TO: Keep a clear record of ALL communication with school. This becomes critical evidence if you need to escalate concerns or appeal decisions.

Child's Name: _______________ School: _______________ Term/Year: _______________

Communication Log Entry
Date: _______________ Time: _______________
Method of Communication:
☐ Phone call ☐ Email ☐ In-person meeting ☐ Text ☐ School app ☐ Letter ☐ Home-school diary
Who I Spoke To:
Name: _______________ Role: _______________

What Was Discussed / What I Raised
My Concern/Question:



School's Response:





Actions Agreed
	Action
	Who Will Do It
	By When
	Completed?

	
	
	
	☐ Yes ☐ No ☐ Chased

	
	
	
	☐ Yes ☐ No ☐ Chased

	
	
	
	☐ Yes ☐ No ☐ Chased



My Observations / Red Flags
How did I feel during this conversation?
☐ Listened to and respected
☐ Dismissed or rushed
☐ Blamed or criticized
☐ Supported and understood
☐ Confused by what was said
Any concerning statements made? (Write exact quotes if possible)


Did they:
☐ Promise something verbally but won't put it in writing?
☐ Say "we don't have resources" or "budget constraints"?
☐ Suggest my child's behavior is a parenting issue?
☐ Refuse to implement EHCP provision?
☐ Threaten exclusion or reduced timetable?
☐ Other concern: _______________

Follow-Up Actions I Need to Take
· [ ] Send follow-up email confirming what was agreed
· [ ] Chase action if not completed by deadline
· [ ] Request meeting notes in writing
· [ ] Escalate to SENCO / headteacher / governors
· [ ] Contact DynamikVicky Advocacy / IPSEA for advice
· [ ] Log as formal complaint
· [ ] Other: _______________


Attachments / Evidence
Did I attach anything to this conversation?
· [ ] Email confirmation sent (copy filed)
· [ ] Letter sent (copy filed)
· [ ] Photos of [incident / work / injury]
· [ ] Report from [professional]
· [ ] Other: _______________
Filed in: [Folder/binder location]

Follow-Up Email Template (Send Within 24 Hours)
Subject: Confirmation of Discussion – [Child's Name] – [Date]
Dear [Name],
Thank you for speaking with me today about [Child's Name].
I wanted to confirm my understanding of what was discussed:
Key Points:
· [Point 1]
· [Point 2]
Actions Agreed:
· [Action 1] – [Who] will do this by [Date]
· [Action 2] – [Who] will do this by [Date]
My Outstanding Concern: [If something wasn't resolved, state it clearly here]
If I have misunderstood anything, please let me know within 3 working days. Otherwise, I will assume this is an accurate record.
Thank you,
[Your Name]
Email Sent? ☐ Yes ☐ No Date Sent: _______________



Quick Tips for Logging Communication
Always follow up verbal conversations with an email (creates written record)
Use exact quotes when logging concerning statements
Date and time stamp everything
Keep copies of ALL emails in a dedicated folder (digital + printed backup)
If school refuses to put something in writing, note that fact
 Save ALL school app messages, texts, and letters
If a phone call, make notes immediately while it's fresh
Don't rely on verbal promises—get it in writing
Don't delete emails, even old ones (you may need them months later)
Don't assume school will keep accurate records (they often don't)

Pattern Tracking
Use this section every few weeks to spot patterns:
How many times have I chased the same issue? _______________
How many actions have been delayed or not completed? _______________
How many times have I felt dismissed or blamed? _______________
If you're seeing patterns of inaction, dismissal, or broken promises, it may be time to escalate formally via complaint or involve an advocate.
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