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Collecting parent and carer information 




We have put together a template form for schools and colleges to use so that interested parents and carers can sign up to take part in your activities. Provided as both a Google form and Microsoft teams form, you will need to make a copy and then you can work on it and add and remove questions as you wish. You can embed this form into your website or share via email. When someone completes the form the information can be downloaded as a spreadsheet. 

Google form. 
This link will enable you to copy the form. You will need to sign into a google account to do this. Alternatively, you can use this link to see the form and pull the questions over into a form of your choosing. Please ensure that the first thing you do is to create a copy by clicking on the three dots next to the Send button on the right hand side of the screen. 
Once you have created a copy you will be able to edit the questions and make sure that the data collection statement is your own. Once you are happy with the form, you can: 
Set up a notification of when it is completed - you can do this in tools. 
Open the responses in a sheet- this is live and you can download versions of it at any time. 
You can add your school/college logo to the background in images 

Microsoft teams form 
This sharing link enables you to duplicate the form. Please ensure that the first thing you do is duplicate the form by clicking on the three dots to the name of the form from the homescreen (you cannot copy from within the form itself). Once you have created a copy you will be able to edit the questions and make sure that the data collection statement is your own. Once you are happy with the form you can: 
Copy a sharable link to add into your emails, social media, school website. 
Set up a notification of when a form is complete, you can do this in settings 
Download the responses anytime into an excel sheet


For any question on how to use google and microsoft forms, start by googling the question - there is usually an answer! If you require additional help, please contact Charlie Field on c.n.field@brighton.ac.uk 
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