Booking Guardian Consultations (Parent's Evenings) on the Parent Portal

The Guardian Consultation page is only available when the student has a
consultation approaching and the "Self Scheduling" is currently available.

From a student's profile within Parent Portal you will see the below section:

Statistics

Attendance (2020/2021)
93.5% —— i

Guardian Consultations

Parents Evening telephone appointment - Rosen Mrs Weeks (20 Oct 2020,15:30 - 21 Oct 2020, 17:30) Self scheduling Is open, please click here to baok time siots. B

Click anywhere on the green or grey text to access the booking page, in this
example Parents Evening Telephone appointment for Rosen. In this section you'll
see an instruction box:

Details

Consultation dates 20 Oct 2020, 15:30 - 21 Oct 2020, 17;,

Self scheduling period 14 Oct 2020, 16:00

Instructions

This page displays guardian consultation meetings concerning you and your children. Click the row of each meeting to book a slot or view further information. If you have missed the self-service
scheduling period, you will need to contact the school to book an appointment.

The page will show that the consultation hasn't been scheduled yet by showing in
red

Meetings
Meeting for[  Stucents: IR >
Form/Class: Rosen
Staff: Tracie Weeks

Time Slot: Not booked
Self scheduling is open from 14 Oct 2020, 16:00 - 20 Oct 2020, 16:00, please click to book time slot

To book a consultation meeting, in the Meetings section as pictured below, click the
row containing the student and staff member's name. A slide over will display the
details of the consultation.

Guardians Attending: Please untick the box, leaving the appointment booked by
the parent that the teacher should telephone

«Back Schedule Meeting

Click on the Time slot drop-down button and
choose the time you would like to attend the
consultation see example below

Consultation ~ Parents Evening telephone appointment - Rosen Mrs
Weeks
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Concerning student

Guardian(s) attending NN

Confirm on the pop-up window that the time is fil N B

Correct. ZﬂOthDZO::lifSD I
H . Notes 21 0ct mzn: :::g

The main page will then reload and show a green 2100t 20201530
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meeting. This can be edited at any time by 100 010, 1630
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