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1. Getting Started with Teams
Accessing Microsoft Teams (Logging in Through Your Browser)
There are two main ways to launch Teams – via the Teams web app using a web browser
(Google Chrome), or by downloading and installing the Teams desktop app.

Accessing Teams - Web Browser (Downloading, Installing and Logging into the
Desktop App)
a. Go to: https://mail.office365.com
b. Enter your school email and password to sign in
c. Click on the App launcher button at the top left-hand corner and then select Teams
from the menu
App Launcher

Accessing Teams – Teams Desktop App
a. Download the Teams Desktop Client for Windows by clicking here
b. Once the installation file has been downloaded, open it and install the application
(you should be able to install it yourself but if you cannot contact IT Services)
c. Upon opening the Teams desktop app, you may be asked to sign in to your school
Office 365 account - enter
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It is our recommendation that you download and install the Microsoft Teams Desktop
app instead of using the Teams web app. The desktop app provides better performance
and full functionality in Teams.
This guide will focus on the Teams Desktop app.

The Teams Dashboard
When you are signed in to Teams you should see all of your classes on the main Teams
dashboard. If a class is missing, contact IT Services with the name of the missing class and
you will be added to it.
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Activate Class Teams
Your classes will be created at the beginning of each term from the data in SIMS. You
should have received a notification that they are available. If you have not activated the
class team, follow these steps to activate it.
a. Navigate to a class team by selecting it. You’ll notice a banner at the top of your new
class

team that shows you how many students are waiting to join the class.
b. Activate to confirm that you’d like your students to access the team.

Schedule a Meeting
There two main ways to schedule a meeting:
a. Clicking a New meeting in the calendar view
b. Selecting the class team from the dashboard, clicking Meet and then Schedule a
meeting. If you use this method then the class will be added automatically in meeting
details
As method two is easier we will focus on that one.
Click Teams on the sidebar to switch to Teams view. Select the class you want to schedule a
meeting for, in the top-right corner click the down arrow next to the Meet button and
choose Schedule a meeting.
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This will bring up the New meeting scheduler. Proceed to enter the meeting details.

If you want to schedule a recurring meeting with your class do the following:
a.

By default, meeting recurrence is set to “Does not repeat”. Click the down arrow on
the recurrence field to add a repeating schedule for the meeting.

b.

Select a choice from the menu, or create a custom schedule. For example choose
weekly if it’s a lesson that will occur at the same time and day every week.
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c.

When you are happy with the meeting set up, click send at the top-corner to add this
meeting to your calendar. All students of the class will be sent a meeting invite to
their school email address.

The meeting will then appear on your Calendar – you can edit the meeting by right clicking
and choosing edit, or by selecting the meeting and choosing edit.

Who can Present - Do not change unless required
By default, only the teacher can present in meetings. If you want students to share their
screen you can still change this setting after the meeting has been set up, or even during
the meeting itself.
After the meeting has been set up

If you’ve set the meeting up and have to change who is presenting, find the meeting in your
calendar and choose edit to open it up. Next, click on Meeting options to tweak additional
meeting settings.
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The Meeting options web page will open. If you want students to present, change the
setting for Who can present? from Only me to Everyone and click Save.

During the meeting

Now if during the meeting you decide that students need to be able to present, you can
change this in the meeting.
Click the participants button on the toolbar to display the Participants sidebar.

You will now see a list of everyone in the meeting. Find
the person that you want to give presenter rights to and
click on the three dots beside their name, click on Make a
presenter from the menu, you will get a dialog box pop up
confirming you want to do this, click Change.

To take presenter rights away, the process is the same,
instead you will see the option to Make an attendee,
allowing them stay in the meeting but only as an
attendee.
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Choose who can bypass the lobby – Do not change unless required
As the teacher, you get to decide who gets into your meetings. By default, everyone must
wait in the lobby until you’re ready to admit them. This stops participants from bypassing
the lobby and joining the meeting before you.

However, for specific meetings you may want to change this setting. You can change this
setting in the Meeting options web page after creating the meeting, or during the meeting
itself.

After the meeting has been
set up

Find the meeting in your
calendar and choose edit to
open it up, click on Meeting
options to open the Meeting
options web page.

Select Everyone in the Who can bypass the lobby drop down menu and click Save

During the Meeting

You can also get to the Meeting options web page
during the meeting. Click the participants button
on the toolbar to display the Participants sidebar.
Click on the three dots beside Participants and
select Manage Permissions, this will open the
Meeting options web page.
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Joining a Teams meeting
Go to the calendar appointment, click on the meeting and then click Join. The screen below
will pop up, check that your camera is on, and that computer audio is ticked. Once you are
ready to join click Join now.

The Lobby Function
Students will have to wait in the lobby before they can
enter the meeting. They are not able to communicate with anyone else whilst they are in
the lobby. Click on View lobby on the alert pop up to open the Participants sidebar, or click
on the Participants button on the meeting toolbar.

Depending on the nature of the class you may wish
before you admit any students to mute everyone, so
that you can control who speaks on the mic yourself.
To do this – simply click on the three dots and select
the option Don’t allow attendees to unmute
You can either admit students individually or you can
click admit all and do this in one go. Another benefit
of the lobby is that if you have to remove a student
from the meeting if they try to re-join they will simply
be returned to the lobby and they will not be able to
get back into the meeting until you allow them access.
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Registering Students
Click the Participants button on the Meeting toolbar to show the participants sidebar.
Please take the register towards the end of the lesson to allow for any students that have
issues connecting at the beginning.
Please ensure that you take an accurate SIMS register for your LIVE lessons. You can take
the SIMS register at any point during your lesson. It might be that you decide to take it midway or towards the end of the lesson, after any technical access issues have been resolved.
A useful way of checking who attended is to use the ‘Participants’ tab during the lesson,
then click the three dots and select 'download attendance' this will download as a
spreadsheet in your downloads folder and you can view it while filling in
your SIMS register for maximum accuracy.
To ensure accuracy:
Only use '/' for present and 'N' for absent - please do not use any other codes.
Ensure that all your SIMS registers are complete by 4pm each day.
Ensure that you mark a student present, even if they only attend for part of the lesson.
As above, use the Teams participant’s attendance list get the most accurate picture of
who attended.
Ensure that you update your SIMS register if any students arrive later in the lesson.
Ensure that you take a register for BOTH lessons when teaching a double lesson.

Downloading Attendance List
It is also possible to download an attendance list – this list will include times that students
joined and left a meeting – so you will see if students were on the whole time or not.

To download the attendance list, click on the Participants button to show the participants
sidebar, click on the three dots and select Download attendance list. This will automatically
download to your downloads folder on your computer (to access just browse for the
Download folder on your PC).
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A couple of things to remember – it is only the person that started the actual meeting that
will have the option to Download the attendance list.

One of the benefits of the attendance list is that it downloads as an Excel spreadsheet and
it will show all the actual times that a student logged in / out of lesson.

If you download it towards the end you will see any students that were in the lesson at any
point. So, you will see for example if student x – was there for the first 15 minutes but then
left.

Using ‘Break Out Rooms’ on Teams.
Once in your meeting/lesson:
1)

Click on ‘Break out rooms’ (next to share screen at the top)

2)

You will see the option to ‘Create Breakout Rooms’

3)

Click ‘Room Settings’

•

How many rooms do you need? Select number of rooms.

•

Participants, click either:

Automatically (participants will be randomly allocated to a room- number of students in
each will depend on the number of rooms selected) or
Manually (create rooms yourself by clicking on the names of participants for each room)
4)
Click ‘Create Rooms’ – participants will automatically leave main meeting and join
their breakout room
5)
You will see that you have the option to drop in and out of all breakout rooms by
clicking ‘Join’ next to each room. This will allow you to monitor and join in with group
discussion
6)

If you click on settings, you have the ability to move participants to different rooms

7)
You can change settings to ’allow participant return to the main meeting’, if they
have a question for example
8)
When you wish discussion to end, click ‘Close Breakout Room’ (for each room) and
participants will automatically return to the main Teams meeting.
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2. Using Class Notebook as a Virtual Exercise Book
Using Class Notebook for Monitoring and Engagement.
Class Notebooks allow teachers to see, in real time, the work students are doing in lessons.
It creates a virtual exercise book which is an important tool to view student work (if they
are unwilling to engage during class)
Disclamer: During this guide we will reference Teams, Class Notebooks and OneNote. It is
important to note that Teams is the video calling application, Class Notebooks is a feature
within teams to share work and enhance student engagement and OneNote is a separate
app from which Class Notebooks stores and grabs its data.

Setting up a Class Notebook in Teams.
1. On Microsoft teams, select the group that you want to create a class notebook for.

2. Click on ‘Class Notebook’ and then select ‘Set up a Class Notebook Class Notebook’.

3. On the drop-down select ‘Blank Notebook’.
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4. Click ‘next’ on the screen with the title “Here’s what you will get in your X Class
Notebook”.
5. On the next page (pictured below), you will be able to add more sections to student’s
team notebooks or edit the section names. Teams will automatically add/edit these
sections for each individual student in your class. we’ll cover this more at a later step.
For now, click create.

Your notebook will now be created.
As a teacher and owner of a group, you can enter into any of your students Notebook
sections and pages and edit/delete etc. These functions are covered later in the guide.

Creating a Class Notebook (From existing Notebook Content)
Another option you will find handy when creating Class Notebooks is the feature “From
existing notebook content” when creating a class notebook, you can pull content from
another class notebook you have created for another class group. To do this, when creating
a class notebook, click on “From existing notebook content (Pictured Below).
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Click “Next on the screen that says “Here’s what you will get in your X Class Notebook”.
Then on the next screen that pops up, select add content on either the “Content Library” if
you want the items to be viewable by students or “Teacher-Only” Section, if you want it to
be private.

The below window will pop up, this is where we select the class notebook we want to pull
the content from, then click “Next”.
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On the next screen (pictured below), select the sections you want to add, then click “Done”.

Once you click “Done”, a page will pop up summarising the content that is being transferred
and where it is being transferred to.
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Next, confirm the sections that you want in each student’s private space (as you would if
you were creating a blank Class Notebook), then click create. After a few minutes the
selected existing class notebook content will be transferred.

Editing individual sections and pages.
TIP: click on the “show navigation” icon

to bring up the sections and notes menu.

Next stop is the side bar, this is where all the sections and all the notes that sit within each
section are kept. Clicking on each section will give you a different page that can have
content added to. Sections and pages can be deleted as outlined in the previous section
(going to ‘Manage Notebooks’). Alternatively, right clicking on a section or note and clicking
‘Delete’.

More sections and notes can be added easily by clicking ‘Add section’ or ‘Add Page’
respectively at the bottom of the side bar (Tip: you need to have a section highlighted in
the group you want to add another section to). To add a page to a section, all you need to
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do is select a section e.g. “Welcome” and then click “add page”, a page will then be added
to the “Welcome” Section.

You can also use this feature to add individual pages and sections to individual students.
Follow the same steps as above, select a section under a particular student’s name, then
click either “add section” or “add page”.

Inserting content into Class Notebook (Text, Audio, Pictures, Links, Documents)
The second tab named ‘Insert’ allows you to add a number of items to your notebook; such
as tables, pictures and recorded audio.

You can insert word files either by copy and pasting their content from word over to a page
in Class Notebook or you can use the “File” option second to the left on the bottom row of
the insert tab. Clicking on this will bring up two options “Insert File Attachment” or “Inset
File Printout”. Inserting a file attachment will provide a link to the document that can be
downloaded, inserting file a file attachment (which can only be done to PDF’s) inserts a
document link and a preview of the document.

When it comes to sharing word documents to a class, you may find that attaching a word
document or a “File Printout” may not suffice for sharing work to you class. It may be
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better in some cases to simply copy text, tables, images, etc. from a word document and
past it directly into a Class Notebook page.

You can also add images using the “Picture” option, you can upload a picture from a file
using the “From File” Option

Links can also be added using the “link” option, clicking this will allow you to add the text
you want to show and what you want that text to link to (as pictured).
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You can also add and record audio with the “Audio” option. You may have to allow teams
to access your microphone, once allowed you can record audio directly from your laptops
microphone. Simply press “Stop” when you are finished with your recording.

Inserting a Document and Writing on Them

1. In Teams, open the notebook in the OneNote app.
2. Once in the OneNote app, go to ‘Insert’ and then ‘File’.
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3. Choose the file you want to import (word or PDF).

4. Select ‘Insert as printout’.

5. It will insert the document as an icon which students can double click to open. But it
will also insert it as images so they can see it within the notebook and not have to
switch windows. However, they will only be able to draw on top of these images, not
type.
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6. To allow students to type on top of the images, right click on each image and select
‘set picture as background’.
7. You will now be able to type and draw on top of the images as if you were writing
answers on the real document. You can close the OneNote app and these changes
will be saved within Teams. Then you can distribute the page as usual and everybody.

8. Will be able to draw/ type on the document if they wish.

Managing Permissions (What students can and can’t do)
You may have to click on the down arrow on the right to make hidden options appear.

The Class Notebook tab is where you will make any changes to the notes permissions,
distribute pages you have created for students and review students work. the option we
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want for now is ‘Manage Notebooks’ (in a small window, you may only see the icon [black
notebook]).

When you click on “Class Notebook” the below pictured window will pop up (looks
familiar?) as with the setup page, you are able to change the name of sections that appear
on ALL student notebooks, as well as add new sections which will appear on ALL student
notebooks. We can also lock the collaboration space for editing and change the default
view for students when opening the Class Notebook app (to be either the Collaboration
Space or Content Library).

Students by default are only able to edit pages within their notebooks and the collaboration
page. Students will not see their teachers or classmate’s pages.

Distributing Pages
If you want to share a page containing work or information for students, we can use the
“Distribute Page” option (found under the left hand side of “Class Notebook”). Ignore the
other options for now. Click on Distribute Page, this will pop up an options menu on the
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right side of the window (make sure to have the page you want to share highlighted when
you do this).

On the popup click on the section of the students Notebook that you want to distribute the
page to. Then press “Distribute”. In this example we will select the “Handouts” option.
As you can see from the picture on the right, after the page has been distributed it will
appear in the student’s section that you distributed the page to.
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The other two options (are very much the same as the above pictures) the only difference
being that you either select an individual student you want to distribute a page too or you
can also create groups of students in which you can distribute pages too.

“Cross Notebook distribution” is another handy feature inside the “Distribute Page” button,
which as its name suggests, allows you to send a page in a notebook across to another
groups Class Notebook section. In the picture below, I have selected “Cross Notebook
Distribution” then on the pop-up that appears on the right hand side I have selected the
Notebook from another class/group I want to send that page to. Then I press next and
select the section I want that page to go to. Once I press “Distribute” the page will appear
there in a few minutes.

The same can be done for new sections by clicking on the “Distribute New Section” button
(pictured below). Only this time on the pop up that pops up on the right type in the name
of the section you want to distribute to ALL students. When you are ready press
“Distribute”. As you can see with the picture on the right, the section as appeared on the
student’s notebook.
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Deleting pages
1.

Under the “Class Notebooks” tab, click on “Distribute pages”.

2. Next, click on “delete page”.
3. On the page that pops up on the right, select the section where the page is
contained, then press next.
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4. On the next step, we want to select the page we want to delete. In this example I
have a page called “distribution page” which I will select to delete. Then press next.

5. On the next page we will confirm that we want to delete the page, press “Delete” to
delete the page.
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Using Editing Tools in Class Notebook
You can use these tools to customise the
page on your class
notebook, which is the first page your students will see when they access the class
notebook.

You can add text on the page simply by clicking anywhere within the page and typing, you
can also remove text and other objects by highlighting them and pressing delete, like you
would in Word.

Home
On the top will be a tab called ‘Home’ with number of options to style text.
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Dictation

There is also a button on the right hand side that’s called ‘dictation ’. With this feature
you can talk into your microphone and the computer will type out the words for you.
Simply click on it and speak (the icon will change to a recording icon when recording

)

You may be prompted for teams notebook to access your microphone make sure to click
allow as dictation will not work otherwise.

Insert
The draw tab provides you with tools that can be used to draw on the page with either a
mouse or a drawing tablet. Text can also be highlighted with the icon that looks like a
highlighter on the right.

View
The view tabs make accessibility of the document easier by providing an ‘Immersive
Reader’ that will play back text on the page with a voice. As well as a reading view which
will simplified view of the note.
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On the top right hand side of the window, there is a button (
Class Notebook app making it easier to work on.

) that will full screen the
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3. Drawing tablet guide
Plug the Tablet into one of the USB ports on your computer. Your computer will
automatically detect the drawing tablet.

Using the Drawing Tablet in Teams
Teams has a whiteboard function you can draw on and show to students and collaborate
on drawings. So first let’s open up teams and go to a meeting/class.

In the teams meeting click on the ‘share content’ button on the top right hand side of the
page.
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Next, click on the Microsoft whiteboard app on the pop-up box.

When you open the app, it will ask you if you want to collaborate or just present the
whiteboard to your students.

Select the pen tool, bring the nib of the pen up to tablet and draw.

Using the Drawing Tablet in PowerPoint.
There are lots of other applications that support drawing tablets, let’s take a look at
PowerPoint.
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First we need to go to the ‘Pens’ Tab. To begin with PowerPoint won’t show the ‘Pens’ tab,
to show it, bring the tip of the pen up to the drawing tablet and another menu in
PowerPoint will show.

Once the pen tab has shown, click on it, then select the tool you wish to write with. Press
the pen into the tablet do draw on the slide.
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4. (Appendix A) Class Notebook from a student perspective
You can log into your school office dashboard using www.login.microsoftonline.com. Teams
and Class Notebook can be accessed by clicking on the icon in the top left hand side of the
page (pictured).

On a computer
You can access your class notebooks through your browser, to do this:
1. log into your office account (login.microsoftonline.com).
2. Then Once logged in, navigate to the top left hand side a click on the icon with the
nine little squares to bring up the apps menu.
3. Select Teams.

Once you have done this, you will be greeted by the team’s homepage.
From here you will need to navigate to your class, in this example, we will use the “Class
Notebook Guide Test Class”.
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Once you have accessed your class select the “class notebooks” section at the top.

This will bring up your classes Class Notebook.
Next, click on the “Show Navigation” icon on the left hand side of the page

This will show you all your sections and all the pages within those sections.
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TIP: Click on the arrows “>” to expand a notebook.

As you may have already seen you can also create more sections and pages in your
notebook using the buttons at the bottom of the panel.

Now we are going to edit a page (like you would a word document) select a note on the left
of the page, the one I am using is called “Untitled Page”.

To the right of this will be a page that you can add text, documents and images to.
Under the “Home” tab you can style any text you add to the page, including increasing font
size and changing the colour (Play around with it and see what you can do.
).

The next tab over is the “Insert” tab. You can use this to insert tables, images and files (like
word documents and PDFs).
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Your teacher might ask you to upload your work to your Class Notebook. To do this do the
following:
1. Go to the insert tab
2. Select “File” or “image” depending on if you want to upload a picture or document.
3. Select “Insert File Attachment” for word documents or “Insert File Printout” for PDF’s

4. Select the file you want to attach to your page

5. It will appear on your page viewable by your teacher.

On a mobile device
1. To use teams on your tablet, you will need to install both the team’s app and the
OneNote app on your mobile devices app store.
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2. Click on the download team’s app

3. On the above pictured screen, sign in using your school account (e.g.
23loruipsu@ksn.org.uk), click allow on any popups and then next through the apps
introduction.
4. Once you have logged in, teams will pop up with the following page. We want to click
on the “Teams” button on the bottom.
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5. Once you are in the “Teams” section, select on the left hand side the class you want
to go to, then select “More” at the top.
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6.

Then select Class Notebook, this will open the “OneNote” app you installed earlier.

7. If you want to insert a photo, all you need to do is select a page on the left hand side
of your OneNote app, and then select “insert” at the top (highlighted below):
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8. Your Tablet will then prompt you to select a photo and crop it (if needed), Once you
have finished editing the photo, press “done” (pictured)

9. Your picture will now appear on the page.
10.You can add files to your work on your iPad using the files button on the top menu
bar (pictured), your device will prompt you to select a file. After which it will appear
on the page as an attachment.
11.You may also want to take a picture of some work and display it on your Class
Notebook. This can be done by selecting the “Camera” option. This will bring up your
devices camera. Next take the picture, crop it as needed and press the “

” button.

TIP: If you want to add more sections and pages to a class notebook on an iPad, use the
buttons at the bottom left of the screen (Pictured), Changing the names is as easy as
adding a title to the page.

Inserting images onto class notebook using a phone
1. Take a picture of the work
2. Open Teams app on device
3. Click on Teams icon (so you can see all of your classes)
4. Click on your class, then click on 'General'
5. Click on 'Class Notebook' (you may have to click on 'more' first to see this option)
6. Some devices will now take you to the OneNote app, if you don't have this installed you
will need to download it from the app store and login using your normal school login details
7. Once in OneNote, click on the class notebook you want to access
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8. Click on your name and the folder you want the work to go into
9. If you want to add a new page, click on the + sign and name the page (we recommend
naming it the date the work was done)
10. Once in this new page, click on the main body of the page (where you would type the
text)
11. Now click on the camera icon

12. Upload the image
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5. (Appendix B) Creating Interactive Lessons
There are a wide variety of resources to support our online learning delivery and as we
become more confident in teaching online, you may wish to explore some of these more.
Some are completely free; some have free basic versions you can use (just check the
websites for details).
The resources below have divided roughly into categories to help you
identify what might be useful to you.

GCSEPOD (highly recommended)
It is possible to post links directly to Microsoft Teams from
GCSEPod. https://www.gcsepod.com
There is an excellent video here for Using GCSEPod in Live
Lessons https://www.gcsepod.com/teachers/ - there are 10 really useful tips here and it is
definitely worth exploring more particularly as our GCSE students all have access to it.
The 10 Tips outlined and explained in the video are:
(i) Five-minute starter
(2) Pod, probe and Predict
(3) Misconception catcher
(4) Model the learning
(5) Play Flash Pod!
(6) Digital Pod Journals
(7) Add Extras
(8) Post Pods to Platforms
(9) We’re going on a Pod Hunt!
(10) Weekly Review Assignment.

Seneca for Teachers – YouTube help videos
Free revision resource for GCSE / A Level Exams. Seneca has smart learning algorithms built
in to help students remember topics better. If they get questions wrong, they are shown
the content again but in a different format.
https://www.youtube.com/playlist?list=PLcyBwnL55-83GiyLWqaWJWMqBAJyAoe2D
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Seneca integration with Teams:
When setting a class an assignment Seneca – there is a facility to share the link directly to
Teams. When the student join the Teams lesson they can click on the link and you as the
teacher can see how they are getting on in real time by logging into Seneca.

Oak National Achademy & Teachem
https://teachers.thenational.academy
https://teachem.online

Nearly 10,000 free video lessons and resources you can download across both sites. Within
the ‘Oak National Academy” you can edit and share slides and worksheets. You can also
customise the online lessons, to turn off elements that are not relevant to your class.

* It is important to note that whilst these videos can we used to aid teaching on teams,
they should not be used to replace teaching lessons.

Nearpod
Produce interactive lessons – can upload PowerPoints and
YouTube videos https://nearpod.com/
There is also a range of ready-made Lessons to use.
There is a free account which can be used – see the website
for detail (there are however subscriptions accounts which
are required to access more facilities).
The videos below give an indication of how this can be used.
What is Nearpod? https://www.youtube.com/watch?v=cYVHSAqEeMM
Nearpod Tutorial https://www.youtube.com/watch?v=iQ8z3y4ICFU
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Pear Deck

https://www.peardeck.com/microsoft
(there is a free basic version as well as the premium subscription – can design lessons with
interactive questions, polls, formative assessments etc. and works with PowerPoint online
and TEAMS – again check the website for details.
The videos below give an indication of how this can be used.
Pear Deck-How to use in Microsoft Teams
https://www.youtube.com/watch?v=h3uVHPmanjg
Using Peardeck in Teams https://www.youtube.com/watch?v=fZkEqvkKQyM
Remember some facilities may only be available in the subscription version

Edpuzzle

This enables you to creative interactive video lessons which include questions, audio and
notes. The free version provides storage space for 20 videos.
The videos below give an indication of how this can be used.
What is Edpuzzle? https://www.youtube.com/watch?v=-L62wAxCzEM
How to teach remotely with EdPuzzle https://www.youtube.com/watch?v=8I0fV0djfJA
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Microsoft Forms

Excellent for creating quizzes that can be marked and integrated directly into Teams. When
set within an assignment has the facility to be marked automatically (where also include
longer answers can be a mixture of computer marked and teacher marked) – can set
feedback to be given in response to particular answers and can also provide individual
feedback afterwards if you wish.
Highly recommended* You can also share Forms that are produced easily with colleagues –
so you can build up a bank of usable starter / plenary quizzes or even longer assessment
within the department (see the St Ivo Teams Handbook for a starting point on this).

Quizlet

https://quizlet.com
Free website for flashcards – can get teacher accounts to track progress students to use –
can be integrated with Microsoft Teams.
Can be used by students on a wide range of devices.
Using Quizlet with Microsoft Teams
https://www.youtube.com/watch?v=ObNrPXKwFT8&feature=emb_logo
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Wordwall

There is a free Basic version or Subscriptions. https://wordwall.net/
Introduction to Wordwall Introduction to Wordwall - YouTube
Wordwall allows you to create custom activities including quizzes, match ups, word games
etc.
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Kahoot

https://kahoot.com/
Can easily create your own Kahoot or pick from ready-made games.
Good for engaging students and getting a quick insight into level of understanding.
Kahoot! For Schools – how it works https://kahoot.com/schools/how-it-works/

Scorative

An app which helps with student engagement and formative assessment – create quizzes,
polls, exit tickets etc. to get insights into student learning.
There is a Free basic plan or subscriptions. https://www.socrative.com/
Teachers guide to Socrative https://www.youtube.com/watch?v=vLGyS_jR9Us
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Spiral

Spiral – free to use – can be used to support learning – create interactive presentations,
carry out quickfire formative assessments etc. Does not require integration with Teams –
students can join via a link or a code.
Includes a number of modules including:
Quickfire lite – staff ask a verbal question and whole class respond from any device.
Quickfire – pre-planned quiz – can be teacher led or student-led. Range of question formats
(can assess in real-time or asynchronously.
DISCUSS – import slide deck / PowerPoint / pdf – and set discussion points for students to
shame comments on
CLIP – turn a public video into a live chat with questions, quizzes etc.
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Booklet

https://www.blooket.com/
This is very similar to Kahoot but the style may appeal more to younger students. A code is
generated for players and they then join the game on their devices. You can create your
own question set, import one of use the database.
As the teacher you would host the game by sharing your screen on Teams – students join in
and compete on their own devices with the game ID. Detailed score reports and question
analysis enables teachers to use this as a formative assessment device helping to identify
areas to review again or areas of particular weakness for students. Can be a little gimmicky
but the Classic option works well.
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Quizizz

https://quizizz.com/
You can create or use existing free gamified quizzes and interactive lessons. Getting started
with Quizizz Getting Started with Quizizz – YouTube

Whiteboad.fi

Popular free online whiteboard tool for teachers and classrooms. As well as paid plans
there is a Free plan that you use without a registration / user account. Allows you to create
a class and let student join using a link / room code or QR code. This gives all students an
individual digital whiteboard – can draw, write text etc. and staff can see student
whiteboards in real time to follow progress – the students on see their own whiteboard and
the teachers. Whiteboard.fi - Free online whiteboard for teachers and classrooms.
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Dr Frost Maths – Whiteboard

https://drfrostmaths.com/whiteboard/

Another free virtual whiteboard – you can share with students so they can see your
whiteboard and you can see what individuals are writing on their whiteboards. You can also
add Images to the whiteboard so you can annotate things like exam questions / pages from
textbooks easily.

KIALO – Edu

https://www.kialo-edu.com/
Specifically aimed at teaching critical thinking – a classroom-based version of Kialo –
argument mapping and debate site – designed to promote well-reasoned discussion online.
Can be used to host online debates also for assessing learning, including being used to
outline essays using an argument-tree structure enabling students to consider counterarguments and develop a logical outline for their argument and how their ideas fit together.
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Gojimo Revision

http://www.gojimo.com/
app with access to over 40,000 practice questions for free – students can download quizzes
for offline use, track progress, strengths and weaknesses and check off topics as they learn
them.

Goqonqr

https://www.goconqr.com/

Create mind maps, notes, flashcards to support revision and test ideas through quizzes.
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6. (Appendix C) Additional Professional Development Resources
Microsoft has an official course for teachers to learn more about the OneNote platform,
this can be accessed using the following link:
https://education.microsoft.com/en-us/learningpath/b6e3b5f2
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7. High Quality Teaching Framework
Principles & Guidance Prompts
Retrieval and
Retention





Does the Starter recap and review prior learning?
Does the Starter pique curiosity and act as a hook for the upcoming lesson?
How active are the pupils in terms of what is expected of them in the Starter?

Purpose and
Sequencing







Is there an explanation of the purpose of the lesson?
Is there an explanation of how the lesson fits into the bigger picture and wider scheme
of work?
Are all pupils explicitly aware of the aim of the lesson?
Are all pupils aiming for the same objective?
Has the title of the lesson been framed around a question?

High
Expectations
and
Communication






Is there evidence of ’teaching to the top’ with high and ambitious expectations?
Are scaffolds provided where necessary?
Are instructions and communication clear and concise?
Is the language positive and encouraging?

Knowledge and
Deliberate
Practice






Are you explicit about the core knowledge you are teaching to your pupils?
Is there reference to how this core knowledge will be built upon lesson by lesson?
Is this communicated to pupils during the lesson?
Are pupils being given opportunities to practice subject-specific skills?

Modelling and
Questioning






Is new material presented in small steps?
Are you explicitly modelling and showing pupils what ‘success’ looks like?
Is there probing questioning used to aid critical thinking and address misconceptions?
Is there evidence of a continued desire for whole class understanding?

Literacy and
Reading



Is there an explicit focus on improving and developing vocabulary and literacy?

Metacognition
and
Self-Regulation



Are you explicit in communicating and teaching effective learning strategies that pupils
can adopt themselves at home?
Is there evidence of scaffolding being gradually removed, to allow pupil
independence?

Feedback and
Review of
Learning







Is feedback clear, manageable, specific and targeted?
Is formative assessment acted upon?
Is there a drive to gain as much feedback as possible from pupils during the lesson?
Is there a plenary that reviews information?
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Remote Teaching Strategies to support
Retrieval and
Retention

•

A ‘Do It now’ activity on the screen as pupils enter the lesson.

•

A link posted in the chat for a Microsoft Form quiz.

Purpose and
Sequencing

•

A script at the start of each lesson which outlines the lesson focus, the purpose and
how it fits into the wider scheme of work.

•

A clear ‘explanation’ slide acting as a framework for the online lesson and how it fits
into the wider scheme of work.

•

Explicitly sharing supporting documentation on the Posts tab in Teams and
consistently referencing this.

•

Using the ‘Ready, Respectful, Responsible’ slide and explicitly communicating this as
a reminder to students.

•

Using the Assignments function when setting work and asking students to submit
work by the end of the lesson.

•

Using the Class Notebook to track student work during the lesson.

•

Ensuring instructions are clear and activities relate to an ‘I do, We do, You do’
approach.

•

Upload resources, so students can review, or support SEND students who may need
additional time: Refer to one page profiles

•

Using a Knowledge Organiser.

•

Using Microsoft Forms to check for whole class understanding.

•

Using an editable Word Document in the chat so pupils can visually see annotations
and modelled work.

•

Ensuring the core knowledge is summarised into a ‘Knowledge Takeaway’ slide at
the end of each lesson as a way to recap and reiterate core knowledge.

•

Using the hands-up function as a questioning tool for whole class understanding.

•

Using the whiteboard/visualiser/tablet function for live modelling.

•

Using the microphone and chat for questioning. Reduce opt out.

•

Using the chat to gauge pupil confidence levels within tasks and to know when they
are complete.

•

Framing language to be positive and inclusive.

•

Referencing and reinforcing Key Words.

•

Using different models to explain the nuances of different words – vocabulary
instruction model

High Expectations
and
Communication

Knowledge and
Deliberate
Practice

Modelling and
Questioning

Literacy and
Reading
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•

Link to the VLE that students can access for resources

Metacognition
and
Self-Regulation

•

Focus on retrieval, quizzing and testing.

•

Explicitly model and use effective learning strategies to aid pupils at home. The
lesson should not be a lecture.

Feedback and
Review of
Learning

•

Using the feedback tools within Teams once work has been submitted.

•

Using the individual chat function for further support.

•

Ensure Feedback can be acted upon – simple animations, voice notes, Chat function
and Microsoft Forms.
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