
 
Pick-A-Time Online Scheduler Directions for Parents 
 

 
Please sign up for a conference with each of your student’s teachers and/or advisor. You are welcome to sign up 
right away at https://pickatime.com/thayer. Please know that at a certain point, the Pick-A-Time website will be 
closed to signups, so it is a good idea to sign up as soon as you can. 
 
Upper School  
Parent/Teacher Conferences in November and January 
 
Middle School 
Parent/Teacher Conferences in October 
 
Register (New users)  
1. Enter your email address and select Login/Create Account. 
2. Fill in the required fields and register.  
 
Sign In  
If you've previously registered, all you need to do is enter your email and password. If you have forgotten your 
password, you can select the Forgot Password button and a new password will be emailed to you. 
  
Identify Student  
Once you login you will see your child's name listed and the signup form. If your child is not listed, please 
enter your child’s record ID number in each of the two boxes provided. The ID number is given in the letter 
recently emailed to you by Middle School Director Carson Smith or Upper School Director Highley Thompson. 
 
Scheduling  

1. Please note that the sign-ups are only available during a limited time period, so it is advisable to schedule 
your appointments at your earliest convenience. 

2. Each colored square represents an available meeting time. The legend shows you the name of the teacher 
who corresponds to each color, and the times increase as you go down the page. (Note: you will not see 
all of the teachers at your school – just the set of teachers that have your student in class.)  

3. Click on a square to book that meeting time.  
4. You will have the option of setting a time for delivery of a reminder email.  
5. Click Create Appointment.  
6. Repeat until you have set a meeting time with each teacher you’d like to visit. 
7. At any time, you can click on Printable Schedule to get a hard copy of your schedule. You will also have 

the option to email your schedule to yourself.  
8. If you want to make changes to your schedule, you can log in at any time with the email address and 

password you used to create your account.  
9. Click on Your Schedule to display and hide your appointments. There will be links to change the time or 

cancel the appointment.  
 
Please Note: If you would like to make an appointment with a teacher that does not have your child in class, 
please contact the school. 
 
If you have any questions, please contact Assistant to the Middle School Director Donna Richardson 
(drichardson@thayer.org / 781.380.0513) or Assistant to the Upper School Director Patricia Browne 
(pbrowne@thayer.org / 781.664.2302). 


