
Tips for Using Teams 
&

Addressing Worries 
About Attending Online 

Lessons



Getting started 
with Teams

This presentation will:

• Improve your understanding around Teams, live lessons and 
online learning.

• Address any worries about online learning or live lessons.

• Teach you how to take part in a live lesson and what to 
expect.

• Teach you how to locate, upload and submit assignments.

• Teach you how to change between tabs to find assignments 
and worksheets when on a live lesson.

• Tell you who to contact, when and how if you would like some 
support or are worried.

• Show you how to easily access the recordings of live lessons 
you have attended all in one place, this is if you need them to 
help you with any work you are to completing.



Accessing and 
completing 
assignments



Understanding the difference between online 
learning and live lessons

Online learning

This means the lesson is accessed 
through the internet, this is done 

securely through our school 
Teams platform and not open to 
the public. Only people on your 
Teams group I.e your Teachers, 
TA's and classmates that would 

normally be in that lesson will be 
able to have access to it.

Live lesson

A live lesson means that 
what you're seeing is happening 
at that time or in 'real time‘, so 

this means it is not a pre-
recording. Most live lessons 

are recorded for you to access 
later. The next video will show you 

where to find these again if you 
would like to use them to help you 
with any work you have been set.



Worried about communicating 
during live lessons?

You do not have to talk on the comments section if you do 
not want to. 

Sometimes teachers may ask questions and want an 
answer in the comments section from students.

If this is something that is worrying you e-mail your 
teacher or Key Worker so they know that you would prefer 
not to comment.

If you are listening to the live lessons, completing 
assignments and asking for help if you need it please do 
not worry about talking in the chat whilst on live lessons.

Your teachers and TA's will be monitoring the chat if 
something has been said that has worried or upset you 

please e-mail your teacher or Key Worker, they will 
address this for you.



How live 
lessons 
work

When you are joining a live lesson turn off you 
microphone, and camera as shown in this video. If your 

teacher would like you to turn them on, they will ask you 
once the lesson has started :)



OneNote Class Notebook
Using 'OneNote' 
is really useful for 
keeping your 
own personal 
notes for each 
subject together 
rather than trying 
to remember 
everything from 
the lesson or 
writing things 
down on lots of 
pieces of paper 
that will easily 
get lost.

Your teachers 
may also have 
added help 
sheets into one 
note for you, so 
you have 
something to 
look back at 
whilst doing work 
if you need to.



Who to Contact and How 
If You Need Support

If you need support with your work 
when you do not have a live lesson you 
can:

- Email the class teacher

- Email the TA

- Email your Form Tutor

- Use the chat feature on Teams



If there is anything else you are unsure of or are worried about please 
do not sit and worry just e-mail your Key Worker and they will be able 
to help you.

If you are unsure of who your Key Worker is then e-mail 
sen@hamptongardens.org.uk and they will be able to find out who it 
is for you

I know it is another big change, but you are doing really well keep it up 
:)



Remember …...

Complete your assignments to the best of 
your ability and make sure you hand them in 

on time.

E-mail or message on Teams your teacher, 
TA in that subject or keyworker if you need 

any help do not struggle on your own.

If you are worried or have any questions 
please e-mail or conatct on Teams your 

keyworker.


