Student Guide to Microsoft Teams
Guidance for pupils using Microsoft Teams
Due to the ongoing pandemic some pupils may not be able to come into school as they may have to selfisolate in line with government guidance. To ensure pupils do not fall behind Westborough will provide a
blend of offline and online live teaching using Microsoft Teams. This is a safe and well regulated online
platform where you will be taught by your subject teachers either from their home or from school and sessions
will usually be at your scheduled lesson time.
In order for you to get the best out of this opportunity, you must make sure you follow all usual school
expectations for when you are in lessons. Remember our guidelines for acceptable IT use too. For details
of how to logon, please follow the guide on “How to access Teams”.
Outlined below are some pupil expectations, which must be adhered to:







Sit against a neutral background (if learning from home)
Try to be in a quiet space where you would normally study
Dress appropriately – no pyjamas or inappropriate clothing
You may be able to use the chat facility to communicate with teachers, however, please remember
that all chats are logged and lessons are recorded
Please mute your microphone when the teachers are talking. If there are any technical issues, please
email datarequests@w-h-s.org.uk
If there are any issues around the lesson, please email your subject teacher in the first instance and
then your Progress Leader.

If you are concerned about any inappropriate conduct whilst using Microsoft Teams please email Mrs
Sweasey, the Designated Safeguarding Lead (DSL) at Westborough (gsweasey@w-h-s.org.uk)
How to access Microsoft Teams

1. Access the Westborough High
School website. This can be
accessed on a computer, laptop,
tablet or mobile phone. It works
best on an internet browser,
preferably Microsoft Edge or
Google Chrome.
2. Click on the “email” tab in the top
right hand corner of the website.

3. Type in your SCHOOL email
address and then login using your
school account password.
4. This is the email that has the year
you started at Westborough +
your name. Do not forget – your
school email address ends in
“ @w-h-s.org.uk ”
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5. Once you have signed into your
email account. Click on the row
of 9 dots in the top left corner.
6. This should bring up the “apps”
tab so that you can then select
the options for “Teams”.

7. The next window to appear is this. If you are
using your own laptop/tablet, you may choose
to download the windows app and login using
the same details as above.
8. If you do not wish to download the app, you
should select “use the web app instead”.
You may also choose to download the “Microsoft
Teams App” on any of your devices for ease. This
can be downloaded from the Google or Apple App
store.

9. Once you have selected “Teams” from the
left hand menu, you will be able to see the
classes available to you.
10. Your learning will be set within either your
own individual class team or a whole year
group team – so make sure you check both
for all subjects. Your teachers will be able to
give you feedback on all work submitted.

11. When you have clicked on a
team, you will be able to see the
“posts, files, assignment” tabs
available at the top.
12. To view an assignment, click on
the “assignment tab”.
13. Here you will be able to view
content and attach files/submit
work back to your teachers.
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How to join a Live Lesson
There are two ways to join a live lesson dependent on how your teacher has scheduled the meeting. This
guide assumes you are already able to access the software from your laptop or mobile device.
1. Before your lesson is due to
start, open up MS teams and
select the team which has
been set up for the class you
want to join.
2. Ensure you are in a suitable
room which gives you the best
possible opportunity to focus
and follow along with the
learning.

3. Once you select the team,
under “posts” there will be a
meeting available you can
“join” (please give this at least 5-10
minutes as your teacher may not start the
meeting at the very beginning of the
lesson time. However, after 15 minutes
email your teacher to make them aware
you cannot join).

4. Click the join button so that
you can follow along with the
lesson live.

Alternatively, to join a meeting you can follow these instructions:



Click the Calendar icon on the right-hand side of the screen.
Your teacher will have scheduled a meeting at the time they want you to join. This will be at the same
time your normal lessons would occur.

Click the join button to join the video call.
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5. After selecting join, you will
get the screen opposite. Here
you can ensure your video
is OFF and you have MUTED
yourself.
6. It is important you ensure you
are muted as to not disturb
the flow of the lesson. Your
teacher will prompt you when
or if to unmute yourself when
it is appropriate to do so.
7. If you have any questions
during the lesson, use the
chat
function
explained
below.

8. Once you have joined the lesson, you will be able to see the power point or other teaching material
being used within the lesson live on screen. You will also be able to hear your teacher guiding you
through the lesson.
9. If you have a question, type your response in the “conversation” tab.
10. These are the only two features you will need to use.
11. At the end of the lesson, select the hang up button.
As ever if you are experiencing any issues then please contact school on 01924 469549, email
datarequests@w-h-s.org.uk. Please provide as much information as possible, including device being used,
browser or app, error message (ideally a screenshot would be useful) and any other relevant information that
will help our IT technicians resolve the issue.
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