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1 March 2022
Dear Parent/Guardian
We would like to take this opportunity to inform you about our plans for our upcoming Transition Year Parent/Teacher/Student meeting due to take place on the evening of Thursday 3rd March 2022 between 4.15pm and 6.45pm. 

Covid19 restrictions have been lifted. However, we are currently preparing for the meetings to take place online during the designated time and we are using the PTMorganiser software to do so. 

In order to create a workable schedule of meetings, we are asking that you fill in your preferences for the teachers you wish to meet by 11 am on Thursday 3rd March. The step-by-step guide below will help take you through this process. 

STEP BY STEP GUIDE:
1. Log on to PTMO Parent/Guardian Login (ptmorg.com)

2. [image: Graphical user interface, application
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3. Enter the school roll number which is 76099B.

4. Enter your son/daughter’s VS Ware ID which can be accessed by parent login to VS Ware and going to Your Children/Personal Information/School. You should see your son’s/daughter’s VS Ware ID listed - it is a 7-digit number. 

5. Once logged in, you will see something similar to this screen.
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6. Parents/students can now enter any number between 1 and 13 against each teacher/student combination, an entry of 1 meaning this the most preferred teacher to meet with.

7. *Unfortunately, as it stands, one teacher will be unavailable on the evening; Ms Rossa. Subsequently, her name/subject will not appear in the options.

8. An entry of 0 beside a teacher/subject combination means you do not wish to see a teacher.

9. Once you have entered your preferences, you can click on the bottom right-hand button to indicate that you will be attending the meeting and you want your preferences saved. 

10.  If you have entered your preferences but you will not be attending the meeting, you will click the bottom left-hand button to indicate you will be unable to attend. This will clear your preferences from the system and you will not be included in the meeting schedule.

11. Once the preferences have been selected and parents have indicated their wish to attend, a final timetable of meetings for each student will be available to view on PTM organiser, you will receive a text to inform you that that the timetable is available to view.

12. The teacher will ring each student on their MS Teams account at the allocated time on the timetable, it is important that you and your son/daughter is there to take the call to discuss their academic progress to date this year, each call will be for a maximum of 4 minutes.

Guidelines for online Parent Teacher Meetings
Parents/Guardians are advised to:
· Please make sure to have a charged device with a camera, good sound and a microphone so the teacher can hear you also. 
· Ensure your camera is on and you have a quiet space where you can hear and be heard.
· Please be mindful of where you are, any background images that you do not want visible should be removed.
· Recording of any kind is not permitted.
· As each meeting is 4 minutes only, please ensure you are available to answer the call on MS Teams at the allocated time.
· Online Parent-Teacher meetings must comply with our schools agreed, Acceptable Usage, Remote Learning, GDPR and Child Protection Policies and mutual respect be adhered to at all times.

We look forward to meeting with you. Please do not hesitate to contact us at boscoguinan@wicklowvec.ie if you have any queries in the meantime.

Yours sincerely,

Mr Padraig Donoghue					Mr Bosco Guinan
Principal						Deputy Principal 
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