STUDENT INSTRUCTIONS
ONLINE LEARNING USING TEAMS
The following information will help you access LIVE LESSONS & ASSIGNMENTS ON
TEAMS

LIVE LESSONS
These lessons will be per your regular timetable (please note this week’s live lessons will operate to
pre-COVID-19 timings with no staggered break / lunch. So, Period 1 start at 8.55am, period 2 at
9.55am, period 3 at 11.15pm, period 4 at 12.15pm and period 5 at 2.00pm. You may find that you
have been merged with another class, if there is another class of your year group studying the
subject at the same time. There will be two teachers on each Teams lesson. One leading the lesson
and one will monitor the chat and attendance
Microsoft Teams will be being used to support your learning in early January whilst you are doing
remote learning. Below is a reminder of how this will work for you depending on your year group:
KS3 – Years 7, 8 and 9.
Live lessons will take place in English (except intervention groups), Maths (except intervention
groups), Science, History, Geography, Languages, Ethics and Jump AT THE NORMAL TIMETABLED
TIME. Your other subjects will be setting your work via the Assignment function on Teams
(information on how to access this is below).
Year 10
Live lessons will take place in all subjects except Learning4life, core PE and intervention groups for
English, Maths and Science. A small number of option subjects will not run every lesson, please see
details on the school website.
Year 11
Live lessons will take place in all subjects except Learning4life, core PE and intervention groups for
Science. A small number of option subjects will not run every lesson, please see details on the school
website.
KS5 – 12/13
Please see timetables published on the school website, highlighted lessons will NOT run.

ACCESSING LESSONS ON TEAMS
You will be using Microsoft Teams for all your lessons and assignments will also
be set via Teams. If you have not used Teams before, please see the APPENDIX
at the end of this document for how you can download the TEAMS apps to
your desktop and other devices.
It is the same login details as for your email which is the SAME login details as how you
would login to a computer in school.
If you have any logon issues – please contact Mr Thorpe – david.thorpe@astreastivo.org
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IMPORTANT Things to be aware of:


We will be recording the lesson



Just like in the classroom, please do not talk whilst the teacher or another student is talking



Keep your microphone on mute unless you are asked to answer a question, but if you are
asked then please do contribute.



If you are given permission to turn on your mic to speak please do so but remember to turn
it off again once you have finished.



Please ensure that you have turned your camera off



If you need to ask a question, please raise your hand, or ask the question in the meeting
chat.



Please remember that all students and teachers in the class can see the meeting chat and a
record kept.

IN SUMMARY: The same expectations apply as if you were in an in-school lesson with
regards to behaviour. Failure to comply or inappropriate use with result in you being
removed from the live lesson, parents and HoY will be informed and sanctions applied.
Remember all lessons are being recorded.
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HELP VIDEOS:
A number of support videos demonstrating how to access Teams on different
devices and how to join live lessons can be found here
https://www.youtube.com/playlist?list=PL_n0oCwuumYVmaIMp-qifKKg2YujJobqA
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ACCESSING YOUR TEAMS LESSONS.

Support Video:

You can access Teams on Desktops / laptops or mobile devices such as tablets and
phones – all will work.
1. To access your live lesson, you will simply need to log into Teams –
click on Teams to access your list of classes and select the Class
that you are due to have a lesson with. See example opposite.

2. When it is time for your lesson a notification will come up in the
Team conversation (see example below) thread on your team. To join the lesson, simply click
on ‘Join’ to join your live lesson.

IMPORTANT – you may find that your class is merging – if this is the case you will find a message in
your Class team like below – please follow the instructions and use the actual code that you are
given to join / merge with your class for your lesson. If you have any problems, please email your
original class teacher who will be monitoring their emails.

To do this, make a note of your code, then select Teams, and click on ‘Join or create a team’
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Type in the code here

IMPORTANT
If you have a merged lesson, once you have
joined the Team with the code to access your
lesson you will need to go to that Team’s thread
(i.e. the class you have merged with) to access a
‘join’ for the lesson rather than your original
class.
For example, if you are in class 9N/GG2 who are
merging with 9N/GG1, you will need to select
9N/GG1 from ‘Teams’ after joining them and
selecting Join from the team conversation (see example below)

WHEN ACCESSING A LIVE LESSON
When you enter the Teams Lesson please….

1. Ensure that your Video Cameras are OFF
2. Start with your microphone off – you may use it to ask a question but please turn
these off initially until you are asking a question or are asked a question.

The TEAMS lesson itself:
Your teacher will start by reminding you about the rules and expectations of how the meeting will be
conducted (below is also a reminder of key points in the extract from the Acceptable Use Policy you
have signed). Given the importance of these online meetings in providing you with online support
for your courses, we do not expect there will be any issues, however, failure to be sensible or meet
the given expectations may result in you being asked to leave the meeting and parent/carers
contacted.

How will the session work?
The structure of your session will be determined by your teacher with regards to what they feel is
most appropriate for you and they will outline the session for you at the start. If your connection
goes you can re-join the meeting by clicking on the meeting in the Class Conversation in Teams.
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PARTICIPATING IN A LESSON
It is important that you can ask and answer questions during the session and there are two ways in
which you can do this.
1. You can ask / answer a question using your microphone. Your microphone can be switched
off and on easily on the options bar at the bottom of your screen (if you are using an iPad
this bar may disappear after a few mins – just tap your screen and it will reappear).
2. IMPORTANT – please use the raise your hand icon on the bar when you want to ask a
question – this will help keep the session clear without lots of people trying to talk at once
. Your teacher will see your hand is raised and that you wish to contribute. Please lower
your hand (click on same button) when you are done.
3. If you do not have a microphone or don’t feel comfortable in using it – you can use the
chat function to ask / answer questions
Ending the session
At the end of the session simply click on the hang up button to end the call.

Reminder: Below is an extract from the Student Acceptable Use Policy that you and your
parents/carers have agreed on the use of Teams – please make remind yourself of these points.


When accessing online lessons, I will follow the rules set out by the teacher which include: How and
when to ask a question and how and when to use the video camera.



I will not record any live learning sessions. All sessions delivered through TEAMS will be recorded by
the teacher in order to share with pupils who were unable to attend the session and to document
the session content.



The questions I ask within lessons, or information I upload, will always be polite and sensible.



I understand that all communication I send reflect on me and the school. Whilst participating in live
lessons, I will behave in accordance with the school policy, remembering to be polite, sensible and
appropriate. I am aware that failing to do so may result in not being able to participate in live
sessions in the future.
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ACCESSING ASSIGNMENTS ON TEAMS
Depending on the lesson structure, you may be asked to complete work set within a Teams
Assignment during the lesson, or as a homework task for example. Even if you are in merged class,
to complete an assignment set during a lesson or afterwards – you will need to return back to your
original teams’ class and complete your assignment from there (it is important that you check that
you are in your original class team before selecting the assignment).
For example, those merging from 9N/GG2 as explained above, will come out of the meeting in
9N/GG1 and complete the assignment in 9N/GG2

Click on
You will then see instructions given by your teacher and an attachment to a document for you to
complete your work on.

Click on the three dots and select Open in Teams (if on mobile device, ensure you have installed
Microsoft Office, or Word/Powerpont from the App Store or Google Play Store, if unsure see
appendix at the bottom of this document)
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You can then edit the document. The work will save automatically after each new character is typed
Once you have finished, click ‘Close’

Once you have finished your work and you are ready to hand in in to your
teacher click on ‘Turn in’
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If you have Turned In successfully, you will see a little animation and the button will turn to ‘Undo
Turn In

Please note, if your teacher wishes you to submit work in a different way – they will have
made this clear in the assignment instructions.

ACCESSING A LIVE LESSON ON A MOBILE DEVICE

Support Video:

The video below (or use QR code) will demonstrate how to access / use a live lesson
on a mobile device (e.g., ipad / tablet or mobile phone)
https://www.youtube.com/watch?v=T-CHu8v69AU&list=PL_n0oCwuumYVmaIMpqifKKg2YujJobqA&index=5
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APPENDIX – INSTALLING TEAMS APPS

Support Video:

INSTALLING TEAMS ON YOUR PC / LAPTOP
Go to the Microsoft Teams Download page online
https://www.microsoft.com/en-gb/microsoft365/microsoft-teams/download-app

1. Click on Download for Desktop and then click
Download Teams – it may take 3-5 mins to
download due to the size of the file.

2. Once it has downloaded you will be asked for your sign in details.
Your username is your school email address (remember this is your
username@astreastivo.org e.g. If your log in was 12thzweb – your
email address would be 12thzweb@astreastivo.org). Your Password
is the password you use to login to a computer at school.

3. On the next screen click ok and Teams will then finish setting up the
installation ready for you to be able to access Teams.

4. You will now see the main TEAMS interface.
Click on Activity to
see most recent
messages
Click on
Assignments to
see any you have
been set
Click on TEAMS to
see all your class
teams.
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INSTALLING TEAMS AND OTHER NECESSARY
APPS FOR APPLE USERS e.g., iPHONE / iPAD

Support Video:

1. Click on App Store and search
for Microsoft Teams
2. Click on Download

3. Once Teams has download click Open and you will
then be ready to sign in.

4. Teams log in - school email address and the password you would usually log into a school
computer with. Remember your school email address is your computer login @astreastivo.org
e.g., If your log in was 12thzweb – your email address would be 12thzweb@astreastivo.org
Your password is the same password as you login to a school computer with.

When you are given the option regarding Notifications – make sure you allow these as you will then
get all new notifications about lessons, assignments etc. automatically.
Once Teams is up and running you will be able to click on the Teams button to see all your individual
classes. Each individual class has its own area where your teachers can post messages and there is an
assignment section for each class team where your Teacher will set Assignments.
OTHER PRODUCTIVITY APPS: Remember, once you have downloaded Teams
– if you then download the Word, PowerPoint, and Outlook apps – as you
have logged into Teams first your device will be synced up to you Microsoft
365 account so when you open these apps afterwards, they will all be logged
into your account. You will then have full access to Teams, your emails, and
the productivity Apps such as Word and PowerPoint.
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INSTALLING GOOGLE TEAMS FOR ANDROID DEVICES
FROM THE GOOGLE PLAY STORE

Support Video:

1. Enter Store – search for Microsoft
Teams and click instal and then Open

2. Teams log in - school email address
and the
password you would usually log into a school computer with. Remember your school email
address is your computer login @astreastivo.org
e.g., If your log in was 12thzweb – your email address would be
12thzweb@astreastivo.org
Your password is the same password as you login to a school computer with.
You will now be able to access TEAMS.

Downloading Microsoft Office from the Google Play Store:
Support Video:

Downloading Microsoft Outlook from the Google Play Store:
Support Video:
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