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1. Arrangements for live lessons

Due to the current national lockdown you will be learning via Microsoft Teams.

Year 7 begin live learning on Monday 11t January. Some parts of your lessons will require

independent work too.

To access your live lessons you need to do the following:

Go onto office 365

Accept the emailed Teams invites that will be sent from your teachers in time for lessons to begin on
Monday

Log onto Microsoft Teams

Open your calendar and click ‘join’ on the relevant lesson at the time of that lesson — this will then
take you to the live lesson.

You follow your usual timetable (in the back of your planner)

Lessons begin at the usual tfimes but last 50 minutes to allow for a break between lessons.

Follow the more detailed guidance on the following slides so that you are able to access all of your

learning effectively from Monday 11t January 2021.




Guidance for accessing ‘live lessons’ through Teams

1. There are two options for accessing Microsoft Teams.

A, You can click on the Teams icon when logged in to yvou Microsoft 345 account at office.com [in the
same woy as vou have clicked on to the JharePoint icon for the SMC study page previously].
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B. You con download the Microsoft Teams App on any device for free and log in using yvour school e-mail
and possword.



Guidance for accessing ‘live lessons’ through Teams

2. Once you have opened Teams you will need fo go fo the calendar section by selecting the icon:

Teachers will have invited you to all lessons and your calendar will automatically be populated
when they do. Simply select the lesson you need to join by clicking on it. The word "Join’ will appear
In a blue box, when once the lesson is ready to access and you can simply click fo join.



Guidance for accessing ‘live lessons’ through Teams

Teachers will have invited you to all lessons and your calendar will automatically be populated
when they do. 3imply select the lesson you need fo join by clicking on it. The word “Join’ will appear
In a blue box, when once the leszon 1s ready to access and you can simply chick to join.
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Guidance for accessing ‘live lessons’ through Teams

3. Once you have selected to 'Join’ a lesson you will szee the screen below. Make sure that the
camera is off, and the microphone is muted. When you are happy that you are ready then select
‘Join now' by clicking the blue rectangle.




Guidance for accessing ‘live lessons’ through Teams

4. You will now have joined the lesson. At the start of every leszon yvou will see a reminder of the
student protocol which your feacher will discuss with you. It 13 important that you follow the rules
and any fallure to do so will result In the vsual behaviour policy being applied. A yellow card will

result In you being ejected from the lezson. Please read the student protocol carefully before we
begin lessons on Teams.



Guidance for accessing ‘live lessons’ through Teams

5. When yvou are in a leszon yvou will see the tool bar below In the middle of your screen:

A B o D

The key tools for you to be aware of are:

A — Microphone mute/unmute. This will be required if you are invited to speak in the leszon.

B — Hand up. This 1z the button to press if you have a question orwould like 1o coninbute.

C — Chat. This will enable you to wrte a response or a question 1o your teacher/the class.

D - Hang up. At the end of the lesson use this button to leave. You can then join another lesson.



Guidance for accessing ‘live lessons’
through Teams
Further advice and guidance

Go to SMC Study for o how-to video on accessing and using Teams:
https:/fsmc23.sharepoint.com/sites/SMCStudy/SitePages/Support -Advice-and-Guidance.aspx

If you have any technical issues with using Teams please log them with the helpdesk vsing your
school email helpdesk@smchull.org




Student Expectations For Live Lessons

Before the lesson:

l.

e

Ensure that you are dressed appropriately and that you are in an appropriate location to leam
without any distractions.

Registers of attendance will be taken, if yvou are unable to attend the lesson email your teacher
and Year team in advance explaining why.

You will need to be ready to start your lesson at least 5 minutes before the scheduled fime. If
vou arrive 1o the lesson after 5 minutes yvou will be given a late mark on the register and it will be
logged.

Have any materials for the lesson with you, e.q. your exercise book, pen, pencil, ruler, rubber.
Have Teams open on your computer. Go to the calendar and vou will see the lessons for each
day populated. Click on the appropriate lesson and select ‘join’.

Wherever possible, use a device with a larger screen. Smartphones are fine but the smaller
screen size will make reading/seeing lesson content more challenging.



Student Expectations For Live Lessons

During the lesson:

1.

Be aware that your teacher will be recording your lesson through MS Teams. This recording will
not be shared publicly but is being taken to ensure the safety of all concemed.

Follow instructions from your teacher in the same way that yvou would do nomally for example
the Classroom Code or the sixth Form Lesson protocol.

During the lesson please mute yvour microphone if you are not speaking and ensure your camera
remdadins switched off.

If vou need to ask a guestion, then please indicate by using the ‘hand up icon’, your teacher
will see and acknowledge this.

Always speak slowly and clearly, use appropriate language as yvou would be expected to do in
d lesson.

Remember that yvour teacher has a timetable to follow too —lessons will last 50 minutes to allow
for both yvou and your teacher to transition between lessons comfortably.

If vou do not follow the classroom code [/ sixth form protocol, we will be operating our normal
behaviour system and ultimately you will be ejected from the session. All such events will be
logged as they are when you are on-sife.



2. Arrangements for independent learning

Due to the current national lockdown you will be learning via Microsoft Teams.

Many of your lessons will be live but all will involve some independent learning / tasks.

Some of your lessons will be entirely independent so you need to access those yourself as follows:

To access your independent lessons yvou heed to do the following:

Go onto office 365
Log onto Microsoft Teams.

Click on your class channel for the appropriate subject (remember you are following your usual
timetable in the back of your planner)

Click on ‘files’ on the top tool bar then ‘class materials’ then click on the folder with the relevant
week and date to find the lesson (eg: WK16 11.01.21)

Follow the more detailed guidance on the following slides so that you are able to access your
independent learning effectively from Monday 11" January 2021.




You will find lesson resources in the file section

< All teams lass Notebook Assignments Grades - e’ O 2 Meet

2 Sync @ Copy link + Download {- Add cloud storage &> Open in SharePoint = All Documents
SMC-2020-13C-B2

Madified Maodified By -
General

Angela Booth

Click on the word ‘Files’



Find click on the correct week number & the date
that week begins — these maich your planner

Il team E General Posts  Fil lass Notebook gnment + M
T New T Upload ~ o Sync @ Copylink & Open in SharePoint = All Documents
ﬂﬂﬂﬂﬂ Class Material
SMC-2020-13C-B2
MName Madified Madified By

Angela Booth




Click on ‘Lessons’ if you are looking for resources, or
‘Homework’ if something has been set using Teams.

< All teams ﬂ General Posts Files Class Notebook Assignments Grades -+ ¢ D O Meet
T MNew T Upload ~ @ Sync @ Copy link 4+ Download € Open in SharePoint = All Documents
Genera Class Materials > WEKO3 - 21.09.20
SMC-2020-13C-B2
Mame . Modified - Modified By -
M
General “Homework About an hour ago Angela Booth

sl
" Lessons About an hour ago Angela Booth




Find the correct day and lesson folder

d‘:r { All teams ﬂ General Posts Files Class Notebook Assignments Grades - ' O 2 Meet -
1 — —
5 + New T Upload ™~ o Sync %@ Copy link 4+ Download & Open in SharePoint = All Documents

General Class Materials > WEKO03 - 21.09.20 > Lessons

SMC-2020-13C-B2
MName -~ Modified -~ Maodified By -

|
General ~Friday P5 23 minutes ago Angela Booth
_\I
Calls Monday P3 24 minutes ago Angela Booth

L] w |
REn " Tuesday P1 23 minutes ago Angela Booth




Click on the resources for the lesson

¥ All +a . A A B 3
All teams E General Posts Files Class Notebook Assignments Grades -+ e’ D 2 Meet ~
— MNew T Upload - 3 Sync & Copy link + Download &> Open in SharePoint = All Documents
g ¥
Genera Class Materials > WEKO03 - 21.09.20 Lessons Friday P5

SMC-2020-13C-B2

Modified - Maodified By -
G | >
=IEE DNA profiling lesson.pptx 23 minutes ago Angela Booth
_.,I
Exam question for plenary.docx 22 minutes ago Angela Booth

You should read the PPt / notes carefully and complete all available tasks to
the best of your ability. You can contact your teacher through Teams or via
email if you need any additional help or guidance, but remember they will be
teaching lessons so may take some time to respond.



Your education really matters.
We will do all we can to ensure you

always have the best possible
opportunity to learn at St Mary’s.

We need you to play your part.



