
Google Form for Parent Contact  

Calling parents and other key influences of your students is an important re-

sponsibility of a teacher. This document will show you how to record these con-

versations electronically. Doing this has the following benefits: 

 Serves as documentation of parent contact 

 Stored in the cloud so can be accessed anywhere with internet ac-

cess and is automatically backed up and saved.  

 Google summarizes the data quickly and in a user-friendly format 

which allows for targeted data analysis. 

Before starting, you will need access to a computer with internet access and 

have a Google account. Setting up such a form takes less than 10 minutes.  

Introduction to the Tracker 

Any time you or someone your team con-

tacts/gets contacted by a parent, the 

teacher should input the data into the 

Google form that is shown on the left.  

Note they can still have a hard copy tracker 

(e.g. notebook) and input the data in later.  

The template to the left is available at 

http://goo.gl/isZW8 

The template asks for: 

 Who made the call 

 The name of the student who was the 

subject of the call 

 With whom the teacher spoke with 

 Why the call was made 

 A brief summary of the communication 

Each entry should take less than 1 minute. 
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Introduction to the Tracker (cont.) 

All of the data that is entered gets entered into a Google spreadsheet like the 

one seen below: 

Google makes it easy to summarize the data by presenting the data in graphs 

like the ones seen below: 

 

With data 

analysis done, 

a teacher or 

team can sit 

down and ana-

lyze what is-

sues they face 

(behavior? At-

tendance? Not 

enough positive 

phone calls?). 

Work distribu-

tion and other 

key data is also  

pulled.  



Setting Up Your Tracker 

1. Go to http://goo.gl/isZW8 to access the tracker template. Make sure you’re 

logged in to your Google account. Even if you are logged in on Gmail or an-

other Google app, you may not automatically be logged on in the tracker. 

2. Click on File —> Make a Copy. Don’t check “Also copy document collabora-

tors.”  

3. Name the new Google document (e.g. Smith MS Grade 6 Contact Tracker). 

After doing this, the spreadsheet will turn in to the copy you made (note 

that the title changes in the top left by the Google Docs logo.  
 

4. To edit the form, click on Form —> edit form.  

5. To edit a specific 

question, roll your 

cursor over it so it is 

highlighted with a 

light tan bar as 

shown to the right.  

 

6. Click on one of the 

three icons on the 

right. Descriptions of 

each are to the right.   

Edit the question Copy the question Delete the question 

   You can also add a question by clicking on  

7. Editing the question allows you to change the question text, the question 

format, answer options, and whether it’s required.  

8. Once you’re satisfied, press save in the top right corner. 

Tips:  

 If a team of teachers is planning on using this form, change the options to 

your last names.  

 In the student section, you do have to manually enter in each student’s 

name. If you would rather type in the student’s name each time, change 

the question to a text question. However, this will not allow for a quantita-

tive analysis for that question.   

 To change the order of questions, highlight the question and drag it to the 

desired location.  



Using Your Tracker 

Your tracker is now ready for use. To access it again, go to your Google Docs 

and click on the file. When you open it, note that it takes you to the spread-

sheet view.  

Inputting Data 

To input data of parent contact, you have several options: 

 From the spreadsheet view, click on Form—> Go to live form. This will take 

you to the form.  

 If you have a blog or website, you can embed the form. Click on Form —> 

Embed Form in a webpage. This link can then be shared with other mem-

bers of your team. 

 Make the form a bookmark or favorite so it can be accessed quickly.  

If you want to make a change to a form or delete an entry, make changes to 

the spreadsheet as you would on an excel sheet or Google spreadsheet.  

 

Getting the Data Summary 

 Open your form up in Google Documents.  

 Click on Form —> Show Summary of Responses 

 A new window will pop up summarizing your data.  

 

Sharing Your Data 

Especially if you are inputting data as a team/grade level/school, it is impor-

tant for various members of your team to have access to the data. To do so, 

click on   in the top right corner of the spreadsheet.  

 

A new window pops up and you can edit 

who has access to the data. It is recom-

mended that the data is turned to pri-

vate since conversations can have sen-

sitive information. Note that you do NOT 

need editing or viewing privileges to fill 

out the form. Sharing provides access 

to the inputted data and summary. 



Suggestions and Tips 

Feedback 

Let me know if you have any suggestions and/or feedback about your use of 

the tracker. My school is switching to using Google forms for things like re-

questing a parent conference and discipline tracking so we can leverage the 

data. The school is also increasing its use of other Google Applications. Please 

e-mail jinsoohuh@gmail.com with feedback or other ideas! 

 Before using the contact tracker, do a few tests. Fill out the form a few 

times and then look at the summary.  

 The data summary can provide a lot of insight: 

 The issues that teachers are calling home about can be indicative of 

problems they are facing in the classroom and a teacher or team of 

teachers can use this data to reflect on root causes and come up 

with next steps. It can also be a boost to call parents for positive rea-

sons. 

 The circle graph of who is calling home can show that the work distri-

bution may not be even.  

 The data can be brought into parent conferences by showing a par-

ent how often their student is being called relative to the entire class. 

 For those familiar with Excel, the spreadsheet can be filtered to ana-

lyze why calls are being made for a specific student or group of stu-

dents. Columns can also be added to code for gender, homeroom 

teacher, etc. 

 If you are dealing with technology wary teachers, encourage them to use a 

hard copy tracker such as a notebook that records the same amount of in-

formation that the online tracker has. They can then transfer the informa-

tion into the tracker later.  

 Google has detailed guides on forms online. Go to http://docs.google.com/

support/ —>How to —> Work in Google Docs —> Forms 

 Add an extra column on the very right of the spreadsheet to use for follow 

up actions that need to take place.  


