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Communications Policy: Parent/Carer Meeting Request Form
[bookmark: _GoBack]To arrange a meeting with a member of staff, parents and carers must complete a Meeting Request Form (see Appendix 1). Forms are available from the school office window or can be downloaded from the school website and submitted via email. Alternatively, the school office can complete the form on behalf of parents during a phone call.
A member of staff will contact you within two working days to arrange a suitable meeting time.
Parent/Carer Name: _______________________________________
Pupil Name: _____________________________________________
Class: _________________________________________________
Date of Request: _________________________________________
What is the reason for your meeting request?
(Please give a short summary of what you would like to discuss.)




Who would you like to meet with?
Staff name: _____________________________________________
Role (if known): __________________________________________
(e.g. Class Teacher, Team Leader, SENDCo, Antibullying Lead, Family Hub, Assistant Head, Deputy, Head)
Preferred meeting format e.g. phone call, Teams, in person

Preferred Days/Times:

Unavailable Days/Times:
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