


 Your online lessons will follow the normal 
school timetable, and you will access 

your lessons at the normal time. 

 Your teachers will set work using Mi-
crosoft Teams. 

 Lessons will vary in format to keep it in-
teresting for you - some will be live, oth-

ers will be pre-recorded. 

 It will be clear to see when your lessons 
are by checking your calendar. 

 If you can’t attend a lesson, please let 
your teacher know BEFORE the lesson 

starts. 

https://teams.microsoft.com/
https://teams.microsoft.com/


 Have your camera off, unless asked to do otherwise 

by your teacher. 

 Have your microphone off unless directed by the 

teacher to turn it on in order to contribute. 

 Not change any of the settings in place at the start of 

the lesson. 

 Ask questions via the ‘Conversation / Chat’ function 

OR by using the ‘Raise Your Hand’ function. 

 Normal behaviour expectations apply. 

 The ‘Conversation / Chat’ function is for lesson relat-

ed content – questions / answers / queries – only. 

This also applies to any posts you may submit outside 

of the live lesson time.  

 All Live Lessons are recorded for safeguarding 



Step 1: Go to the Sutton Community Academy website and click on Remote 

Learning, and  Select ‘Teams’. It is important to Log into Teams every day as this 

tells us who is attending their 

online lessons. 

Step 2: Login, using your school email address and password. If you need to re-

set your password, please use this form. 

Step 3: Once you are in Teams you will see a Class 

Team for each of your subjects. Select the lesson 

you wish to join. 

Step 4: You will then see the instructions for your 

lesson, set by the teacher. Check the Class Team 

for each lesson—Don’t just reply on the calen-

dar. 

Remember: Some lessons 

are live, some will be pre-

recorded, or set in assign-

ments —It is your responsi-

bly to check them all! 

https://forms.office.com/Pages/ResponsePage.aspx?id=LBadjnrk4EWVYFV_HUyy00EAjPZOGYtGjY2po3PiUMdUNjZCMzBPTTlPQlZLSjlNOElJT1hTQVM1Ry4u


Step 1: When you go into your lesson, you will see a purple banner, on which 

you can click to enter the meeting. 

Step 2:  Once you click on the link you 

will see the following if you have a 

‘Live Lesson’. Click on ‘Click here to 

join the meeting’.. 

Step 3: You will then see the 

Teams meeting join window.  It 

should have your initials in the 

centre (or your profile picture if 

you’ve set one).  Once in the 

meeting, you can toggle your 

microphone on or off as needed and 

also use the conversation and raise 

hand buttons to take part in the lesson 

as required. 

Step 4:  Once the lesson has ended, click the hang up button and close the Teams win-

dow. 


