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Using Microsoft Teams to hold Live 
Lessons



For parents

• You should have received an email informing you 
about consent for the use of Teams by your child when 
they are isolating. 

• Your permission to allow your child to access live 
lessons is implied. If however you do not wish your 
child to use Teams for live lessons then they do not 
have to join them, but please inform school to prevent 
staff phoning constantly to ask why.

• Some lessons are not offered as live “meetings”, but 
where that is the case the work for your child is clearly 
set through that teachers Team. 



Safeguarding information for 
Parents

• All normal school safeguarding policies apply.
• Live lessons may not be videoed, photographed or 

recorded in any way by anyone other than the teacher 
leading the lesson. Any evidence that this has occurred will 
be dealt with under the schools safeguarding digital 
policy and can result in permanent exclusion.

• Feel free to support your child in their learning, but 
please do not ask questions or make comments during 
lessons. Any comments or concerns should be made via 
phoning or emailing the school. Any instances of parents 
attempting to communicate during a live lesson will result 
in the teacher removing their child from that lesson and 
could prevent their child from participating in further live 
lessons in all subject areas on Teams



• Before joining a lesson
1. Make sure you are in a space you can work in.
2. Make sure you have downloaded the materials you might need.
3. Some of your lessons deal with issues that are age appropriate to 

you. Make sure no younger people also in your house can hear your 
lessons. Ideally you may want to use headphones.

• When joining a lesson
1. Join on time – if you are over 5 minutes late then you may not get 

to join the lesson at all!
2. Make sure you microphone and camera are off
3. Listen and watch carefully
4. Try all the tasks you are asked to do
5. Ask questions in the conversation area. 
6. Be patient!

• Live lessons may not be videoed, photographed or recorded 
in any way by anyone other than the teacher leading the 
lesson. Any evidence that this has occurred will be dealt 
with under the schools safeguarding digital policy and can 
result in permanent exclusion.

Live 
Lessons



Teams Vocabulary!

•Team – think of this as your class. You will have a 
Team for every class you are in.

•Meeting – think of this as a lesson.

•Conversation – think of this as a message board 
that enables you to communicate within your Team.



When you are isolating

• You now follow your normal timetable using Teams.
• All lessons delivered live using Teams 
• All teaching materials put on Teams so you can access 

them.
• It is a way for you to stay connected to school, learn 

alongside your classmates, have contact with your 
teacher and have the best learning experience even 
though you can’t be in school



You need to be able to…..

1. Find Teams
2. Find each of the Teams you are in
3. Join a “Conversation” with your Teams
4. Join a lesson



Step 1 – Getting on Teams

• Log into Microsoft 365.
• Click on the “T” logo.



Step 2 – Locate your Teams

• Click on 
“Teams” on the 
left hand side of 
your screen



Your Teams

• All your classes 
should appear

• Click on a class. 

Your Teams



• You can simply type 
a message which all 
your Team will see. 

• When your message 
is ready then click 
on the paper 
aeroplane symbol

Adding to a 
Conversation



How do know there’s a lesson?

• It is posted on the general page of the Teams group – (this is the message 
in the bottom box)

• You get an email notification.
• It appears in your Outlook Calendar:



• Top tips:
• Get ready to learn! Have all equipment ready you need.
• If you can’t see what the teacher is sharing then leave the 

lesson and re-join
• This is just like being in a classroom, respect everyone as 

you are expected to as if you were in school.
• Chat function:

• Only to be used for asking the teacher questions.
• No other comments, no chatting to other students, no GIFs 

or Emoji's.
• Microphone rules:

• Mute your microphone
• If the teacher asks you to speak then you can unmute it.
• If you unmute without permission you will be removed 

from the lesson.
• Live lessons may not be videoed, 

photographed or recorded in any way by anyone other 
than the teacher leading the lesson.

Live 
Lessons



• When you are 
ready to join your 
meeting click on 
“Join”

• You can do this 
through your 
calendar or on 
your Team 
“Conversation” 
page.

Going Live!



• Before joining a lesson
1. Make sure you are in a space you can work in.
2. Make sure you have downloaded the materials you might need.
3. Some of your lessons deal with issues that are age appropriate to 

you. Make sure no younger people also in your house can hear your 
lessons. Ideally you may want to use headphones.

• When joining a lesson
1. Join on time – if you are over 5 minutes late then you may not get 

to join the lesson at all!
2. Make sure you microphone and camera are off
3. Listen and watch carefully
4. Try all the tasks you are asked to do
5. Ask questions in the conversation area. 
6. Be patient!

• Live lessons may not be videoed, photographed or recorded 
in any way by anyone other than the teacher leading the 
lesson. Any evidence that this has occurred will be dealt 
with under the schools safeguarding digital policy and can 
result in permanent exclusion.

Live 
Lessons



1. Camera on/off –
turn your camera 
off!

2. Microphone 
mute/unmute-
mute your 
microphone!

3. Share – do not use 
this unless asked

4. Three dots (more 
options)

5. Show conversation 
– click on this and 
you can type 
questions to your 
teacher

Know your 
tools!

1 2 3 4 5



• You can access the 
lesson materials 
be clicking on 
“Show meeting 
notes”

• You can “Raise 
your hand” if you 
have a question. 
Put your question 
in the 
“Conversation” 
section.

Three dots
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