
Parent Guide

Basics of Teams



Using Microsoft Teams will allow your child to access online learning if 
needing to stay at home. Our aim is to provide the same level of learning that 
they would receive in school, however adjusted to suit online learning.
It will give your child the ability to:

• Join live lessons or catch ups with their teachers and peers.
• Watch pre-recorded videos of any instructions, sessions, stories etc carried 

out by their teacher. These will be available in the future as well. 
• Access files or resources provided to them by their teacher.
• Complete pieces of work through a number of different apps via Teams. 
• Access websites that would normally be used in class. 

You can access Teams through the website however we would like you to 
download the app on your device as it is far easier to use and much more 
succinct.



To download the app, you 
can search for Microsoft 
Teams in the bar at the 

bottom of your desktop. 

The option to download will 
come up. 

As you have a West Lea 
email address, you will be 
access to Teams without 

paying for anything. 



How to Sign in

You will have been sent 
an email address and 

password for your child to 
use. 

Enter the email address 
here to sign in.



Enter the password given 
to you. 

You may be asked to 
change this password.



The first time you log in, it 
will display this screen. 

Tick the box and click OK 
to ensure that you are 

signed into all the 
Microsoft apps if you 

need them in the future. 



Once you’re signed 
in, your home page 

will look like this. 

The menu down the 
left hand side is how 

you can navigate 
around Teams. 

You can access, any 
Teams and the 

calendar through 
this.



When you click on a Team 
from the left hand side, 
you’ll be brought to the 

Team home page. 
This is where you can 
access any recorded 

videos, files, assignments, 
websites or messages 

from students or 
teachers. 



To find any files that your 
teacher has uploaded. 

You can go to the menu 
at the top. 

These files may be 
resources for lessons or 
video recordings from 

teachers.

They will be organised for 
each subject.



Any work set by your 
teacher will be accessible 
from the Assignments tab 

at the top. 
It will show your 

completed assignments 
and any you’re yet to 

complete. 



This is an example of an 
assignment for our 
younger children. 

You must ensure you 
press submit once 

completed, otherwise 
your teacher won’t be 

able to view your work. 



If you are joining a live 
session with your 

teacher, you can find it 
by going to the 

calendar in the menu.

Click on the session 
you want to join and 

press Join.



Before you enter the 
session, you’ll be 

asked to adjust your 
settings. Make sure 
the video and audio 

are turned on.



You’ll be able to alter 
the settings if 

needed, using these 
icons. 



If you want to write 
something or answer 

any questions, you 
can use the dialogue 
box by clicking this 

button.



If you want to ask your 
teacher a question, you 
can click this button to 

‘raise your hand’ and your 
teacher will know you 

want to ask a question.



TEACHERS SLIDE ONLY

If you have been notified that a 
student has started a recording 

during a live lesson, you need to 
go to these 3 dots, press stop 

recording and then delete from 
the Class Team chat box.0+*




