Parent Lounge Guide

Clayfield College

Welcome to the Parent Lounge Portal where you can access a range of information

relating to your child and the College.
The following services are accessible once you have logged in:

WHOLE SCHOOL Page
* Accessing Parent Lounge 2
* How to change your password 3
* View your child's timetable and contact details of their teachers 4
* View school events calendar 6
* Approve your child’s participation in an activity/event /
* Accessing your child’s semester academic reports 8
* Update your address details and emergency contact details 9
* View and edit medical information recorded on your child's medical file 10
* Student/Parent/Teacher Conferences or Interviews bookings n
* View policy and useful documents eg PMSA policies, Academic Awards, 12
Grievance Policy, Welcome Documents

SENIOR SCHOOL Page

* View assessments and deadlines 13
* View progressive reports 14
* View the attendance record 15
* View Pastoral Care notifications 16
* View policy and useful documents eg PMSA policies, Subject Selection 17
presentations. Academic Admin Policy & Procedures

If, after following the instructions below, you have any questions about logging into or
navigating Parent Lounge, please do not hesitate to contact Student Services at

College Reception; email StudentServices@clayfield.gld.edu.au .

Let your light shine



ACCESSING PARENT LOUNGE

From the College website top-menu, select Parent Lounge

ENROL ONLINE  BOOK A TOUR  PAY ONLINE CONTACTUS  CHILD SAFEGUARDING
[
@ Clayfield College

https://ccportal.clayfield.qld.edu.au/parentlounge/login.cfm

How to Log into Parent Lounge
Once you have navigated to the link above, a login page will appear

Parent Lounge - Login Forgot Password?

POWERED BY TASS®

* Usermame |

* Password

System Reguirements

1. Your Username is your email (as provided to the College). Enter that email into
the first box.

2. Your default password is “password” (in lower case). This can be changed on
the Home Screen under the ‘Parent Details’ tab at the top of the page. The
Forgot Password link will generate a secure email to the email address you
have supplied the College. Use the links in that email to create your own
password.

If your login details are not working, please contact Student Services at the College
Reception on 3262 0262 or email StudentServices@clayfield.gld.edu.au
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HOW TO CHANGE YOUR PASSWORD IN PARENT LOUNGE
1. Under the Parent Details tab navigate down to the Change Password option

2. Follow the prompts to update your password

Parent Details - Student Deta

Parent Details
Address Details

Change Password

Academic Reports

School Calendar Events
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VIEWING YOUR CHILD’S TIMETABLE

Your child’s timetable can be viewed on Parent Lounge, and you can email individual

class teachers from this menu.

Under the top menu item Student Details navigate down to the Timetable or Email
Class Teachers option. [If you have more than one child at the school, use the drop
down menu on top right to pick the child’s name that you wish to check details.]

Parent Details - Student Details Calendar - Accounts

ARte

Items 1o Action

Curricular Activities e
Parent Lounge no liems To A

Home
Welcome
Email Class Teachers
Academic Reports
Parent Directory
School Calendar Events
Today's Daily Notices .
Issuad Equipment
Curricular Activities Due
Miryies:
Events and Payments

Extra Curricular

Sports Fodures and Rey

Viewing the Timetable will provide you with the day view of the timetable.

L School Timetable 20231 - Today (Day 4)

Period Subject

(D Befare School

SO PeC Hemderson PC 1001
(@ Lesson 1 Christian Education 10 B
(O Lesson 2 et sat for Work 108

(@ Moming Tea

(D Lesson 3 General Mathemalics 104
@ Lesson 4 Crime Law & Justice 10 A
O Fienbie Time Chapel 10 H

O Lunch 1

(@ Lesson 5 Higtorical Sudees 10 A
(@ Lesson 6 Science (Bi'Psy) 108

(@ After School

Room

Teacher

IES A WNOGE
Krs C Fatiersan

M5 J Knight

M3 J Francis
M A Leund

AP A Léung

M3 D Haddock

M P Har
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A full timetable view can be accessed using the button the far right ‘Full Timetable’.
Press ‘Print’ to download a printable copy.
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VIEWING SCHOOL EVENTS CALENDAR

Parents/caregivers are encouraged to consult the school calendar on either Parent
Lounge or the Clayfield App for information on planned events. On the Home Page,
choose Calendar on the top bar, then click on ‘School Calendar’,

Parant Loungs
Welcoms
Academic Rapers
Parent Directory

Schosd Calendar Evends

Today's Dally Motices

Curricular Activities Dus

Events and Payments

Extra Curricular
Sports Fidures and Results
Parant Teacher Interdews

Bustingss Directary

Click on an event to read further information about the activity, and use the arrows to
move between screens.,

Catagory = Fesowre = Toar Growp= | ZMOIHZD | O

Barn ety i A8
g v 12 Erghiters i St § S0 -

[y e eertrs W = o V412 EnghHem Stir . Hamien
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APPROVING YOUR CHILD’s PARTICIPATION IN AN
EVENT/ACTIVITY

Parents/Caregivers will be notified when approval is required for their child to
participate in an activity, eg Outdoor Education, sports camp, weekend music
rehearsal etc.

On the home page, choose ‘School Calendar Events’ in the left column and click on
the named event to which your child has been invited to attend.

lEems o Actien

Thera ana curranty no hams Ta Action avalabla

Prarent Diswciony

School Calendas Events

Today's Dady Notices

— -0

Evontc and Paymeets

ecpoeo

Extra Cusriculas

Sports Fidures and Resuits

You will be required to action:

1. The ‘Terms & Conditions’ document gives information about the event, and you
need to tick the ‘Accept’ box that you have read it.

2. The ‘Medical Details’ for your child can be checked by clicking on the icon and
you will also need to ‘Verify’ its accuracy.

3. Choose Accept or Decline in the drop-down menu
4. Press ‘Save’ at bottom right of page to complete the process.

FUES an SUUpIm

Terms & Condifions O Accept
Medical Details EH~- B very
Cont $0.00
Accept ! Decling

2023 a1 6:00pm)

023 at 6:00pm) +
#0023 a1 5:00pm) +
1023 1 6:00pm) +
023 1 6:00pm) +
2 31 6:00pm) +
122 a1 6:00pm) * =
T page wit expire at 16:05:13 [0 _
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ACCESSING ACADEMIC SEMESTER REPORTS

Parents/Caregivers will be emailed when academic semester reports have been
published to Parent Lounge and are available to view and download.

From the Home Page, choose Student Details on the top bar, then pick ‘Academic
Reports’ and the semester report you wish to download.
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TO UPDATE PARENT ADDRESS DETAILS

To update your Parent Address details, on the home screen click Parent Details, then
click Address Details.

Items to Action

Parent Directory

School Calendar Events [ 1]

Today's Daily Motices [2]
Click Update Address or Update Contact Details as required
Update the information as necessary and then click Submit Changes.

Residential

Home Phone Same as Comespondence/Post

Business Phone Same as Comespondence/Post
Facsimile Same as Comespondence/Post

Mobile Phone 1

Mobile Phone 2 Same as ComespondencaPost
Salutation Mr
Email 1
Email 2 Same as Correspondence/Post
Correspondence/Post @ Update Address. &} Update Contact Details

Home Phone

Business Phone

Facsimile

Mobile Phone 1

Mobile Phone 2 SMS
Salutation Mr
Email 1
Email 2
Emergency Contact 1 @ Update Addrass [ Update Contact Details

Please Remember: You will not see your updated Address or Medical details on
Parent Lounge until the school has approved the ‘Update Request’.

Should you require any assistance with using Parent Lounge please contact Student
Services at the College Reception 3262 0262 or email
StudentServices@clayfield.gld.edu.au
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TO UPDATE YOUR CHILD’S MEDICAL INFORMATION

To update your child’s Medical Information, click Student Details then click Medical
Details

Scroll through the menu on the left hand side (see below). Click Update as required
to update current detail, or choose ‘New” to add details of a new condition and scroll
through the options in the ‘Medical Condition’.

Once you have made the necessary changes, click Submit

* Please note: You will not see your updated medical details on Parent Lounge until
the College has approved the ‘Medical Update Request’. If you have any queries,
please contact Student Services at the College Reception email
StudentServices@clayfield.qld.edu.au .

fat  Pasent Detads -

General Medical Details

Medical Conditions
Immunisations

Swimming Lavel

* Medical Condition Allergy to Medication

* Severe Condition

o

Date of Last Occurrence

Details
0 of 4000

Cancel + Submit New
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BOOKING AN APPOINTMENT FOR STUDENT/PARENT/TEACHER
CONFERENCES or INTERVIEWS

These interviews/conferences are held in Semester 1 and Semester 2, as per the
following formats:

Pre-Prep: Parent Teacher Interviews
Students are not required to attend.

Prep - Year 12: Student/Parent/Teacher Conferences _
Students are required to attend with their parents/caregiver for a
collaborative discussion with the teacher.

When advised to do so, parents are requested to book appointments with relevant
teachers on Parent Lounge. Under Parent Details, choose ‘Parent Teacher
Interviews’.

Click on this and then under the Parent Teacher Interview heading, off to the
right of your screen, you will see a "Book Now" button. Please click on this
button.

This will take you to a table where you will see your child’s name and teacher(s).
Choose the teacher you wish to speak to and click on "Book an appointment”.

Then choose your appointment time by picking a time from the drop- down
menu. This list will get smaller as more appointments are made.

Next click ‘Confirm’ and it will appear under the confirmed appointments section.

Once a time has been booked for a particular teacher it will no longer appear asitis a
first-in, first-served system.

Parents have the ability to cancel appointments if their circumstances change (they
can send an email message at this point too). Then you can rebook a different time.

Once you have finished your bookings, look for the printer icon towards the top right
of your screen to produce a printable pdf of your scheduled meetings.
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VIEWING USEFUL DOCUMENTS ON PARENT LOUNGE

Useful documents can be found under School Links on the home page (for example
policy document, teaching & learning documents:

Primary School: Welcome to Prep
Co-Curricular Programs

R —
o i =

{nt  Parent Details - Calendar ~  Accounts

Primary School

Link Description

Co-Cumicular Progianys - Primany
Wiglconss 1o Prep
Wislcome i Pre-Preg
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VIEWING YOUR CHILD’S ASSESSMENTS AND DEADLINES

Click on Student Details, then ‘Curricular Activities’ to view all their subject details.

Parent Lounge na ems To Action
Welcome

Academic Reports
Parent
§¢
Today's Daity Matces
Curmicular ACty
Events and Payments
Extra Curricular
Spons

Parent Teacher Inb

Business Directory

"% | Legal Studies 12 A

Crvistian Education 12 &

A2 paisiishg Soeth Englsh 124

02082023 1470772023
TNOLREY
oaGhR0zs 280572023
2208023
1TAR023
T2 2142023
DOMEREY 1T

inaz2) A

20V

ik iraral

owoa2023 Ay

€| < % % < <= € % 4 < < < < < < < =T

Dhae Diaiy
210702

BROEHHZY

B10ERIES

IWOSORE

20052023

28042023 et Submitted (Draf
F104302Y Submined (Draf]
0208 Submied (Drad]

Nt Complatad

Nick Coenghatad
2802 Regults Pendeg
ENONHOEY Assessed
20032023 Not Compisted

Submitiod [Draft)

By Week 3 of each semester, students and their parents will be notified that the
Assessment Calendars are available on Parent Lounge. These display scheduled
assignments, in-class tests as well as block exam periods. Click School Links, then
‘Assessment & Reporting’ and the ‘Assessment Calendar’ for your child’s year level.
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VIEWING PROGRESSIVE REPORTS

Parents will be notified by the subject teacher when a progressive report is available
after an assessment task has been marked. Choose Student Details tab, then
‘Curricular Activities’ on the menu. In top right of screen, pick the year you wish to
examine.

w "wﬁ"'l?':‘"v" .
"-ﬂ . ﬂ“‘”{
AT -

2023 = Classg|

TOE2023
0502023
L e Het Submitted (Final)
O1E2023

IN0S2023

20052023

2002023

21032023 Results Pending

L T |

Click the subject that has ‘Assessed’ in the right column. You can see the assessment
mark and teacher feedback when you scroll down the page.

151 Digka Test Eiiogy 124 ¥ Tl ke
152 DECHAGE oSl English 124 ¥ DIH12022
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TO VIEW ATTENDANCE RECORDS

Once you have logged into Parent Lounge, pick Student Details tab and scroll down
to ‘Attendance’.

.y

{3

Pareni Lounge

Welcome

HAcademic Reports

Eventsy

anid R

Parent Teacher Inbénie

Busiress Deectony

The recorded absences will be listed in rows, including the Reason.

Absert Date Atrsent Type Recaser

Rccutring Parent Notificd  Parent Acknowlodg. .
= H0EV [SEMESTER - 1)
0 Exturiion A A
Extursion 1) '
Exturiion WA A
Labe fox Sehess! [ 30mm] Sehosl Sanctioned Laave s s
Eanty Degartues |12 Spes] Schogl Sanctianed Leave A ta
Absernt - Lessen [Fleitie Time] L he
Eany Degarhes |1 37pe WA Y
Late for Schoo 'y 0
Laie fou Sehesd Ha s
Lake fou Sehessl [5 35am] Tecuitle with Trareiport N N
Abgent - Vihole Day ik L] Ver

Any queries should be directed to StudentServices: email
StudentServices@clayfield.gld.edu.au .
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PASTORAL CARE NOTIFICATIONS

If a child recieves a Pastoral Care merit or infringement, Senior School parents will recieve
an email to advise them that the details of the notification are in Parent Lounge.

Lo ay

Accounts & Payments - School Links -

To view the history of Pastoral Care notifications, choose Student Details and then
‘Pastoral Care’ in the drop down menu.

o Mems To Action Fvailabie

Parant Loungs
Wealcoms

Acadame: Repons

Events and Payménts

Exdra Curricular

Appearance Usaabistackory (Infringement Intengement Farmal shoes wom wi MRE undom
sgpaarance Usiatatastery (s ement Inergermant tie HOE Ladirn
Postie behaioor Mert Pt Exmlent behaviour 31 Axseminty s ek



VIEWING USEFUL DOCUMENTS ON PARENT LOUNGE

Useful documents can be found under School Links on the home page (for example
policy document, teaching & learning documents:

Senior School: subject selection handbooks
ATAR presentation video

List of Tutorials on offer
M

Calendar = HAccol

Secondary School

il Sedsalion Hanmbook Wea 10 202

Subect Seection Handbook Year 11 2023
Subject Selection Handbook Year 3 2023
Subject Ssinction Presandafion “raar 10 025

Subisc! Selction Praseniation Yiar 112093

Subject Seiection Presentation Year 3 2023
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