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           January 2022 

Dear <Preferred name> and Parent/Carer, 
Student ID <Student ID> 
 
Advice and Guidance Meetings, Thursday 10th & Friday 11th February - Now open for booking! 
We are delighted that you have considered Long Road Sixth Form College for your next steps. 
 
We would like to invite you and your parent/carer to attend an Advice and Guidance Meeting with us. The Guidance 
Meetings will be held over two days, 10th and 11th February, and meeting slots will be available to book throughout 
the school day on each of these days. These meetings will be held from 09:00am until 16:30pm. These Guidance 
Meetings will be held remotely via a video call appointment.  
 
Booking slots will be open to everyone but places are limited and will be open for booking on a first come first 
served basis. If you are not able to secure an appointment on 10th or 11th February then please do not worry. Your 
interview date does not affect your offer in any way.  Due to the high number of applications received we will be 
holding additional interviews on Monday 7th March to ensure that everyone can have an opportunity to attend an 
Advice and Guidance Meeting with us. We will send out more detailed communication, after this first round of 
meetings have taken place, to those applicants that are affected. 
 
We would like for all Advice and Guidance Meetings to take place with the applicants’ cameras and microphones 
on. This will ensure that we can engage with our applicants face to face, and have a focused and meaningful 
conversations, as well as understand your individual goals and ambitions to ensure that each and every applicant 
can make the best informed decisions about their futures with us. 
 
We will be using the online appointment booking system SchoolCloud. This will allow you to choose your own 
virtual appointment time with an experienced member of staff and you will receive an email confirming your 
appointment once it is booked. You will only be able to book one appointment per applicant.  
 
Appointments can be made from today, Monday 24th January, and appointment booking will close at 12pm on 
Monday 31st January. 
 
How do I book an Advice and Guidance Meeting? 

Please visit https://longroad.schoolcloud.co.uk/  to book your appointment. A 

guide on how to login, book the appointment and attend the appointment can be found at the end of this email.   
 
You will need to login with the following information: 
• The parent/carer name and email address (this is where the email booking confirmation will be sent)  
• The applicant’s preferred name (NOT first name) and surname as it appears in their application with us 
• The applicant’s date of birth  
 
Your log in details must match exactly with the information held on the application with us.  
If you are unable to register the applicant with the details then it may mean that it does not match the 
information held in the application with us. To ensure that you are able to find the applicant details please login 
with the following information which is how it appears in our system, followed by a date of birth, as seen below: 
 

https://longroad.schoolcloud.co.uk/
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Applicant’s Preferred Name(s):«Preferred» 
Applicant’s Surname: «Surname» 
Applicant’s date of birth: <<Date of birth>> 
 
When you first log in you will see a list of available interviewers to choose from; you are free to choose a date and 
time slot from anyone on the list. All our experienced staff are equally, highly trained so you can book a meeting 
with any of the members of our team to discuss your options with us.   
 
You will only be able to book one appointment per student. Our appointment slots are 25 minutes long and the 
times are fixed.  It is important that you attend the appointment on time as video appointments will end 
automatically at the end of the designated time.  On the day, it is important to log on to the system at least 15 
minutes in advance of your meeting to make sure that you are ready when it begins.  
 
You can give one parent/carer access to join your video appointment from a different device. You can grant this 
access at the time of booking, or later if required.  
 
In the event that the interviewer is unable to continue with the video call due to 
technical issues, which may sometimes occur, they will contact you on your mobile 
phone so be sure that we hold the most up to date information for you on our system. 
 
A guide on how to book and attend your appointment can be found in the step by step guide at the end of this 
email. 
 
In order to make a video call you need to have as a minimum: 
• A device with a microphone and speaker/headphones 
• A compatible up-to-date web browser: 

iPhone/iPad: Safari, Chrome Note: there is a known issue joining video calls using iOS 14.2. Please 
upgrade any iOS 14.2 devices to iOS 14.3, or use a different device 
Android: Chrome, Firefox or the Samsung Browser 
Windows: Chrome, Firefox or Microsoft Edge (Chromium-download here (https://www.microsoft.com/en-
us/edge)) 
Mac: Safari, Chrome or Firefox 
Linux: Chrome or Firefox 

We also recommend: 
• Using your smartphone for video appointments. If you don’t have a smartphone with a front-facing camera, 

use a laptop or computer with a webcam 
• Using a headset (or earphones with a microphone) to reduce echo 

 
We understand that this stage can be thrilling, demanding and sometimes a littler daunting, so to support you in 
having a smooth transition from school to Sixth Form College we will be sending you monthly applicant 
newsletters. The February edition of our applicant newsletter will include a guide on all you need to know about 
preparing for your Virtual Advice and Guidance Meetings. We will send this to you before the meetings take 
place.  

If you are unable to book an appointment or have specific questions or concerns, please email our friendly 
Admissions team at admissions@longroad.ac.uk.  We are really looking forward to meeting you! 

Yours sincerely, 

Long Road Admissions Team 

 

https://www.microsoft.com/en-us/edge)
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Parents’ Guide for Booking and Attending  
1. Appointments Booking a video call appointment  

Browse to https://longroad.schoolcloud.co.uk/ 
 

 

Step 1: Login 
Fill out the details on the page then click the Log In button. 

A confirmation of your appointments will be sent to the email 
address you provide 

 

Step 2: Select Parents' Evening 
Click on the date you wish to book.  

You can only book one appointment per student per parent/carer. If 
you are booking appointments for siblings then please be sure 
to login with a different parent name and email address for each 
sibling.  

Unable to make all of the dates listed? Click I'm unable to 
attend. 

 

Step 3: Select Booking Mode 
Choose Manual. Then press Next. 

 

 

Step 4: Choose an Interviewer 
Select all the interviewers you wish to book an appointment. A green 
tick indicates they’re selected. To de-select, click on their name. 

 

Step 5 (Manual): Book Appointments 
Click any of the green cells to make an appointment. Blue cells 
signify where you already have an appointment. Grey cells are 
unavailable. 

To change an appointment, delete the original by hovering over the 
blue box and clicking Delete before choosing an alternate time. 

Select the teachers you’d like to book appointments with. A green 
tick indicates they’re selected. To de-select, click on their name. 

Once you’re finished booking all appointments, at the top of the page 
in the alert box, press click here to finish the booking process. 

https://longroad.schoolcloud.co.uk/
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Step 6: Finished 
Your booking now appears on the My Bookings page. An email 
confirmation will be sent and you can also print appointments by 
pressing Print. Click Subscribe to Calendar to add this and any future 
bookings to your calendar. 

To change your appointments, click on Amend Bookings. 

 
 
 
 
 
 
 
 

 

Step 7: Inviting another parent/guardian to join your 
appointments 
You can give one other parent/guardian access to join your video 
appointments, to join from a different device, in respect of each 
student linked to you that is involved in the conference. You can 
grant this access at the time of booking, or later if required. 

1. Once you have made your booking (or when you later log in and 
go to My Bookings) click on the Invite Parent/Guardian link at the top 
of the list of your bookings. If you have already sent an invitation this 
link will show as Manage Invites instead. 

2. You will then be presented with a box asking for the details of the 
parent/guardian to be given access. You must enter a Name, and an 
Email address, as well as tick the box to consent to that person 
being given access to the information used to make the appointment. 
When you click the blue Send Invite button an email is sent to the 
address entered, giving them a link and details on how to join the 
call. 

3. You will then see a Manage invites box that shows your sent 
invitation(s), and allows you to Resend invites or Remove them. 

2. Attending a video call appointment: 
 
 

  Step 1: Setup 
In advance of the day, you must have booked your 
appointment.    

We recommend logging in 15 minutes in advance of your 
appointment, to ensure it runs smoothly.   

You can attend the appointment on either a computer or a phone. 
Your device needs a microphone speaker and webcam or 
smartphone with front-facing camera. Headphones with a mic are 
recommended to reduce echo and feedback. 
 
Step 2: Log in 
Browse to https://longroad.schoolcloud.co.uk/  and follow the 
instructions. You must log in with the same details used to make 
the appointment. 

https://longroad.schoolcloud.co.uk/
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Step 3: Join the meeting – First Step 
You will see a “Join Video Appointments” button. This is available 
from 60 minutes before your appointment. Click on this.  

If you are asked for access to your camera/microphone, please 
click yes for the microphone and camera.  

 

When you click Join Video Appointments the Check Audio and 
Video screen will be displayed. You may at this point be asked if 
you wish to allow access to your camera/microphone, in which 
case please click yes. 

From here you can blur your background in video calls, turn on or 
off your microphone and camera, change which devices are being 
used for the call, and check your microphone and speakers. Once 
you are happy, click Proceed to Video Call. 

 

 

 

On this screen you can see the following, when in a call: 

• At the top left the teacher name (and subject details) for the 
current and next appointment 

• At the top right a countdown to the start of the appointment. 
• At the bottom the control buttons allow you to mute the mic 

or turn off the camera. The cogwheel allows you to change 
the settings, such as blurring your background, or choosing 
to use a different mic or camera (if you have more than one 
available). 

• When another person is available these also show a pick up 
button to start the call 

• and a hang up button to leave the call 
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Step 4: Join the Meeting – Second Step 

On this screen you will see:  
- the interviewer name for the current appointment. 
- a countdown to the start of the appointment 
- controls for the mic and camera 

 
The blue “Start appointment” button appears when it is your time. 
 
Please click “Start appointment” when it appears – it does not 
start automatically.   
 
If your camera is turned on, you will see yourself on the bottom 
right of the screen. 
 
The member(s) of staff you are meeting will appear larger, in the 
centre of the screen.  If they have not yet joined the meeting, 
please wait.   
 
 
 
 
 
 
 
If the teacher has not yet joined you will see a notice to that effect 
in the centre of the screen. 
 
Each appointment has a fixed time of 25 minutes and will 
automatically cut off to avoid running into another meeting time. 
The countdown will indicate how long is left.  
 

 

Technical Problems 

Please check that your mic and camera is on - use the buttons 
at the bottom of the screen.   
 
If you lose your connection, you can login in again and click Start 
Appointment.  If the interviewer is still in the meeting and there is 
time left, you will re-join the appointment.  NB The remaining time 
does not reset; it is fixed based on the original appointment time   
 

 Follow-up 
If you miss your appointment or there are technical problems, 
please email admissions@longroad.ac.uk to make alternative 
arrangements. 

 

mailto:admissions@longroad.ac.uk
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