SAMPLE PRE-BOOKING EMAIL FOR A SCHOOL THAT RECEIVES STUDENTS FROM A FEEDER SCHOOL IN THE SAME DISTRICT 

Note: The content of this email is applicable to schools that receive students from other schools that use the Conference Manager in the same district and if the Conference Manager is configured so there is one district log-in page that is used by parents to access the Conference Manager for both feeder and receiving schools. 

Subject: Important information about booking parent-teacher conferences at <YOUR SCHOOL NAME HERE>.

Email Body:
Parent teacher conferences provide an opportunity for meaningful dialogue to occur between you and your child’s teacher and is a key part of our communication strategy about your child’s progress. 

Our school will be using the Conference Manager to for the booking of conference appointments.
 
Parent conferences will occur 
1. <ENTER DATE> from <START TIME> to <END TIME>
1. <ADD ADDITIONAL DATES AND TIMES AS NEEDED>

You can book your parent teacher conferences using the Conference Manager any time after <START BOOKING DATE & TIME> and before <END BOOKING DATE & TIME>. 
 
To book a conference, please do the following:
 
1. Access the Conference Manager district login page at: <ENTER URL TO DISTRICT LOGIN PAGE HERE>. 
2. Login to the Conference Manager using your username and password. 
· If you do not have a Conference Manager parent account, create one by clicking the REGISTER NOW button.
· If you forgot your password, you can click the Forgot Password link on the login page.
3. Once logged in, click the MY PROFILE and confirm the information is correct. Most importantly, if your child has moved to our school from another school in our district that uses the Conference Manager you will need to change the school listed beside your child’s name to show they now attend our school. If you do not do this and leave it set to the school that was previously attended you will not be able to book an appointment with a teacher from our school until that is changed.
4. Once logged in to the Conference Manager, click on the name of our school and select the date on which you want to book a conference. Select all the teachers with whom you want to book a conference from the staff list. If you aren’t sure of your child’s teachers, please check with them. You can then select a time from all the available time slots. Complete the booking form that is displayed for each time slot you select. 
 
We look forward to seeing you at parent teacher conferences.
 
Best regards,

