
Virtual Parents Evening Booking - Guide 

1. Follow the link emailed out to Parents to 

access the Year 7 Parents Evening Booking 

Form.

Using the calendar, click left + right to go 

to the date allocated for the event. In this 

case April 21st

Appointments will be 5 minute slots for 

Parents Evening and you must book with 

each member of staff you need to see 

separately. 

2. Using the drop down on the right of the

form, select the member of staff you need

to book a virtual appointment with. If you

are unsure who you need to see, speak to

your daughter to find out which teachers

you need to book with.

You must select a specific member of 

staff. Do not leave this field as ‘Anyone’. 

3. Once you have selected the Teacher you wish to

book with, you will see a list of time slots available to

book. These will reduce as more people book, so make

sure you book your slot early.

Select the time and it will highlight. 

There are limited slots available for the options 

meetings, so please only book a slot if you need to 

discuss your choices further. 
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4. Add your details:

Add your name, an email address (so 

we can send you the meeting link) and 

a phone number (optional). You can 

also add any notes for anything specific 

you wish to discuss. 

Additional Information 

Finally add your daughters’ name. 

5. When you have added all your

information, tick to accept our privacy

notice and then select ‘Book’.

6. You will see a confirmation that the booking has been successful. This

will then trigger an email to you with confirmation of the booking,

followed by another that includes the link to join the meeting.

7. Once you have made one booking with a

teacher, you must then select ‘New Booking’

and repeat steps 1-6 selecting the next

teacher you need to book with.

This is essential to create a unique link for 

each booking that you make so that both you 

and the teacher can join the meetings, 

separately, at the correct time. 
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Email Confirmation 

As each booking is created, you will be sent a 

confirmation email and a unique link to join the meeting 

at the allocated time. 

Fig 1: Some email systems such as Gmail, Outlook etc, 

will send you a confirmation like this. There is the 

option to ‘add to calendar’. This will add the meeting 

into your personal calendar on your smart phone or 

wherever you access your emails from. 

Fig 2. When the day arrives, you can go into each 

booking email and click ‘Join your appointment’ 

Fig3. As a parent, you do not require a Microsoft 

licence, or to have Teams installed on your PC or 

Laptop. Simply click ‘Continue on this browser’ to open 

the meeting link and start your video call. 

If you are joining on a mobile phone, it may ask you to 

download Microsoft Teams. It may save time to do this 

in advance. 

Please do not join Teams using your daughters’ school 

account As these accounts have restrictions in place 

that may affect the call. 

Please make sure your microphone and camera are 

active when you start the call 
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