
 

Using MS Teams for Live Meetings – Key Stage 2 

It is important that children and parents read and understand the following rules  

While we can’t be in the classroom together, Teams meetings will provide you with the opportunity to 

meet with your teacher and classmates virtually.  The same rules and expectations of behaviour will apply, 

whether you are in school or on a Teams meeting.  We expect everyone to be sensible and polite, just as 

if you were talking to your teacher or friends face-to-face. 

1. You will receive invitations to join two live Teams meetings each week. The details should appear on 

the ‘Posts’ section of your Teams account. Every member of the class should receive these 

notifications, but you only need to click on the links to join a meeting on days you are learning from 

home. 

2. Meetings will be no longer than 30 minutes – we don’t want to get in the way of your home learning 

- and teachers still need lots of time to prepare your lessons and read your work! 

3. When you join a meeting, your microphone will be switched off.  In a Teams meeting, we take it in 

turns to listen and speak, just as we would if we were in the classroom. The microphone (mic) icon is 

the one with the red square around it. 

 

 

 

 

 

 

4. If you think of a question you would like to ask while your teacher is talking, you can click the ‘raise 

hand’ button and you will be invited to speak when your teacher has finished talking. You can always 

click the symbol again to put your hand down. 

 

 

 

 

When your teacher invites you to speak, they will unmute you or ask you to click the microphone to 

unmute. 

5. There is also a chat function available so that questions can be typed.  The chat icon is the speech 

bubble (see below). When you click on it, a space to write will appear and you will also see the 

questions other people write.) 

 

 

 

 

 



 
6. The chat function is NOT to be used for social chat between pupils or for sharing emojis – it is only to 

be used to post questions or share information with your teacher.  Please remember that everything 

posted on the chat is saved and can be seen by everyone in the year group – teachers included! We 

can block an individual from the group chat at any time, if this should be necessary.  

(If your parents need to communicate with teachers, they should continue to use the year group 

email.) 

7. You should always join your Teams meetings from a shared room in your house (such as the living 

room, dining room or kitchen). Make sure it is as quiet as possible and distractions such as the TV are 

turned off. Have a pencil and paper with you, in case you want to jot down a few notes. If your 

teacher needs you to bring anything else, they will let you know. Please do not join meetings from 

your bedroom. 

8. Please make sure you are dressed… not in your pyjamas or dressing gown! 

9. Always try to join meetings at the right start time. If you join earlier, you will be guided to wait in the 

‘lobby’ until the class teacher arrives. If you arrive late, you will still be able to join – but the meeting 

will have already started. 

10. If you need to leave a meeting early for any reason, this is absolutely fine. You can always share 

reasons with your class teacher after the meeting has finished, if necessary. 

11. The meeting will be recorded for safeguarding purposes (as detailed within our Child Protection 

Policy addendum for Covid-19). 

 

We are really looking forward to seeing your smiling faces again and hope that you enjoy the live 

meetings too. 

 

We may encounter some technical issues along the way as we all get used to the new technology. 

We ask that you bear with us and please don’t worry if for any reason you cannot join a meeting. We 

fully understand that live online events depend on perfect internet connectivity… something beyond 

our control! We will always make contact afterwards and see if there is anything we can do to 

resolve things for next time. 

 

We know that learning at home is not always easy, and it is not the same as being at school, but we 

are so proud of your continued efforts - thank you! 
 

 


