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Dear Parents and Carers, 
 
 
RE:  Guidance about using Microsoft Teams  
 
 
Thank you and well done if you have logged onto Microsoft Teams.   
 
As mentioned previously, we will be moving towards putting work onto Microsoft Teams rather 
than on the school website.   
 
A separate document will also be sent to you today that includes screen shots to help you to 
access Microsoft Teams and find your child’s Class Team.   
 
We will begin by putting work onto Microsoft Teams from Monday 25th January but we will also 
continue to also add this work to the website for a two week transition period.  This will give you 
the opportunity to familiarise yourselves with Microsoft Teams. 
 
Here is some guidance on how to use Microsoft Teams. 
 

1.  Log on to Microsoft Teams.  (Parentmail letters have been sent to you to explain how to 
do this.) 

2. You will see your child’s Class Team.  Click on your child’s Class Team and under the 
heading General you will find some sub-headings.  The first sub-heading is Timetables.  
Click here to get an overview timetable.  The planning for each week will be shared 
here.  This will also indicate the days and times for any live class sessions that the 
teacher has organised for you and your child to access.  The documents in these sub-
headings are read only PDF documents.   

3. There are separate POSTS within each of the subheadings under GENERAL.  If you 
have a question about the Maths work, or a Well Being activity – this can be put into 
POSTS within the specific sub-headed folder.   This is an area that all parents will be 
able to see and this might be helpful to other parents too.   

4. The POSTS tab is where you will find messages from your child’s class teacher. Please 
do not put any work in this area.  The purpose of POSTS is so you are able to tell the 
class teacher about any problems you are having with accessing Microsoft Teams. Your 
child can also ask the class teacher a question about the learning.  

5. There is a separate FILE within each of the subheadings under GENERAL.  If you click 
on the FILE, you will be able to access the worksheets, lesson resources, video links 
and photos to support your child in each subject.  Home learning work will be uploaded 
in these files each week.  

6. The FILE tab in the subheading under GENERAL is where you will find guidance 
information for example, Using Microsoft Teams 

7. The CLASS NOTEBOOK tab is where you will find your child’s folder.  Inside this folder 
will be sub folders such as Maths, English, Well-being.  The number of sub folders will 
be different in each year group.  There are also two folders named COLLABORATION 
AND CLASS LIBRARY – These areas will not be used yet.   
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8. You can upload a photo of your child’s work or video into your child’s folder in CLASS 
NOTEBOOK. It would be useful if you put it in one of the sub-headed folders in your 
child’s folder.   

9. Your child’s teacher will provide feedback or an activity specifically for your child in your 
child’s folder in CLASS NOTEBOOK 

10. The ASSIGNMENT tab will not be used yet.   
 

 
 
Here are some tips: 

 It is vital that you supervise your child when they are logged in on Microsoft Teams.  
Please discuss this with your child and ensure that they are using Teams properly. 

 The teacher may set up a meeting which is a live event.  This means that the teacher 
will be talking to the class but the children will not need to participate and they will only 
be able to see the teacher and not the other children.  

 The only functions that the children should be using are in the panel bar that appears at 
the top or bottom of the screen. 

 During ‘live chats’ with your child’s teacher, please ensure that the microphone is on 
mute unless the teacher asks your child to say something.   

 If your child has a question, they can click the ‘raise hand’ button in the panel bar.  If the 
teacher does not respond they can unmute and say, ‘I have a question please’. 

 Sometimes, the teacher will mute all the children when giving instructions. 

 Please remember POSTS is an area that is viewable by all children and staff in that 
Class Team.  It is not a chat room for the children.  Children should not be posting chats 
to other children after the lesson has finished, after the end of the school day which is 
3.10pm or at the weekend.  You will need to help your child to communicate with their 
friends in the way they would normally communicate when not in school.   

 In the same way that we are asking the children to communicate appropriately in 
POSTS, we also ask our parents to do the same. Reminder- This is an area that can be 
viewed by everyone in that Class Team. 

 
 
 
Thank you for your continued support.  We appreciate that Microsoft Teams is a new way of 
teaching and learning for us all at Chater Infant School.  You will have challenges and questions 
about this online platform and it is important that we are aware of these.   
 
Please do send any feedback to me through the school email and mark your email for my 
attention.  Alternatively, do ring the school to arrange a time to have a chat with me.   
  
 

Yours sincerely 

 

 

 

Mrs A Bal-Richards 

Headteacher 


