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Friday 29th January 2021 
 
Re: Microsoft Teams Lessons  
 
Dear Parents and Guardians 
 
Further to my previous letter I am pleased to contact you to provide further details on the live lessons we 
will be offering to our pupils through Microsoft Teams.  
 
Your son/daughter’s live lessons can be accessed via Microsoft Office 365 using the username and 
password communicated in my previous letter to you.  
 
I have attached a guide to how this is accessed on a PC/Laptop/Mac, but the process is similar across a 
range of devices. If you require support getting logged on, please contact admin@stleonardsprimary.co.uk 
for assistance. 
 
We will begin to roll out these live lessons in the week beginning 1st Feb. Your child will receive notification 
and a time for these lessons at least 24 hours before. To begin with we will be outlining the rules and the 
way the lessons will work. It will be more of a sociable meeting to start us off. Then we will be able to be 
confident in the teaching and learning. 
 
Please remember that these Teams sessions are to supplement our core programme of distance learning, 
for which we will continue using: 
 

 Tapestry for the main way we set and receive work 

 Tapestry as the main way we communicate with you and answer questions about work 

 Tapestry to give you little video clips to explain classwork. 

We would ask that parents have read our Code of Conduct and discussed this with your son/daughter prior 
to logging on for the first time. You should have responded to an email from school saying that you have 
done this and agree. 
 
We are looking forward to seeing all of our students virtually soon, thank you for your on-going support 
during these challenging times. 
 
Yours sincerely 
 
Kay Ferriday 
Head Teacher 
 

 

 



 

 

 

How to access Microsoft Teams lessons  

1. Log in to Office365 - https://www.office.com/ 
2. Your school email address is your username and your password is the same as your school 

password, 
3. Once you are logged on select the Teams icon.  

 
4. Once Teams opens select the Team icon on the left hand side of the screen to access the class team 

you are a member of, this is like your virtual classroom. 

 
5. Click on your class, this will take you to a screen which has messages and links to access the live 

lessons. 

 
6. Once in your team/class channel there will be a post for the video lesson you have been invited to 

join, once the lesson starts a join button will appear in the top right hand corner, click this to access 
this lesson. 

 
7. The screen below should appear, make sure your microphone is muted before selecting join now. 

 

https://www.office.com/


 

8. Your teacher will already be in the lesson and they will have to let you in from the “lobby”. When 
you join you will see their video feed and the icons/video feeds of all the other students in the 
lesson.  
 

 

 

 

 


