
HERO Managing a Learning Conversation Booking
Wednesday April 3rd and Thursday April 4th 2024

Once a school administrator opens a School Bookings event to caregivers, all caregivers associated
with students in the interview groups will receive an email and notification to advise them that
bookings can now be made. Caregivers can view and manage their own bookings.

Caregivers will receive notifications when -

● An event is opened to caregivers
● An event is closed to caregivers
● A booking is made or updated by a staff member
● An event is cancelled

Caregivers are only able to book a single interview per student per interview group. i.e. if class
interviews are being held then a student will only appear once in a class, so only 1 interview slot
can be booked.

TO ADD A BOOKING

1. Your caregiver will navigate to the School Bookings event and clickMANAGE BOOKINGS,



2. This will display a table of all available slots for all of their associated students, to enable them to
co-ordinate bookings across multiple students.

3. A colour key provides the caregiver with information on the status of each interview slot.

4. To add a booking, the caregiver will click a GREEN slot. The booking popup will be displayed.
Clicking CONFIRM will secure the interview slot.



5. Once a booking is made all other slots will become unavailable to prevent duplicate bookings.



TO CANCEL A BOOKING

1. Your caregiver will navigate to the School Bookings event and clickMANAGE BOOKINGS,

2. This will display a table of all associated students and their current bookings.



3. Click the BLUE interview slot to display the booking popup. Click CANCEL BOOKING.


