Parent Guide - Booking Parents’ Evening Appointments using the My Child at School Application
(pages 30-31 of the Parent Guide to Using MCAS)

Parents Evening
The Parents Evening option is accessible only from the Menu Bar.

= Parents Evening

The Parents Evening option displays the information about any upooming Parents Evening that the Student being
viewed is associated with.
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Along with the date of the Parents Evening a list of appointments that need to be booked and a closing date for making
bookings will be displayed. If the option to contact teaching staff is available an Envelope icon will display to the right
of the Teacher name. Click on the Envelope icon to send a message to that Teacher.

Click on a Teacher/Subject to book an appointment time, slots that are not available will be blocked out. Click on the
Book option and that appointment will be booked.
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The Teacher/Subject will be remowved from the Appointments that need booking section and will display as
Appointments that have been booked, with the details and time.
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Appointments can be changed by clicking on the X to the right of the booked appointment, this will remove the
appointrment and return it to the Appointments that need booking section. At any time a list of booked appointments
can be printed by clicking on the Printer icon.

Mote: this option is only available if the school have the Diary module.




