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Remote Learning – Logging on Information 
 
 

In the unfortunate circumstances where groups, classes or the whole school need to 
isolate, we have plans to enable all children in school, to receive regular contact and 
learning resources from the class teacher. These plans include the following: 
 

 Each child having their own ‘Microsoft Teams’ and Office 365 email account 
so that work can be shared with them easily by the teacher. 

 Each child, through the ‘Teams’ being able to take part in video calls with the 
class teacher, or receive pre-recorded input from their teacher (or other online 
video resources) 

 Each child receiving a weekly timetable of the suggested activities to be 
completed each day of absence. 

 Each child receiving the resources (online) to enable them to complete the 
tasks and email their work back to the teacher. 

 Weekly phone calls to the children by teachers to provide feedback and 
individual guidance. 

 
While the above states that each child will have these things, the account details will 
be shared with parents and cares of the children. Please see the separate form which 
has been sent to you which outlines these details for you.  
 
For younger children we obviously understand that the children’s access will be 
provided through their parents and carers support and for older children we would 
encourage you to keep a note of the passwords so that you can have oversight of 
what your children are doing. In this way we can provide a secure and safe form of 
communication between home and school. 
 
 
Continued… 
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Once you have your email and log in details you will need to go to: 
 

office365.com and sign in to the office 365 mail. This email address and password 
can be logged in to any device using the password provided. This will give you (your 
child) access to ‘Outlook’ (the email application) and ‘Teams’ (the video calling 
application).  
 
Alternatively, you can log in to Teams through: 
 
https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/log-in  
Alternatively google office TEAMS log in. 
 
In both cases the username and the password will be the one noted on the same 
form.  
 

Please note by clicking on this icon      you can switch between outlook mail and 
TEAMs.  
 
The icons for these applications are: 
 

 

 
By selecting ‘Teams’ you should get the option to download the app to your device. 
The app should be able to be downloaded on any device. This is the best way to use 
this facility. 
 

The email account can also be added to any email app using the password provided, 
so you and your child can have access to the same email address. 
 

To enable timetables for work and the leaning resources to be easily shared, your 
child’s class teacher will have a class email address. This is on the form we have 
provided separately. The teacher will use this email address to send timetables and 
resources and also to invite children to lessons (‘meetings’) which they can join with 
the Teams app. In addition any work completed by your child should be sent back to 
this email address for the teacher to review. 
 

Once a week (often on a Friday) your child’s class teacher will make a call to talk to 
your child about their work. Clearly this would also be a good time for you as a parent 
to connect with the teacher. 
 

Continued… 
 

https://mail.office365.com/
https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/log-in
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Please note that the email address and Teams account provided will only allow 
communication between people in the Galileo Trust and all activity can be 
monitored by the school. 
           
Clearly we have to have clear expectations around the use of these forms of communication. 
These are outlined in Appendix 1 

 
I am sure you will appreciate that this way of working for us is new and there may be 
occasions (particularly at first), where things do not work to plan. We would very much 
appreciate your patience and tolerance in this respect.  
 
You will probably want to sign in and download the applications at the earliest opportunity so 
they are ready to use when needed. 
 
Finally, please could we ask that you confirm you understand the expectations for you and 
your child to follow when using these accounts by signing and returning the reply slip (at the 
very end of this letter) or by completing the ParentMail form, sent out separately. 
 
Please do not hesitate to get in touch if you have any questions at this stage. Thank you for 
your support with this matter. 
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Appendix1 
Expectations of Children 
 

At John Emmerson Batty Primary the following expectations are in place for children: 
 

 I will use the equipment and application safely and appropriately at all times. 

 I will report any issues of concerns directly to my parent, teacher and school. 

 I will be available for my log in and lesson between the hours given in the weekly 

timetable. 

 I will be dressed appropriately. 

 I will turn my web camera on and my microphone on to mute. (As per school decision) 

 I will not record the session or cause it to be recorded. 

 I will seek help from the teacher where needed through email. 

 I will not have any other person present during the session, except for a parent/carer 

who is responsible for my supervision in the family home. 

 I will not use the email address or the TEAMs app to contact any other children 

or adults (by email or video call), unless I have direct permission to do so by 

my teacher. 

 I understand that all use of the applications is monitored by the school.  

 

Expectations of Parents/Carer 
 

At John Emmerson Batty Primary the following expectations are in place for children: 
 

 I will support my child in using the equipment and application safely and appropriately 

at all times. 

 I will be available for the supervision of my child and not for observation of the lesson. 

 I will not record the session or cause it to be recorded. 

 I will not distract, sabotage or detract from my child’s learning during the session. 

 I will not use the school equipment for any other purpose other than for my child’s 

learning.  

 I understand that the email address and TEAMs account must not be used other than 

to receive and send emails to and from the class teacher. 

 I understand that the email and teams account can be and is monitored by the school 

and or the wider Trust. 

 I understand that it would be fraudulent to attempt to use the email address in any 

online transaction. 

 I understand that the school will take action if they have any concerns regarding mine 

or my child’s behaviour or inappropriate use of the equipment. This may result in a 

removal of the account. 
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Expectations of Staff 
 
 

At John Emmerson Batty Primary the following expectations are in place for staff: 
 

 I will use the equipment and application safely and appropriately at all times. 

 I will follow the expectations of our school’s staff behaviour policy at all times. 

 I will be appropriately dressed and in a non-identifiable teaching space throughout the 

session. 

 I will provide online learning at the times communicated to parents and carers. 

 I will not record live session or if there is a reason too I will notify all parents and 

pupils of this, the purpose and where the recording or any data will be stored. 

 I will adhere to GDPR guidelines to maintain the data protection of all information 

regarding the children I am educating. 

 I will report any concerns directly to the Head Teacher/Designated Safeguarding 

Lead. 

 I agree to comply with the school’s acceptable use policy. 

 

 

 

 


