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2nd October 2023 
  
Dear Parent/Carer, 

 
Open afternoon 

 
We would like to invite families into school prior to the parent review meetings to view their 
children’s books and work from 3.00-3.45 pm on Monday 16th October. This will be an opportunity 
for you to sit with your child and view their work within the classroom setting. Please note:  The 
teachers will not be available to discuss your child’s progress at this point as they will be still in 
charge of the class. Any questions or comments that you have can then be shared at the review 
meetings.   

 
Parent/Teacher Review Meetings - online 

 
These online meetings are designed for you to share in the learning journey for your child. There 
will be opportunity for you to have previewed your child’s work, to discuss their progress and to set 
targets for them to achieve during the coming year and discuss how you can help. 
 
You are invited to make an appointment with your child’s class teacher on: 
 

Tuesday 17th October  2023             between     3.30 and 6.30 p.m.  or 
Wednesday 18th October 2023        between     3.30 and 6.30 p.m.   

 
 

We use the ONLINE BOOKING SYSTEM. 
 

You can access the parent booking system via the following link:     
         https://outlook.office365.com/owa/calendar/MorningtonPrimarySchool@morningtonprimary.org/bookings/ 
   

• Choose your preferred date 

• Choose the class teacher you wish to book to see from the drop-down menu.  

• This will then show you the available time slots left.  

• Choose your preferred time slot and fill in your contact details  

• You will receive and email with the ‘Teams’ link in to access the meeting.  

• If you have more than one child in school, we suggest leaving a gap between appointments.  
 

Parents are expected to manage their own bookings and reduce teacher time spent organising 
appointments.  
 
The booking window will be open from 4pm on Monday 2nd October to 4pm on Friday 13th October. 
Once the booking window has closed, you will need to see the class teacher to arrange a booking. If 
you experience any issues, please ask the office for guidance. 
 
We look forward to seeing you. 
 
Yours sincerely 
Carla Smith  
Head Teacher 
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How to use Bookings for Parents’ Evening appointments 
 
Overview  
 
Bookings is an online tool that parents can use to book an appointment with their child’s teacher. 
Bookings will provide parents with an email confirmation, a reminder email, the opportunity to add 
the event to their calendar, and create the online meeting that can be used to facilitate the 
appointment. Both the calendar event and the reminder email will include a link to the online 
meeting. Joining is as simple as clicking the link in the calendar event or reminder email. The 
online appointment will take place using Teams.  
 
Booking your Parents’ Evening Appointment  
 
Click the link to access your school’s Booking page. This is in the letter above.  
 

1. Select either Tuesday 17th October or 

Wednesday 18th October. These are the 

dates our Parents’ Evenings will be held. 

Only these dates will be bookable.   

 

2. Select your child’s teacher using the Select 

Staff drop down menu.  

 

3. Select an available time by clicking on it.  

 

4. Enter your name and email address. 

 

5. Provide additional information : 

 

 a. Your child’s name   

 b. If you will be attending the open afternoon.   

 

6.  Click Book to conform your appointment. 

 

7.  A confirmation message will appear. Click 

OK to continue 

 

 

The Bookings tool will take you to a confirmation page 

where you can see your booking details. Buttons provide the 

opportunity to reschedule or cancel the booking. You can     

also create a new booking for   another child in your household 
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Confirmation Emails  
 
Parents will receive a confirmation email at the address provided when the event was booked. 
Click the Manage Booking link to return to the page shown above to reschedule, cancel, or create 
another booking. 
A second email will be sent by the Bookings tool. This email includes the details of the event.  
• Click Add to Calendar to get the appointment on your calendar  
• Click Change your appointment to reschedule or cancel the appointment 
 
Joining the Parents’ Evening Appointment  
 
You will receive a reminder email the day before the appointment. It will include a link to join the 
meeting. On the day of the conference, either access that email and click the link or go to your 
calendar, open the event, and click the link. If the phone option was selected when booking the 
event, the teacher will call the phone number provided at the specified time. 
Clicking the link will open a webpage that presents a series of options.  
• Parents who have the Teams app installed can use it to join the appointment  
• Parents can choose to download the free Teams app and join using it  
• Parents can click Continue on this browser to join the parents’ evening appointment online 
 

 

 

 

 

 

 

 

 

 

 

If you have any problems accessing the Bookings system, please contact the school office.  
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