
 

 

 

18 March 2022 
 
 
Dear Parents, 
 
The Kingsley Preparatory School Virtual Parents’ Consultation Meetings - Online Virtual Appointment 
Booking 
 
We would like to invite you to attend The Kingsley Preparatory Parents’ Evening on Monday 28th March 
2022. This is an important evening and provides you with an opportunity to gain feedback about your 
child’s progress and achievements since the previous consultation evening in the Summer Term.  
 
The appointments will be held via a video link within the parents evening system and you will receive an 
email confirming your appointment(s). An additional feature that has just been launched is the ability for 
two parents to attend from different locations. This can be enabled once your appointment(s) has been 
made. 
 
Appointments will be open for booking from 9am on Monday 21st March and will close on Sunday 27th 
March at 9pm. When you log in for the consultation meetings on Monday 28th March, the screen will 
look like this: 
 

 
 



You simply click ‘Join Video Appointments’ and you will be taken directly to your appointment. You will 
then see the teacher (or teachers) in the main screen and you will appear in the bottom right hand 
corner. Please note: there is a blue bar across the top of the screen where your appointment time counts 
down.  When there is one minute to go, this bar turns orange. At the end of the allotted time, the 
appointment ends. 

Please visit https://kingsleyschool.schoolcloud.co.uk to book your appointments or refer to the digital 
copy of the parent guide which has a link to take you directly to the site, also. 

If you have difficulty logging into the system, please check that you have used the correct personal 
details and that you are on the correct Kingsley School site. If it is the first time you have logged into 
the system, you simply need your details as well as the email address that the school has for you plus 
your child’s name and date of birth. These details can be clarified with your child’s form teacher.                                                                                      

We look forward to sharing your child’s progress with you at this important point in the school year.

Yours sincerely,

Monica Gamble
Interim Head of Prep



Parents’ Guide for Booking Appointments
Browse to https://kingsleyschool.schoolcloud.co.uk/

Step 1: Login
Fill out the details on the page then click the Log In button.

A confirmation of your appointments will be sent to the email address you 
provide.

Step 2: Select Parents' Evening
Click on the date you wish to book.

Unable to make all of the dates listed? Click I'm unable to attend.

Step 3: Select Booking Mode
Choose Automatic if you'd like the system to suggest the shortest possible 
appointment schedule based on the times you're available to attend. To pick
the times to book with each teacher, choose Manual. Then press Next.

We recommend choosing the automatic booking mode when browsing on a 
mobile device.

Step 4: Select Availability
Drag the sliders at the top of the screen to indicate the earliest and latest you 
can attend.

Step 5: Choose Teachers
Select the teachers you’d like to book appointments with. A green tick indicates 
they’re selected. To de-select, click on their name.

Step 6: Book Appointments (Automatic)
If you chose the automatic booking mode, you'll see provisional appointments 
which are held for 2 minutes. To keep them, choose Accept at the bottom left.

If it wasn’t possible to book every selected teacher during the times you are 
able to attend, you can either adjust the teachers you wish to meet with and try 
again, or switch to manual booking mode.

https://kingsleyschool.schoolcloud.co.uk/


Step 7: Book Appointments
Click any of the green cells to make an appointment. Blue cells signify where 
you already have an appointment. Grey cells are unavailable.

To change an appointment, delete the original by hovering over the blue box 
and clicking Delete. Then choose an alternate time.

You can optionally leave a message for the teacher to say what you’d like to 
discuss, or raise anything beforehand.

Once you’re finished booking all appointments, at the top of the page in the 
alert box, press click here to finish the booking process.

Step 8: Finished
All your bookings now appear on the My Bookings page. An email confirmation 
has been sent and you can also print appointments by pressing Print. Click 
Subscribe to Calendar to add these and any future bookings to your calendar.

To change your appointments, click on Amend Bookings.



I nviting another parent/ guardian to j oin your 
appointments
You can give O N E other parent/guardian access to join your video appointments in respect 
of each student linked to you that is involved in the conference. You can grant this access at 
the time of booking, or later if req uired.

1 . Once you have made your bookings ( or when you later log in and go to My  Bookings )  
click on the Inv ite Parent/ G uardian link at the top of the list of your bookings. If you have 
already sent an invitation this link will show as Manage Inv ites instead.

2. You will then be presented with a box asking for the details of the parent/guardian to be 
given access.



If there is more than one student linked to you and involved in the evening they will all be 
shown.



appointments the access to this person will be granted.

When you click the blue Send Inv ite button an email is sent to the address entered, giving 
them a link and details on how to join the call.

P lease note that O N LY that one invited guest should use this link. Anyone else using it 
( including the parent that sent the invite, who should log in via their own confirmation email)  
will knock the guest out of appointments.

H ere is an example of what the invite email looks like:

3 . You will then see a  Manage inv ites box that shows your sent invitation( s) , allows you to 
add another invite if you have any more available ( you can have one invite per student, if 
wished) , and allows you to R esend invites or R emov e them.





Note that a call can have a maximum of 4 people in it at any one time. A school can assign 3 

teachers to take joint appointments for a class, if they do this the parent can still invite their 

ONE guest, however once the number of active participants in the call reaches 4 no further 

people can join it (unless one of the existing participants leaves the call). 

 




