
 

 
18th November 2021 
 
Dear Sixth Year Parent/Guardian 
 
We have a sixth year Parent/Teacher/Student meeting in our calendar for Thursday, 9th 
December.  Unfortunately, this year we are unable to hold an in-person meeting. We are 
however, going to hold the meeting online. 
 
This is the first time we have done this so it is new to us all.  We are going to use an online 
system called Parent Teacher Meeting Organiser – PTMO to schedule your meetings with 
teachers.  This will schedule the meetings which will be five minutes long.  Once the 
schedule is created you will get a list of the exact times you get to meet with the teachers and 
the teachers get a corresponding list showing all their appointments.   
 
As you know we always include students in these meetings.  On the evening of the meeting 
all you need to do is get your son/daughter to open Teams on their phone / laptop or other 
device.  It is essential that you use your son/daughters Teams Account.  When the meeting 
time with a teacher arrives the teacher will ‘call’ your son/daughter on Teams and you will be 
able to see and talk to the teacher.  Each appointment will need to last exactly 5 minutes so 
the teacher can ‘call’ the next parent.   
 
In order to use the scheduling system you need to follow these instructions: 
 

1. Once you have read the instructions in the letter the link to the organiser is 
https://ptmorg.com/parentlogin.php?School=70910L or you can go to www.sbc.ie 
(our website) and you will see an image called Parent Teacher Student Meeting 
Organiser and if you click there you will get the link and all the instructions.  You will 
also find it under the Parents tab at the top of the website. 
 

2. When you click on the link in the website you will see the following screen: 
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You need to type in the Student ID which we will send to you in a text.   

 
3. When you log in you will see this screen: 

 

 
 

You simply number the teachers in order of preference i.e. the teacher you most want 
to see should be number 1, the next number 2 and so on.  You need to state a 
preference in case the programme cannot accommodate all the meetings in which case 
they will schedule them in order of preference and you may not get your last ones. 

 
4. When you are finished you click on the button on the bottom right hand side and log 

out.  If you can’t attend the meeting please click on the button on the bottom left hand 
side. 
 

5. The deadline for putting in your preferences is Friday 3rd December. 
 

6. After that date we will text you again to log in using the same method and this time 
you will be able to see your schedule of meetings which will look something like this: 

 



 
 
 
If you have a printer you can print it out or if not just write down the details. 
 

7. On the 9th December at the appointed time find a quiet place for you and your 
son/daughter to sit.  Open Teams on your son/daughters phone, laptop or other device 
and when the teacher is ready they will ‘call’ you.  It rings like any other call and you 
click to answer.  You will be able to see and hear the teacher.   

 
We have always valued the opportunity to meet with parents and pride ourselves on 
welcoming them into the school.  We have missed these vital interactions and while this will 
not replace a face-to-face meeting it is the best we can do in the circumstances.  It is 
extremely important that you attend this meeting as we prepare your children for the final 
part of their school journey. 
 
If there are any difficulties with the system, logging in, a missing subject or anything can you 
email admin@sbc.ie and we will do our best to rectify it and get back to you.  
 
Kind regards 
 
 
__________________  
HELEN CADOGAN 
PRINCIPAL 
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