
 

 

  

 
  

General Information  
Login Information  

Pupil usernames and passwords are provided. 

 

 Go to the Office 365 sign in page at www.office.com and enter the username and password provided. 

 

From the Home Page select Teams 

 
 

 

http://www.office.com/


 

 

 

  

Devices  

Teams can be used on a desktop/laptop, iPad or Android device.   

  

Camera & Microphone  

Children should disable their camera & microphone if they are asked to watch their teacher present something ‘live’. Children cannot start a video 

call with any child or member of staff.  

  

Misuse  

Any child misusing Teams will have their access removed. Misuse includes:  

• offensive language;  

• cyberbullying;  

• ‘spamming’ the chat window.  

  

Identifying Children  

Children are identified by their username - no names are displayed. We ask that children change their icon to a face picture to make 

communication during ‘teaching’ easier.  

 

 

 



 

 

  

Lesson Formats  

There are a number of ways in which Teams can, and may, be used:  
 

Live Lesson - version 1  Live Lesson - version 2  Pre-Recorded Lesson  Saved Resources  

Your child’s teacher may ‘go live’ 
on Teams and ask your child to be 
a viewer. Children must have their 
camera & microphone muted.  
  
These lessons could be used when 
 teaching  phonics 
 or modelling 
 mathematical concepts.  

Your child’s teacher may ‘go live’ 
on Teams and ask your child to 
join in with a ‘live chat’. There will 
be no audio or video. Your child’s 
teacher may send files for your 
child to access. Children may be 
questioned through the chat 
window.  

Your child’s teacher may 
prerecord a video and share it 
with the class. This could be done 
through ‘Files’ OR in the live chat 
window.   
  
Follow up activities will be shared 
with children.  
  
Please Note: your child’s teacher 
may not be at their computer 
during this activity.  

Your child’s teacher will save 
resources into ‘Files’ and notify 
you a new activity is available.  
  
Follow up activities will be shared 
with children.  
  
Please Note: your child’s teacher 
may not be at their computer 
during this activity.  

  

Staff will choose the most appropriate lesson format to use.  

 

 

 

 

 

 

 

 



 

 

 

  

Click the icon for your year group. 

  

  

 

  



 

 

  

  This is the main window you will use. This is where your child’s teacher will message their class. You can 

see from the example below (from Year 6) that children have responded to the teacher.  
 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  



 

 

 

  Let’s have a closer look…  
  

 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

CHAT WINDOW 

  
All ‘live’ conversations appear here 

  

Where you child will chat  

with their teacher.   

Where your child’s teacher will save  

files to be used before/during/after a  

lesson.   

Where your child can  work with their  

classmates/privately on a digital notebook.   



 

 

  

 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

Click to type.   

Click to send a file. Examples of appropriate  

files could be work completed since the  

previous lesson, photos etc.   

Click to send an emoji.   



 

 

 

 Class Notebook - a space for collaboration and individual work. Click the > symbol next to ‘Welcome to Class 

Notebook’ to expand the menu. Your child’s teacher will have access to all written work.  

 

Click here to work together, as a team, during  

live lessons.   

Click here to type  individual responses to set  

work.   


