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Familiarising yourself with Microsoft

- Teams for Hybrid and Remote Learning



What is the difference between

Hybrid Learning and Remote Learning?

You will hear these phrases throughout the academic year and beyond - it is important to know
the difference between the two. Using Microsoft Teams will help you in both learning situations!

HYBRID LEARNING

This combines traditional classroom
teaching with online /remote activities.

So you will still receive normal teaching in a
classroom, but will be expected to use other
online platforms to help you with your learning
too.
Microsoft Teams and other online platforms will
be used as tools to enhance your learning!




Using Microsoft Teams to support you in

Hybrid and Remote Learning

A powerful platform from Office 365 to engage you with virtual face-to-face connections and activities.

This quick start guide will introduce to you some of the key functions worth knowing to help you get a sense
of the platform in supporting you with Hybrid and Remote Learning — whether at school, or from home:

ASSIGNMENTS

Assignments set online
where you can
upload/share your work
directly fo Teams

R
] LIVE MEETINGS
POSTS R ' '. Platform for online lessons

Direct conversations
& & with your teacher and ‘where you can
fellow students. [ [ l participate and present
to the class by sharing
your screen.

GRADES

Where teachers provide
you meaningful
feedback and review
your work.

FILES TEAMS ‘TABS'

Impor’ror)T files for you to sSieel Vielees G
access in your class to .
other apps linked

support you in your .
studies. directly to your class

i




Navigate Microsoft Teams
Use these buttons to switch
between Activity Feed, your
Teams, Assignments,
Calendar and Files.

View and orgclise teams
Click to see your teams. Drag
Team:s tiles around to reorder

them.

View your Calendar
Click to open what Live
Lessons have been scheduled
for you.

View your Files
Click to open Files uploaded
across all your teams in one
areaq.

Find personal apps
Click to manage personal

apps.

Quick Start Guide

Use the command box
Search for specific items or people, take quick
actions ondgjunch apps.

Microsoft Teams Q_ Ssearch ‘

Teams

Your teams

Hidden teams

13A

2020-13A-Hi1 T1BHi1 (2020-21)

Y & 85" Join or create team

@ Manage profile settings
Change settings, change
your pic or download the

mobile app.

® View your team
Click to open your class team

10B-Hi1 (2019-20)

What is a team?

You can join a team or
collaborate with a certain
group of people. Have
conversations, share files or
use shared tools with the

group — all in one place. That
group will consist of a class of
students and educators
collaborating on a topic, or
even a group for a student
club or extracurriculars.




Open Files
You can click on Files to access class

resources that your Teacher has chosento @

share with you to support your learning
inside and outside the class.

Class teams

Open Assignments and Grades

Assignments allows teachers to create and distribute assignments. You

10B-Hi1 (2019-20)

Every team has
channels

Click one to see files

and conversations

about that topic, class

unit or week in the

course.

General

Every team comes
with a General
channel but your
teachers will have
created/added other
sub-channels to help
you streamline and
organise different
units, topics,
components or other
forms of learning.

M)

—
— —
< All teams u General Posts Files Class Notebook Assignments Grades Henry Vlhnd his mini... 2 more - ® Team  O¢ Meet

7 May 2020

Milan Jayasuriya 29/04 17:42
Please download the materials before the lesson. You can find all of them on Central Resource Library - History - Year 10 [ ning

can complete and turn in assignments without leaving the app.
Teachers can use the Grades tab to provide feedback on assignments
’ and track your progress. You can also track your progress too.

Tabs
Explore other online
platforms and

folder - Module 1

Looking forward to seeing you all on Thursday!

u 10B/Hi1 (MJA) - Lesson 1.3: Wolsey's domestic reforms

Thursday, 30 April 2020 @ 13:40
7 replies from Milan and Reean
< Reply
11 May 2020
Assignments 11/05 12:29 283
Practice 16 marker: Wolsey's fall from power

Due May 22

View assignment

4 Reply

Milan Jayasuriya 09/05 07:43
Rescheduled double lesson on Wolsey's Foreign Policy (Lesson 1.4 on the Files tab on Microsoft Teams).

See you all there 3)

10B/Hi1 (Wolsey's Foreign Policy - Rescheduled Double)

Monday, 11 May 2020 @ 10:45

@d 10B/Hi1 (Wolsey's Foreign Policy - Rescheduled Double) ended: 2 hr 6 min MR " X L8 e
« Reply
Start a new conversation. Type @ to mention someone.
Ay @ @ B @ B

-0 applications your
teachers want you to
access (e.g. Seneca

Learning, Sam Learning,
Bedrock Learning). Your
teachers would also
have given you ‘Stream
Tabs' which link to a
bank of pre-recorded
instructions your teachers
have recorded for you to
accessinreal time at
any pointl!

Start a discussion with
your teacher and the
class
Type and format your
message or
announcements here.
Add a file, emoiji or
sticker to liven it up!



Get started

How to sign in



Sign in to Teams

1. Go to Office.com and sign in with your school
email and password.

2. From your Office.com homepage, click on
the Teams app to open it right in your
browser.

3. Select Teams to see which class teams you're
in. If your teacher has ‘activated’ your class
team, you will see it in the Teams section.

Note: Only see some of your classes? Your
teacher needs to activate your class first for it to
be visible on your Teams page.

When you see your class tiles, click on one to
start connecting with your teacher and
classmates!

B8 Microsoft
Sign in

studentdj@oriel.w-sussex.sch.uk

No account? Create one!
Can't access your account?

Sign-in options

Back

Office 365 n

We’'ve made some
improvements

Your apps have moved, but are still easy to
access

Teams

B .& ® &8 VD @ € @ @ © 2




Get organised

Find conversations, files and assignments in your class teams



Channels

Every class team has a main discussion areq, the
General channel. Under General, your teacher
may create more channels to organise topics
(Papers, Components or Units for GCSE and
A-level) and more.

All channels include a Posts and a Files tab.

« The Posts tab is where you, your classmates,
and your teacher can all start and reply to
conversations.

 Look for shared documents in the Files tab.
« Along with Posts and Files tabs, the General

channel as Assignments, Class Notebook and
Grades tbs.

a

- C  All teams
Activity

ugr
Teams
Assignments .
2020-13A-Hi1
Calendar General
\ C1-Tsarist and Communist Russia, 1855-1964
C2-Making of Modern Britain, 1951-2007
“ C3-NEA Coursework

13 hidden channels

General Posts Files Class Notebook Assignments Grades




Notifications

Check the Activity feed to make sure you don’t
miss a hew assignment or an @mention.

Note: Only see some of your classes? Your teacher
needs to activate your class first for it to be visible
on your Teams page.

When you see your class tiles, click on one to start
connecting with your teacher and classmates!

A

- Activity

Activity o

|||| Teams

L ol L Assignments
ugs
&
Teams Calendar
L

('l

Microsoft Teams

Feed v Y @

g
@

3

@ Frankie mentioned you 04/09

2020-13A-Hi1 > HIT-Bentley, Frankie
Milan Jayasuriya it's David L Smith compared with...

(@ Frankie mentioned you 04/09

2020-13A-Hi1 > HIT-Bentley, Frankie
Milan Jayasuriya with my historical interpretations ...

<&’ Zarah replied 03/09

2020-13A-Hi1 > HIT-Shamim, Zarah
Hi Sir, Looking forward to get back to school. See...

(9 Jasleen reacted to your post 03/09

2020-13A-Hi1 > HIT-Purba, Jasleen
Welcome back Jasleen Purba | hope you have had...

\Cj Maisie reacted to your post 03/09

2020-13A-Hi1 > HIT-Hill, Maisie
Welcome back Maisie Hill | hope you have had...

<’ Maisie replied 03/09

2020-13A-Hi1 > HIT-Hill, Maisie
Thanks, sir, | hope you've had a good summer also...

< William replied 03/09
2020-13A-Hi1 > HIT-Lingard, William

Whoop

283 Assignments mentioned 2020- 03/09
13A-Hi1

2020-13A-Hi1 > C3-NEA Coursework
Task 1: Primary Sources Scaffold Submission | Due...



Tabs

Your subject teacher will add additional ‘tabs’ to Stream videos and other online platforms to help you keep
most of your learning all in one place!

u General Posts Files Class Notebook Assignments Grades Henry VIl and his mi...  Seneca Learning AudioPi & v O & - G4 Meet v

Henry VIII and his ministers

(2] 1]
EDDQE 8 videos | 2 followers

— TR Y 12 July 2020 16 June 2020

Reasons for Cromwell’s fall

Cromwell and government, 1534-40 Henry's personal style and use of parliament

THE FALL OF DOWNFALL OF
k - 2 / CROMWELL, ANNE BOLEYN,
- m .' P {

12:09 ‘ o) 14:59 10:16 ety A ey i rctsd 09:53 = 10:17
Lesson 2.4-The Fall of Cromw... Lesson 2.4-The Fall of Cromw... Part 1-Cromwell and Governm... Part 2-Cromwell and Govern... L2-Downfall of Anne Boleyn (... L2-Downfall of Anne Boleyn, 1...
Part 2 of 2 of the lesson exploring Part 1 of 2 of the lesson exploring the Part 1 content coverage looking Part 2 coverage going through the Part 2 of Lesson 2 on the Downfall Part 1 of Lesson 1 on the downfall
more the key reasons historians contexts and background of why into how Cromwell made a number main tasks from today's lesson, as of Anne Boleyn, which goes through and execution of Anne Boleyn in
draw upon when explaining why .. Cromwell fell from power in 1540. of changes to government and well as a summary of the the key tasks and the exam practice ... 1536. First part focuses on new
8® 09 I® 09V 4® 09 8® 09 5® 0@ 5 0@

o 13 June 2020 Cromwell's background and early career

CROMWELL'S

RISE TO
POWER,

11:32
L1-Cromwell's rise to power (P... L1-Cromwell's rise to power (P...
Part 1 of Lesson 1 on Cromwell's Part 2 of Lesson 1 on Cromwell's
rise to power. This covers new rise to power, which goes through
content and contexts for you to be ... the key tasks to complete as part of ...

280 1Q 180 0Q A




Communicate

Create and respond to messages in Teams



Create and send a message in a
chat or channel

Click the compose box to create a message. You
can type out a simple message and add on.

@mention your teacher or a classmate.

Note: Remember that normal Behaviour
procedures apply when communicating with your
Teachers or fellow students.

Messages should be:

 Formal when you are communicating.

» Polite and respectiful. For instance when you are
communicating with a staff member: ‘Hi
Sir/Miss’... ‘Thank you'... where possible.

@ New conve... v Everyone canre... v (@) Postin multipl... _@_

B /7 U & % A WA

Primary Sources for Political Tensions

Antonius Hammond and Amber Brown, here are some good
primary sources from Charles | to use for political tensions.... let me
know what you think?|

Ar C @ > @ - B



Calendar n
(3] Today < > September 2020

07 08

Connect with video

During Remote Learning scenarios ‘Live Meetings’
may take place where you virtually join your
teacher and classmates in online classes, study
groups, presentations, and whenever you need to
learn face-to-face.

10:00 Study Support (Henry VIl and Cromwell)

1. Select Calendar to see any meetings your
teacher has added you to. Click Join when its
time to meet.

2. Adjust your audio and video settings, then click
Join now.

[y Stody Support (Henry Vil and Cromwell

Tuesday, 8 September 2020 @ 15:00

W« Study Support (Henry VIl and Cromwell) started

¥
s Study Support (Henry VIIl and Cromwell)

3 .
¥ Milan Jayasuriya
3

Note: Live Meetings may take place during

Remote Learning scenarios, for example:

» If your teacher organises a remote revision or
study support session for after-school

« During a national or local lockdown, remote

lessons take place. n

Close




Microsoft Teams Q Search

How to use the toolbar during the a live meeting

Mvute and Participate in See who's
unmute your the meeting in the
microphone chat meeting.

Turn your

video on
and off | Leave the meeting.

The meeting will
continue after
you've left.

Share your screen Raise your hand if you want
or a document your teacher to answer a query




Find or create afile

See the files that your teacher have shared in @
chat or a channel by selecting the Files tab.

Class Materials

In the Files tab of every class team’s General
channel, your teacher might add read-only
resources to the Class Materials folder. Look here
for important documents that can help you with
classwork, assignments, projects of just staying up
to date on class expectations.

% General Posts Files Class Notebook Assignments

+ New ~ 7T Upload v @ Copylink ¥ Download

General

Name

Class Materials

C1_Tsarist and Communist Russia, 1855-1964

C2_The Making of Modern Britain, 1951-2007

C3_Non-Exam Assessment (Causes of the English Civil ...

Y12 History Summer Tasks 2020

2.1_Hexagonal Analysis Template.pptx

Edward Heath and the Conservative Government 1970...

Heath's Government kO 1-2.docx

Notion Delivery.pptx

Teams Meetings.pdf

Grades MVI Youtube C... (&) +

—+ Add cloud storage

Modified

October 7, 2019
QOctober 7, 2019
January 10

July 16

March 25

May 18

May 18

June 22

March 20

& Open in SharePoint

Modified By ~

Milan Jayasuriya
Milan Jayasuriya
Milan Jayasuriya
Milan Jayasuriya
Milan Jayasuriya
Jamie Scutt
Conor McGovern
Conor McGovern
William Lingard

William Lingard



Assignments and grades

View and turn in your work. All from Teams



View and turn in
assignments

1. Head to a class feam and the
General channel. Select the
Assignments tab.

2. To view assignment details and
turn in work, select the
assignment.

3. Aftach any required materials by
clicking Add work.

4. Click Hand Inin.

Note: Your teacher may have
included a ‘Grade Rubrics’ which is
a set of grading criteria or a mark
scheme that you will be assessed
against when reviewing your work
and providing feedback to you.

= General Posts Assignments 3 more ~
7 O - -

Task 2: Interpretations Scaffold Submission
Task 1: Primary Sources Scaffold Submission Due 14 September 2020 09:00

Due 14 September 2020 09:00

General Posts Assignments 3 more v ©

v/ Assigned

Instructions
(Upload scaffold via Assignments in Teams) this is also due on Mon 14 September
2020 by Period 2.

Task 2: Interpretations Scaffold Submission My work
Due 14 September 2020 09:00 @ & Add work
s m
No points
> Completed point

ﬁ General Posts Files Class Notebook Assignments Grades MVIYoutubeC.. @ +

Points

AP1-Extracts Practice: Motives for Alexander II's Reforms 10 points possible

Instructions
Complete analysis and evaluation of Extract A from today's lesson in full. Please refer to the following gl Section A: Extracts Rubric (10 marks only)

resources to support you

* OUP and Hodder Chapters on Alexander Il (areas about motives for reform, the impact of the Crimean
War and Alexander II's reforms) - for boosting knowledge concerning the extract.

* Introduction to Extracts Question PPT - for structure, scaffolding and phrases you can use when Section A: Extracts Rubric (10 marks only)
writing up your mini-essay to the Extract

* Proforma template attached - to type up your response.

@ Surname, Forename (AP1-Extracts Practice).docx

Grade Rubrics




See your grades

To see grades, marks or points for assignments
your teacher has reviewed and sent back to
you:

1. Select the Grades tab in the General
channel.

2. Allyour assignments are listed here. View
your status on each assignment as well as
points/marks you've received on graded
WOrk.

Note: Your teacher may have included a

‘Grade Rubrics’ which is a set of grading criteria

or a mark scheme that you will be assessed
against when reviewing your work and
providing feedback to you.

General Posts Files Class Notebook Assignments Grades

@ Deelay, Student

Due date &

Sep 14

Sep 14

Sep 14

Sep 14

Assignment

Task 2: Interpretations Scaffold Submission

Task 2: Interpretations Scaffold Submission

Task 1: Primary Sources Scaffold Submission

Task 1: Primary Sources Scaffold Submission

Status

o Viewed

S Viewed

@ Not handed in

@ Not handed in

Points

No points



Student expectations

Guidelines when engaging with Teams for Hybrid or Remote Learning



Student policy when engaging with Microsoft Teams

J—

o N

10.

11.

| will use Microsoft Teams for school purposes as directed by my class teacher.

| will only take part in ‘Live Meetings’ or live lessons if an adult has instructed me to do
SO.

| will be responsible for my behaviour and actions when using Teams, including any
communication to staff members or students.

| will not deliberately browse, download, upload or forward materials that could be
considered offensive or illegal. If | come across any such material | will report it
immediately to my teacher or my parent/guardian.

| will not share resources or videos created by my teachers with anyone who is not a
pupil or member of staff at Oriel High School.

| will not record, take photos or screenshot of fellow students or teachers during a face-
to-face session.

| will not share any school content on social media platformes.

| understand that when using Teams and other applications provided by the school that
my use can be monitored and logged and can be made available to my teachers.

|ld audio/video conferencing is used, | understand that this might be recorded by the
teacher only in order to be forwarded to any student who missed the live lesson.

| will continue to follow the rules regarding my use of technology as outlined in the
School’s Student Acceptable User Agreement which | have already signed and agreed
to.

| understand that these rules are designed to help keep me safe and that if they are not
followed, the school’'s Sanctions Policy will be applied and my parent/guardian may be
contacted.



Live Meetings and Audio/Video calls

When participating in an audio or video conference on Microsoft Teams, or any
other vide conferencing software, remember that this is an extension of the
classroom and you should conduct yourself as you would when behaving in the
school environment.

This includes:

« Be on fime for your interactive session.

* Be dressed appropriately for learning (e.g. no pyjamas or bedroom wear)

 Remain attentive, polite and respectful during sessions.

* Interact patiently and respectfully with your teachers and peers.

* Provide feedback to teachers about your experiences and any relevant
suggestions.

* Video conference from an environment that is quiet, safe, public and free from
distractions. Please avid using a bedroom for video conferencing.

* You MUST NOT record each other’s online interactions. If the lesson is to be
recorded, this will be done by the teacher.

*  Make sure you end the session as soon as the teacher/staff member indicates
to do so and do not stay in the session after the teacher has left.

« Any study supports, individual tutorials, audio/video calls will strictly not be
conducted after 4pm (extended school time when in remote situations)

v/



