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Conference Scheduling Directions 

 

Go to: https://pickatime.com/rfis/client?event=342356 

Register– Please note:  You will need to register as a new user this year even if you used the system last year.   

1. Enter your email address and click on "Login/Create Account".  

2. Fill in the required fields and register.  

 

Sign In 

Once you have registered, all you need to do is enter your email and password. If you forget your password, you can 

select the Forgot Password button and a new password will be emailed to you.  

 

Before you begin scheduling, please have on hand a list of the teachers with whom you would like to conference. PLEASE 

NOTE: If you are requesting a conference with a music teacher, please be aware that your child may have one or more of the 

following: General Music, Chorus, Guitar or instrumental lessons.  

 

Scheduling 

1. Once you log in, you will see a list of all teachers. 

2. Fifth grade teachers are listed by last name, together with the partner teacher.  For example, if your child has 

Mrs. Tavares for homeroom and two core subjects, he/she will also have Ms. Cagenello for two core subjects.  

You will see the teachers listed as “Ms. Cagenello / Mrs. Tavares”.   Sixth grade teachers are grouped in teams, 

6A, 6B and 6C.  You will not see 6th grade team teachers listed individually.   Please note: If your child is in a 

Resource Center, the Resource Teacher is part of the team and will attend the conference. You do not need to 

schedule a separate conference. 

3. Next, select the box next to your child’s 5th grade teachers’ names or 6th grade team that you would like to 

schedule a conference with. You will then see the schedule of available times for those teachers. Each colored 

square represents an available meeting time. The legend shows you which teacher corresponds to which color 

and the times increase as you go down the page. New this year, you will notice that sixth grade teams have 

designated dates for student-led conference. If you would like a student-led conference, be sure to select 

the grouping for the desired team and also noted as “Student-led only”.   

4. Click on your desired appointment time. 

5. You will have the option of setting a time when you would like an email reminder to be delivered. 

6. You will be prompted to enter the first AND last name of the student, and you will see a “Notes” box pop up as 

well.  If you would like a student-led conference with 5th grade teachers or any related arts or special area 

teacher, you may have one on any day, however, you MUST type in “Student-led conference” in the 

“Notes” box to alert the teacher that this is a student-led conference. 

https://pickatime.com/rfis/client?event=342356


7. Click on “Create Appointment”. The screen will then return to the list of teachers.  The square for the time you 

selected will now be black. 

8.  If you wish to schedule an appointment with more than one teacher, click return and repeat the process until you 

have a time with each teacher you’d like to conference with.  Related Arts, Support and other special area 

teachers will be listed by first and last name. If your child receives literacy or math support, we strongly 

recommend that you schedule a separate appointment with the support teacher.  The Math support teachers 

are Mrs. Delorenzo and Mrs. Gardner, and the Language Arts support teachers are Mrs. Lurie and Mrs. Smith.  

You will need to know which teacher your child has.   Once again, if you would like a student-led conference 

with 5th grade teachers or any related arts or special area teacher, you may have one on any day, however, 

you MUST type in “Student-led conference” in the “Notes” box to alert the teacher allowing him/her the 

opportunity to prepare. 

9. Please note that you are not able to make back-to-back appointments in order to allow ample passing time 

between appointments. 

10. If you have more than one child and/or are scheduling appointments with more than one teacher, please double 

check that your times do not overlap, and be sure to build in ample time between appointments for passing time 

and in case of delays.  

 

IMPORTANT NOTE: If you have two or more children at the school with the SAME teacher: 

1. Register / Sign In with one parent’s name and email address and register. Schedule the first student’s conference 

time, and log out of scheduler. 

2. Register / Sign In with the second parent’s name and email address and register. If you do not have a second 

email address you would like to use, simply use the following format: yourfirstname.yourlastname@noemail.com. 

3. Schedule the second student’s conference time and log out of the scheduler. 

 

You can click on the “Printable Schedule” link located on the top right corner and print the resulting web page to get a 

hard copy of your schedule. You will receive a confirmation e-mail within 24 hours of scheduling your appointment. 

If you want to make changes to your schedule you can click on the “Your Schedule” link, OR you can login at any other 

time with your email and password.  

 

If you have any questions, please e-mail Alicia Dominguez at adomingu@frsd.k12.nj.us. 
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