
How to access Microsoft Teams 

You will receive an email which will provide a link to the meeting.   

 Click the link: 
o If you already have Teams downloaded you should get this window: 

 

 
 
Select “Open Microsoft Teams” and it will take you to this window: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1. Ensure computer audio is ticked.  Turn microphone off.  
2. Have camera on. 
3. Select ‘Join Now’.  
4. It will take you to a virtual lobby and the meeting host will let you into the meeting just 

prior to the start time. 
 



 If you don’t have Microsoft Teams downloaded, then you will get the following 

window: 

 

 

 

 

 

 

 

 

 

 

 You can select “Continue on this browser” and this will use the cloud-based version 

of Teams. 

 The follow the steps 1,2,3 and 4. 

 

o If you are using a tablet to access the workshop, you may get this screen: 

 

 
 Please select video on and Mic off. 

If you have problems getting into the meeting, if you have confirmed that you are going to 

attend then I can hopefully ‘ping’ you a call or link if I don’t see you in the meeting.  Or, you 



could email me at head@brownclee.shropshire.sch.uk and let me know that you are having 

difficulties and I will do my best to get you into the meeting. 

Things you need to know for the workshop. 

The workshop will be hosted by myself and Mrs Morris and Mrs Fox will also be there.  I will 

be presenting information on how to help your child with remote learning in the following 

areas:- 

 Phonics 

 Reading 

 Letter formation 

There will then be a general question and answer session.  If you wish to send questions in 

prior to the workshop please do – it allows us more time to prepare!  If you have questions 

during the presentation there are 2 options:- 

1. Raise your hand using the hand icon on an icon bar that should appear on your 

screen:- 

 
I will see this and at an appropriate point come to you and you can ask the question. 

 

2. Type a question by selecting show conversation: 

 
And then type in the ‘type message here’ box and return 
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I will then go through any questions at the end of each section. 

Code of Conduct for Parents and Carers 

When parents and carers are participating in an audio or video conference with staff from 
the school on Microsoft Teams, or any other video conferencing software, they should 
remember to maintain a parent-teacher professional relationship and they should conduct 
themselves as they would when meeting a teacher or member of staff face to face.  
 
All parents and carers are expected to adhere to the following code of conduct when using 
Microsoft Teams: 
Parents and carers should behave in a respectful, patient, polite and courteous manner at 
all times 
Parents and carers should find a workspace that is quiet, safe and free from distractions. 
Parents and carers should not record online interactions, including taking screen shots or 
photos; if a meeting/session is to be recorded this will be done by the teacher or member of 
staff. 
Parents and carers should not upload, share or forward material 
Parents and carers must make sure they have ‘logged off’ the call/meeting correctly once it 
is finished – before turning off any device. 
 


