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Introduction
How can we support your learning further?
Microsoft Teams is used to have online lessons, which include audio, PowerPoint, video
and screen sharing. Teams allows you to communicate with your teachers. In Teams, you
can have access to any files or resources your teacher may ask you to learn from or
complete. You can also send your completed work by attaching your documents. Your
teachers may support your remote learning further by assigning you work on GCSEPod or
other online resources.
You will be invited to join a Teams live lesson by your class teacher if you are selfisolating.
Year 11 students will be set assignment tasks for after-school sessions (Period 6) to help
close the gap in their learning and prepare them for their GCSE (Recovery Curriculum).
The following guidance outlines the protocols that we have in place and how to support
you with accessing live lessons and after-school resources (Period 6) to support your
learning and progress.

Protocols during Live Lesson
 Ensure your camera is turned off; it is not permitted for students to have cameras
on.
 Ensure your microphone is muted, only unmute if asked to do so by the teacher.
 Only you can take part in the live lesson. Parents and family members are not
permitted to participate in the live lesson or ask questions.
 If you need to ask or respond to a question, click on the ‘Raise Hand’ icon
to get the attention of the teacher.
 You can ask a question by clicking the ‘Show conversation’ icon

and

writing your question for the teacher to respond to verbally.
 Live lessons must not be recorded by students; the record option on TEAMS has
been disabled for students.
 The teacher may decide to have their camera on with a blurred background to
support explanation.
 When you have been given an assignment, you must only upload the completed
task into your Teams. You must not upload any extra materials.
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What to Expect during Live Lesson
 Teachers will share lesson resources (PowerPoint, whiteboard, worksheets) with
them talking through the key points.
 Teachers may share other interactive materials to support students learning being
on screen such as video clips, online textbooks and resources.
 Teachers may talk students through some exam questions and guide students on
how to approach them.
 The teacher may model specific concepts within the subject. For example,
highlighting key language techniques in a paragraph from a novel or going
through the steps to solve a mathematical problem.
 An opportunity to ask the teacher questions about the learning material that has
been completed during self-isolation.
 An opportunity for teachers to explain the next steps in learning to students
directly.

How to Login to Microsoft Teams
The class teacher will put an invite into the Teams calendar which you can access
through your RM Unify account.
In the address bar of the web browser (Microsoft Edge, Chrome, Internet Explorer,
Safari, etc.), type in www.rmunify.com.
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Enter your username (Your school email address) and password to enter RM Unify
 Click
on the ‘Search' button and type ‘Teams’.
Launch
pad.

Click on OneDrive icon to enter your OneDrive.
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The page below will appear, select Yes if you wish to stay logged into RM Unify.

Click on the Waffle (the nine dots in the top left corner) to select Microsoft Teams.
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From the Apps, select Teams icon to enter your area.

The window below will appear. Click on Use the web app instead to use Teams online
or the Get the Windows app to download the desktop app.
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To see the Teams you are part of (your classes), when the window below appears click
on Let’s do this!

Click Teams to view your classes. You can also view resources that have been
uploaded by your class teacher under Files.
Your class teacher may ask you to use Class Notebook for collaboration.
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How to Join a Live Lesson (Meeting) on Teams
Your calendar in Microsoft Teams is linked to your calendar Office 365. This means all
meeting invitations are also shown in the Calendar of your Teams.
To join a live lesson (meeting), click Calendar. You will see the name of your class
teacher of the class who has arranged the lesson in your calendar. Click Join to be
part of the live lesson.

When the window below appears, click Join to be part of the live lesson (meeting).
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When join the live lesson (meeting) you will see the display picture of your teacher and
other useful icons.

Your camera must
be turned off. Use
this icon to ensure
that your camera is
off.

Your microphone must
be turned off. Use this
icon to ensure that
your microphone is off.

You can ask your teacher
a question by clicking the
Conversation icon. Type
your question here and
you will hear your teacher
answer your question.

Your teacher will share their screen with you so that you can see the resource they are
using in explaining concepts or to model things to you.
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At the end of the
lesson, leave the live
lesson (meeting) by
clicking Leave
meeting icon.

How to Access and Complete Assignment on Teams
Under assignments, you will see all tasks that you have been assigned by your class
teachers to complete. This is how you are able to access work set by your class teachers,
complete and submit your work (not through SMHW).

In Teams, click
Assignments. You
will see all the work
that have been set
by your teachers.
You will able to
access teaching
resources to explain
concepts to you
such as
PowerPoints, videos,
worksheets and
quizzes for you to
complete and
submit.
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Click on the assignment you need to complete. You will be able open any attached
resources to complete by clicking on them under Reference materials.

The resource will open in the Teams window such as the one below for you to learn
concepts and complete tasks set.
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How to Submit Completed Assignment on Teams
To submit your completed work to your teacher, click on Add work to upload your work
for your teacher to see. This can be a completed worksheet, photo of work or a video.

When the dialogue window opens up, find the completed file you want to submit and
double click it or click Attach.
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After attaching, click Done to proceed to hand in the completed work to your teacher.

Click Hand in to submit your completed work to your teacher.
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Click Undo hand-in to remove submitted work and re-submit your new completed work
if the wrong one has been submitted.
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How to Submit Completed through Class Notebook
Class Notebook a space shared between you and your teacher. Teachers can see
notebooks of all student, but students can only see their own. It allows you to keep
record of all your completed work in one place.

To submit your completed work to your teacher through Class Notebook, find the
desired team (class) on Teams.

Select ‘Class Notebook’ in the General channel of the class.

Click on the ‘Show Navigation’ icon to reveal your Notebooks.

15

Select the folder to add your
completed work. For
example, Classwork for Mr
Osei-Poku.

The title of the work you have been asked to complete in title bar of your Notebook to
create a page to upload your work.
For example, ‘Solution’ as title, type ‘Solution’ in

the title.

Click on the page to insert an image of your completed work or a file of it. Then, select
‘Insert’.
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Click on ‘Picture’. To upload an already taken picture of your work, select ‘From File’.

Select ‘Choose File’. Choose the file to upload and click ‘Open’. Then, click ‘Insert’ to
add your work to the page.
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To take a picture of your work using the camera (your device that you are using must
have an inbuilt camera) and upload it directly onto the page, click ‘From Camera’.

Take a picture of your work by clicking the camera icon. Then, select ‘Insert’ to add the
image to the page.
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