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Creating a Parents Evening Meeting in Teams
Should you have any issues with setting up the a meeting within Teams please contact Jordan
- Support@allsaints.peterborough.sch.uk
To schedule a meeting in Teams, firstly you want to go to the calendar option, which can be
found on the left hand side of the desktop app.

Next you want to click on ‘+ New Meeting’ which is located in the top right hand corner of the
calendar screen.
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You will then be presented with the above screen and where you will build your meeting.
In the first box (1), this is where you put the title of your meeting. Possibly something generic like ‘Parents
Evening Meeting’ and possible the child's initials to reassure it’s the correct one.
In the next box (2), this is where you want to add your public school email address. This will then be where
the link will be sent to that we will need to send on to the parent for that meeting. (you can’t send it to the
email address that is logged in on teams)
Next you want to enter the start date and time for the meeting to take place. (3) In here set the start time
and end time for your meeting. Please note that just because you have set the end time of the meeting that
does not mean that you cannot go over the time. These meetings are fully flexible and can be started earlier
than time or end later.
Once you have entered all of the information you will then need to click on ‘Send’ which is located in the top
right hand corner of the screen.
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Once you have clicked send on the Teams Meeting you will then receive the following email to
your public staff email address. You will then need to get the specific Teams meeting link and
copy it into the email that you will be sending to the parent inviting them to the meeting.

You will need to copy the line that says ‘Join Microsoft Teams Meeting’ and paste it into the
generic email that will be sent to the parent. This is the main invitation link that the parents
will need in order to access the meeting.

Once this link has been sent. The meeting will appear in your calendar and this is where you
will be able to access it when it comes to the time of the meeting.
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When the meeting goes live, you will see a small join button appear on the event in your calendar. By clicking this it will automatically join you into the meeting. Due to the way that
Teams is configured, anyone with an All Saints email address will automatically be put straight
into the call. Any external people (parents) will be put into a waiting lobby for you to admit
them to the call.

When you click join you will be presented with the following screen. From this screen you will
be able to activate your camera by clicking on the first toggle button highlighted in red.

Should you not wish for your camera to be activated you can leave this unticked and it will remain as an audio call. This will be down to each teachers personal preference. Ensure that
your audio is activated. You are then able to join the meeting, by clicking on ‘Join Now’.

5

Once you have joined the meeting you will need to admit the parent into the call when you
are ready. When the parent activates the link you will see the following popup. From here you
are able to ‘Admit’ the user and also view the lobby.

Once the parent is in the call please ensure that you read out the meeting disclosure
information. This need to be read out at the start of the meeting to ensure we keep compliant
with GDPR.

Once you have completed the meeting you MUST click the red phone icon to hang the call up.
Please ensure that you as the organiser of the meeting does this to ensure that the meeting is
fully closed and there is no risk of any further information being heard by the parents.

Should you have any issues with any of the above steps or need any advice please contact support@allsaints.peterborough.sch.uk
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