ST JOSEPH’S PREPARATORY SCHOOL
Part of the Edmund Rice Family
11th October 2021
Dear Parents,
Re: Parents’ Evening for PP1 – P6
I am writing to update you on some of the changes for our upcoming parents’ evenings, which will
take place on Tuesday 19th and Thursday 21st October for all pupils in year 1 to 6. Thankfully we are
once again able to welcome parents back into school, and we hope that most of you will relish the
opportunity to meet with your child’s form teacher face to face. We recognise from your feedback
however that virtual meetings suited some parents better and we are therefore offering in person
appointments on the Tuesday and virtual appointments through Teams on the Thursday.
For convenience and as part of our ongoing efforts to reduce our use of paper we have also moved
the booking process online and appointments can be booked from today via the Schoolbase Parent
Portal.
Enclosed are details for logging on to the portal and booking your slot, please see pages 2 & 3.
Included in the guidance is - if you have forgotten your login details - if this is the case simply enter
your own e-mail address and click on ‘Forgotten Password’, a link will then be sent to your e-mail
address so that you can rest your password.
The booking system will close at 11.59pm on 18th October.
The staff and I look forward to meeting with you.
Yours sincerely

Mr D Hood BA (Joint Hons), PGCE
Headteacher

Rookery Lane, Trent Vale, Stoke on Trent, Staffordshire. ST4 5RF
Telephone: 01782 417533
www.stjosephsprepschool.co.uk
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Logging on to Schoolbase
The Portal can be accessed either by following this link https://schoolbase.online/logon or by clicking
on the portal link in the upper right corner of the school website.

Your username is the same as the e-mail
address that school uses to contact you. If
you click on the forgot login details and
then enter your e-mail address and click
request details. Schoolbase will verify it
against our contact details and then send
an e-mail to that address with the
password.
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Once you enter the portal you will see your dashboard which contains your child’s timetable and
homework timetable, attendance and quick launch where you can access previous reports and the
parents evening menu .

(NB if you have more than one child you can toggle between them by clicking on their name)

Select your child and the correct evening from the
dropdown menu and then click the Edit appointments
button.

You Can now click the required button and select a
time from the dropdown menu. Finally click the Finish
button to confirm.
You can use the box on the right if you wish to leave a
message for your child’s teacher.
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