
 

 

 
 

 
 

 

 

 

 

 

 

 



RULES AND SAFETY DURING TEAMS MEETINGS 
• Be aware of your surroundings – please ensure you are in a well-lit, comfortable and 

quiet environment. Remember, the microphone will pick up any background noise. 

• Ensure your parents/carers are always present when you are joining a meeting on 

Microsoft Teams. 

• Please avoid any distractions and are listening to the teacher for the duration of the 

call. 

• Please ensure you are not talking over the teacher. 

• You can turn your camera on however, ensure you are being sensible and behaving 

appropriately. Ensure your camera does not show anyone else but you. It is fine if you 

do not want to be seen; you can turn your camera off. 

• Ensure that everyone in the house is aware that you are using Teams and that this 

uses video. 

• The chat feature in the call should not be used.  

• Children are prohibited from recording any lessons. 

• Your microphone should be muted unless the teacher instructs you to unmute it. 

• Please join the call at the specified time and not before. 

• If children do not adhere to the rules above, the teacher will remove them from the 

lesson. They will not be permitted to re-join until a senior member of staff has 

informed their parents/carers. 



Step 1: login to your school account using Office 365: 

 
https://www.office.com/ 

 
Sign in with your Microsoft 365 username and password. 
(This is the email that you use to access online work on 
One Note.) 

 
Example- 
Username: User1@pheasey.org.uk 

Password: Year1pass 

 

 
Please note that the children have no e-mail access and that 

this is only for accessing Teams. Our technicians have ensured 

that the children’s accounts are locked down in a way that ensures 

they can only access Teams and not e-mail. 

https://www.office.com/
mailto:User1@pheasey.org.uk


Step 2: Once logged in, select ‘Teams’ from the choice of applications: 

https://www.office.com/ 

https://www.office.com/


Step 3: Once opened Microsoft Teams will appear. Please ensure you are 
logged in as the correct user to access the appropriate year group. If 
uncertain Click the ‘User Icon’ shown in the 
top right-hand corner. 

 



Step 4: Click on 'teams' on the left-hand side of the screen. 
Click on your year group e.g. Year 6 

 

 

 

 

 

 

 

 

 

 

 
 



Step 5: Your teacher will begin the meeting. Click on ‘join’ when 
a live meeting is taking place. 

Please note that children cannot create a new Teams meeting, 
or chat with anyone outside of a scheduled class meeting 
initiated by a teacher. 

 
 



     Step 6: On the bottom of the screen below, you can see icons: 

This is the camera symbol. The line through the symbol means it is 
currently off. You can toggle this on or off by pressing the button. 

 
This symbol is the microphone. It is currently on. You can also toggle this 
off. 

 
Press ‘join now’ to join the meeting. 

 



This is what the screen will look like during a Teams meeting. 

The timer on the bottom left shows the meeting is active and 
its current duration. 

 
 



Step 6: 

When your child would like to speak, they should press the ‘hands up’ button. 

Your teacher will mute all participants at first. This is so the children can take it 
in turns to speak and will ensure the smooth running of the meeting. 
Please remember to be respectful and polite; everyone in the meeting can hear 
everything that you say. 

When you are muted, please only click on 'unmute' when you are chosen to 
speak. This will mean that everyone gets a chance to speak and can be heard 
clearly. 



 

The chat box should not be used during the call.  

 

 
 



 

To leave the meeting at the end of the session, click on the red 
‘telephone’ icon. 

 

 

 
 


