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TKS Staff
Live Lessons Guidance and Protocols

PURPOSE and AIMS
The purpose of this document is to ensure every child is safe online and protected from harm. This means we will
always work to protect children and young people during teams remote teaching.




This document sets out the purpose, aims and protocols for safeguarding pupils and staff during Microsoft
teams remote teaching
The document gives clear direction to staff, parents and pupils of our expectations and their roles with
regards to Microsoft Teams remote teaching
This document applies to all pupils, staff and parents who use Microsoft Teams for remote teaching

As the closure for most students other than key workers extends we are moving into the next tier of remote learning
and preparing to deliver live lessons. The primary platform the school will use to deliver live lessons is Microsoft Teams;
accessed either by downloading the desktop Team app (https://www.microsoft.com/en-gb/microsoft-365/microsoftteams/download-app#desktopAppDownloadregion) or the online version by clicking on the ‘waffle’ (9 dots) when
students are on their Microsoft Outlook account for their emails and then selecting the Teams icon. Both options give
sufficient access to the resources needed for remote learning.
Access to these platforms is via rmunify or via Outlook. A detailed step by step guide is below and video tutorials
available on Staff Teams

Protocols for teachers and school leaders:
















The teacher will be the organiser/presenter
Teachers can create teams for their classes – they must remove pupils who do not have permission from a
parent/carer to attend
Teachers must remain professional at all times whilst using Microsoft teams
The teacher Microsoft teams account is used exclusively for the purpose of their role at TKS
Teachers will remind pupils of the pupil protocols at the beginning of live lessons
Teachers should be aware of and make use of the Microsoft Teams guide, found in the help, training section on
Microsoft teams
TKS will publish a timetable of planned lessons so parents and students are precisely aware of when lessons will
take place. A weekly timetable will be on the website. Individual teachers will remind students and parents on
Student Folder at the beginning of the week
Teachers must inform their line manager that a live lesson is taking place, there must be no impromptu lessons
or face to face discussions without the knowledge of the line manager
Teachers must add their line manager or a member of SLT to their classes. Lessons will be monitored regularly
to ensure students follow the guidance.
The background to MS Teams must be blurred or neutral (avoid family pictures etc.)
Teachers must use a shared space and not a bedroom.
Teachers must not share personal information
Teachers must dress appropriately
Muting and switching off cameras and microphones will be at the teacher’s discretion. This will largely depend
on the lesson content, the level of interactivity required and the numbers of students expected to attend. For
example a whole year group may require cameras and volume to be off, with only message facility, so a large











amount of instruction can be shared. A smaller group or GCSE class will facilitate more interaction and all can
be left on.
Teachers can end the meeting at their discretion if any behaviour is deemed to be inappropriate
First names only will be used in the chat facility – the chat is stored permanently and for GDPR full names should
be avoided
Standard English to be used in the message facilities at all times
A register of attendees will be taken and kept centrally
Staff must wait until all students leave the meeting before closing the meeting. This is an important safeguarding
measure and is essential.
Lessons will be recorded and saved in Microsoft Teams
Protocols for parents
Parents will provide permission for their child to access Microsoft teams to access to take part in remote
lessons
Parents will remind their child of the pupil protocols listed below

Protocols for students















Essentially this is a virtual classroom and the school behaviour code should be adhered to.
STAR behaviour policy to be followed at all times
Students are ‘attendees’ on Microsoft teams
Students should attend at the given time and not join a meeting late
Students must use their school email address to access their Microsoft teams account
Students must not use any foul or inappropriate language
Any students who do not uphold our expectations and standards will be given a single warning, if the student
does not comply after this parents will be informed and they will not be able to access any further live lessons
Students must use standard English in all chat facilities. They must only refer to other students by their first
name and teachers by Mr/Sir, Miss/Mrs…
If the teacher asks students to mute sound or switch off cameras this must be done
Where possible students should be in a shared space in their house, rather than in their bedroom
No pyjamas or inappropriate clothing to be worn
Students should use chat only to discuss work or ask the teacher questions
Students must use the hands up feature appropriately
Students must ensure they leave the meeting when told to do so.

GUIDANCE
Teams – How to Login

Click on the Teams icon or the ‘waffle’ at the top of your email account:

Click on the Teams icon

Teams – Creating Classes

When you log in for the first time, you will be asked if you want to download
and install the app version onto your computer. Having the desktop app will
allow instant notifications for things that happen in your team. If you want to
install the app, please follow the guidelines on the next page.

Click on the Create Teams button.
You will be given some options, we are going to create a class team so that we can share with students.

Give your class a name, and click next. I would suggest
using the same name as your information management
system. For example 11aEN4.

You can now add your students by looking up their names
and adding each student.
Or you can share a unique code that students can join with,
instead of a time-consuming job to add every individual
student – instructions on that in the next section.

Teams – Adding Students Using A Code

When you get to this step, instead of adding your
students, click skip at the bottom right hand corner.
We will be generating a class code that we can give to
students to be able to join their correct class.

Click on the ellipses and the menu à on the right appears.
Click on manage team.

Click on settings, and then
Team code. The generate
button will appear, and
when you click on this, it will
give you a 7 character code,
which you can give to
students to join the class.

Teams – Adding Content to a
Team

Click on your class and then the general channel. Click on the Files tab at the top of the main page.
If you are uploading files that can be edited, you need
to upload them into the Class Materials folder.
Materials in this folder are not editable by students,
only by teachers. In the image below, I’ve clicked into
class materials

You can use the upload button
and follow the instructions, or you
can drag the material you want to
upload into the folder, exactly like
you would drag a file or folder on
your own computer. You can drag
in a folder or multiple documents,
maximum of 10 documents.

Teams – Creating an Assignment

Within the team, click on Assignments in the top bar.
Click on create, and then select assignment.
Once you fill in all the required information, the assign button will be
highlighted. You can set the same assignment to more than one class, but you
must be an owner of that class.
If you want to set an assignment for the future, click the edit button at the
very bottom.

Due date is the date you want students to hand in the
assignment by.

Close date means that students will not be able to upload
any work to that assignment after that date

Teams – Marking and Giving Feedback on an Assignment

Click on Assignments tab, and under
Assigned you will see a list of the tasks you
have set, when it was due in, how many
students have submitted the work and how
many you have reviewed and given feedback
for. Click on the assignment.

Click on handed in to view the assignment
and to give feedback.
In this assignment, the student has uploaded a
picture of their work. Students can upload their
work in an digital way for example in Word or a
picture

For example, if a student uploads their word as a Word document, you can mark the document, add in annotations on
their document as well as typing in the feedback box above. Click on the return button and the student will get the
assignment back and can read and act on the feedback given.

Teams – Sending Praise
Within the chat function, you can send praise to students who are doing well, by clicking the praise button circled in
yellow.
This menu pops up, and you can select a reason why you are giving praise to a student or group of students.
Type in the student’s name and their name will pop up. You can add multiple students’ names into the same praise.
You can add a note to give the reason why you are giving these students praise, then click the preview button.
This will show what everyone in the class will see on the conversation thread, then click the send button. The praise
will now appear in the conversation and tag the student’s name, so that they will receive a notification of the praise.

Teams – Setting Up a Virtual Classroom - Teacher

Within your Team, click on the little
camera icon to create a meeting and the
image below will pop up. Click on meet
now to create a meeting for your students.
Click your camera to be off, as we will be
sharing our screen and click meet now

Students in the Team will see a notification that a meeting has started and they can join. Clicking the screen with an
arrow button shown below allows you to share what you have on your screen with your students who are on the call.
In the student version of how to join the meeting, I’ve shown students how to mute their microphone and turn off
their camera, and how to ask questions using the conversation button. Clicking the ellipses (orange circle) brings up a
menu where you can turn off incoming video from students if they have forgotten, and also allows you to record the
lesson that will post on Teams afterwards. To practise using this before going live with students, create your own
example Team and follow the instructions to set up a meeting that just has you. To finish the meeting, ask the
students to click on the red button – wait until all the students have left the meeting before you as the teacher finish
the meeting for safeguarding purposes.

Teams – Joining a Virtual Classroom – Student
If your teacher has started a virtual
classroom, you will see a blue
notification in your Team. Your teacher
will have told you what time your lesson
starts, and you can join at any time by
clicking the join button circled in red.

The red circle is the camera function.
Make sure that it is off. Your teacher
may have told you to keep your
microphone on or off – in this meeting,
the teacher has asked all students to keep their
microphone off unless they are asking a question.

Teams Guidance – How to Login

Click sign in and sign in with your full school email address.

Click on the Teams icon or the ‘waffle’ at the top of your email account:

You should now see all the Teams if your teachers have already set them up for you, or you may have different codes
to join your classes.

Teams – My teacher has given me a code to join a class
Your teacher will have given you a 7-character code, made up of letters and numbers – the letters are all lower case.

Log into Teams, in this example the student already has some of their teams. To put in the code, click join or create a
team button in the top right hand corner, circled in red.

Once you click the button, this menu appears.
Put the code in that your teacher has given you and click the join
team button circled. Be careful when inputting your team code, all
the letters are lower case

Teams – Joining a Virtual Classroom – Student
If your teacher has started a virtual
classroom, you will see a blue
notification in your Team. Your teacher
will have told you what time your
lesson starts, and you can join at any
time by clicking the join button circled
in red.

The red circle is the camera function,
the microphone will mute or unmute
your voice. Your teacher may have told
you to keep your camera or microphone on or off
and you must follow this instructions. In this

meeting, the teacher has asked all students to keep their microphone off unless they are asking a question. You can
ask a question of your teacher using the chat function. All questions are kept in the Team after the lesson is over.

Teams – Uploading an assignment
Your teacher can set assignment for you to complete. You can access this is two different way. You can click the
assignments button in the left-hand menu to see all the different assignments set by your teacher, or you can click
into your class and click on the assignments button circled in yellow.

Click on the assignment to access the task.
To add your work, click on the add work. You can add a document that you have already been working on, or create
a new one that you can do your work on. Your teacher will have given you some instructions on how to submit your
work.

Make sure that you have your
work attached. Click the hand in
button. Your teacher can now
look at your work and give you
feedback if required.

This piece of work has been
looked at by this student’s
teacher and been given some
feedback circled in red. You can click on
the file to open it and act on the
feedback given to you by your teacher,
before handing it in again.

