
Home Learning 
with Microsoft 

Teams
If you are isolating at home, you will 

need to log on to every lesson from 
home. 

The following PDF outlines exactly how 
to engage in home learning.

Any questions, please speak to your 
tutor. If you are struggling to log in from 

home, please make sure you contact your 
teacher and let them know.



What is Microsoft 
Teams?

Teams is an online 
software that is used in 
schools and businesses 
for lessons, meetings and 
discussions.

In school
Teams = Classes

A way to communicate 
with your teachers

Share files and work that 
you have completed

Have live lessons from 
home so that you don’t 
miss out on learning

T



How to access 
Microsoft Teams 

from home
Log in to your emails

Go to the 9 dots on the 
left hand side 

Scroll to Teams - you 
can then open the app 
on your device

Log in using your 
school account details



What you will see

If you click on ‘Teams’ 
you will see a grid of 
your different Teams

You will have a 
different Team for 
each of your classes

To open a Team before 
a lesson just click on 
the icon



Live Lessons
If you are learning from 
home, your teacher will 

deliver the lesson ‘live’ so you 
must engage. 

Two ways to join the lesson:

1. There will be a post in 
the Team at the start of 
your lesson.

Click to join

2. Your teacher might ring 
you individually.

As long as you have 
opened teams, their 
call will pop up and 
you can click ‘join 
now’

You can turn your 
Camera & Microphone  

on/off here

Then click 
‘Join Now’



Chat Function
The chat function is the best 

way to communicate with 
your teacher and class

There are two ways to do 
this:

1. Chat tab
Click on chat tab then type 
your teacher’s name in the 
search bar along the top

2. In the specific Team
You can start a new 
conversation to message 
your teacher

You can post a message 
during a live lesson 

You can attach files to the 
post to send any work you 
complete

Click here to type a 
message

Click here to attach 
work you have 

completed

Type your teachers’ 
name here to be able

to send a message



Other tools to use

Once you click on your 
team there are different 
tools or ‘tabs’ that help 
keep things organised for 
you.

Your teacher might 
upload worksheets into 
the Files section for you 
to access

They might ask you to 
upload work you’ve 
produced in Assignments



Troubleshooting
What to do if you can’t log 

in:
Make sure you try to log in in good 
time so that any problems can be 
resolved before a lesson

Restart the app!

Ensure you have typed your email 
address in correctly

If you still can’t log in, email 
remotesupport@chartersschool.org.
uk

What to do if you are in the 
correct Team but unable to 

join a lesson that has 
started:

Email your teacher/message on 
Teams to let them know – they might 
be able to call you to add you to the 
class

What to do if your teacher hasn’t 
called you:

Please give your teacher 10 minutes to set up 
Teams at the start of the lesson before getting in 
touch!

If they haven’t called you after 10 minutes, 
message them on Teams to let them know you 
are ready to join the lesson.

What to do if you are ill and 
unable to engage with home 

learning:
Your parent or guardian must contact your tutor 
to let them know you are ill and unable to join the 
lesson each day – they will let your teachers 
know

You might get a negative incident on ClassCharts
if you don’t engage in home learning so it is 
important we know you are unwell.

mailto:remotesupport@chartersschool.org.uk

