
 

Guardian Instructions for Virtual Parent/Teacher Conferences Using 

Google Calendar and Google Meet 
 

Due to restrictions and regulations regarding COVID, Elkins School District will be conducting virtual 

Parent Teacher Conferences for the 2021 Spring conferences.  Parents/Guardians are asked to sign up 

for a block of time to meet with their student’s teacher.  Teachers will have 10-minute Google Meetings 

set up to discuss student progress. In order to meet as many parent needs as possible, please be 

mindful of the 10-minutes as our teachers will be trying to stick to the tight schedule. If you are unable 

to meet virtually with the teacher during these times, please contact the teacher by email to schedule a 

different conference time. 

 

1. Go to the Elkins School District website page for Spring 2021 Parent/Teacher Conferences:  

https://www.elkinsdistrict.org/293365_2 or by clicking the following steps. 

a. https://www.elkinsdistrict.org/ 

b. 2020-2021-School Year 

c. Spring 2021 Parent/Teacher Conference Links 

2. Select the building for which you want to schedule a P/T Conference meeting. 

3. Select the teacher’s name in which you want to schedule a 10-minute conference.  Each 

teacher will have available appointment times set up on Tuesday, February 23rd and Thursday, 

February 25th in 10-minutes blocks of time. 

4. After clicking on the teacher’s name, you will be directed to the teacher’s calendar to schedule 

an appointment.  If you get the following message, just click on Next available appointment 

slot on February 23, 2021 as shown in the picture below. 

 
5. To select a time on February 23rd or 25th, click on one of the appointment blocks of time.  Since 

there are several boxes, if you hover over a box, it will reveal the appointment time. As 

appointment times are taken, there will be fewer boxes. 
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6. Click the time you want. In the Book an appointment box, please double check the date and 

time to make sure of your selection, then type your student’s name in the description box, and 

click Save.   

 
 

7. The appointment is now made and you should receive an email confirmation. 

8. If you need to cancel the appointment, please email your student’s teacher so they can cancel 

the time slot.  Once you cancel your time slot, you can then schedule a different time. 

9. On the day of conferences, you can access the meeting by clicking on Join with Google Meet in 

your calendar or by using your phone and calling the Join by phone number and PIN.  

 
10. You can also access the meeting by using the Google Meet link in the email confirmation you 

received or by using the Join by phone number and PIN. 

 

 


