Microsoft Teams Guidance for Children and Parents
All children have their own unique email and password.
For example 20BSimpson@@tgs.nor.olicatschools.org
This will be used to access Microsoft Teams and their email on outlook 365
Accessing Teams on a Laptop or PC

On the web browser (Chrome, Internet Explorer, Safari etc), type in
www.office.com

Then type in your
email and
password.

You will then be in Office 365. On the left hand side of the
page there will be the Teams icon that you need to click on.
See the circled icon.

A message will then appear asking
you if you would like to access Teams
on the browser or in the app. I would
recommend accessing it through the
app so it always appears on the
computer for future use. You will need
to download the app at this stage.

This is the home screen for Teams.

Accessing Teams on an Tablet or Phone:

Log in using your email and password as mentioned previously.

Using Teams to access live lessons:
Click on your Teams and you should see a notification for a meeting. We will be
using these meetings for our live teaching of lessons.

Click on the meeting at the time the meeting is set and then click ‘join.’
You will then join a meeting.

Protocols when in a Live Session
•
Ensure your microphone is muted, only unmute if asked to do so by
the teacher.
•
Only you can take part in the lessons. Parents and family members
must not ask questions.
•
If you need to ask/respond to a question, use the ‘Raise Hand’
function to get the teachers attention.
•
Lessons will be recorded. Please contact the office if you do not
permit your child to be recorded.

During a lesson the sharing screen function will be disabled for children
participating.

Assignments:
Staff will be setting assignments and quizzes on Teams to support and develop
learning.
To access assignments
set by the class teacher,
click the assignment
button. You will then see
the assignments that
are currently set.

An assignment will be used to share a link to a video, worksheet, set a task, give
an instruction, give a link to a website and more. Children will view the
assignment and then complete a task based on this. They can then upload a

photo or document of the completed task. To do this you click on the ‘add work’
section and then you can upload from there.

When children have completed the task and uploaded a photo or document, they
need to click hand in or ‘turn in.’

Teachers may also set a quiz to complete. This will also be in the assignment
section.

You need to click on where it says ‘My Work’. This will then open up a quiz form
where there are questions to answer.

When all the questions are completed, click ‘submit.’

Teachers can then give feedback when assignments and quizzes have been
completed and handed in.

