
 
 
 
The initial priority for remote learning provision was getting students online and confident using 
Microsoft Teams. Remote learning will continue to be the predominant form of education over the 
next few months. There will be some changes to the delivery of remote learning as we implement 
some new staff training. This is an excellent opportunity to maintain the momentum of remote 
learning and encourage further engagement by some students. The following guide has been 
updated to help support parents/carers to assist students in managing their learning and how best 
to use Microsoft Teams. 
 
We see the parental role as creating the correct environment for home learning, supporting with 
the organisation of their working day and monitoring engagement and completion of work.  
 
Guidance 
1. Encourage your child to establish a routine each day aiming to produce two to three hours 

work. 
2. Create a school environment – a quiet area to work.  If mobile phones are not required for 

online learning it may be beneficial to have a mobile free zone for a few hours.  
3. Parents could help by supporting students to create a timetable for the week. Such as the one 

below. If your child has created their own routine/timetable please continue to use this 
format. 

4. Check the Microsoft Teams page with your child so they know what work has been set. 
- Split the day into three sessions. 
- Record the work to be completed each session. 
- When the work is completed child and parent tick off the work. 
- Circle the subjects when the work is complete. 
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Q & A- Microsoft Team ς Student and Parent Help Guide. 
How do I know if new work has been set? 
The student home page includes all the subjects.   If a new piece of work has been set a red circle 

will appear in the corner. 

 
        
     
 
 
 
 
 
 
 
 
 
 
 

How do I know what work I need to do? 

Clicking on the Team (class) you can see the work that has been set.  This screen includes: 
     Instructions for the assignment            Due date           Assignment ς work to be done. 
 

 
 
 

 

 

 

 

 

 

 

 

How do I organise work and know what work to submit work? 

Use the student planner to 

record the work that has 

been set, this will help with 

organisation. Record the 

deadline dates for each 

piece of work. 

 
 
 
 
 
 



How do I know if a new assignment has been set or returned? 
The ‘Activity’ icon allows you to see 
anything new that has happened in 
TEAMS such as: 

- a new assignment, 
- assignment being returned 
- feedback given 

This is the best place to look to 
review activity in teams. The Activity 
should be checked each day. 
 
 
 
 
 
 
 
 
 

How do I check I have completed all my work? 

The best way to review your completed assignments and those you still need to do, is to use the 
assignments tab in each of the subjects on the home page.  

 
You can see each current assignment and when it is due and those that you have completed. 

Parents may wish to look at each piece of work to ensure it is complete.  If possible, ask your 



child to show you their work because they can “hand in” blank copies.  It is a good check that 
there is no unfinished work. 
 
If the assignment shows a tick in the completed list, it means the work has been handed in, if there 
is no tick it means the teacher has reviewed the assignment for the class, but work was not 
handed in. 

 
 

How can I see the assessment grid for an assignment? 
When you open a new assignment as well as being able to see the instructions and the attached 

documents you may also see the assessment grid (called a: rubric). The teacher may create one of 

these to mark the work, this will help to see what the teacher will be marking the work against and 

how marks will be awarded. 

 

 

 

 

 

 

 

 

 

This is an example of an assessment grid. 



Feedback. 
Teachers will provide feedback regularly.  There are different feedback methods: this could be a 
written feedback or using a ‘rubric’ marking against a set of criteria.  Feedback may also be 
provided by answers to a quiz or grade. It is important to read and act on the feedback given.  

 
How can I see the feedback I have received? 
In your Team area for each subject, use the Grades tab, which is next to Assignments at the top of 
the Teams page. Here you can see what you have submitted, the work that has been returned 
with feedback and any quiz scores.   
You can see which assignments to look and review the feedback. 
The first column also shows the due date.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
When your assignment has been returned marked, your written feedback will be here and if there 

is a rubric (assessment grid) you will be able to see the points and click on the rubric to see which 

sections your teacher thinks you have met. A rubric can also provide an overall statement about 

the work you have completed. 

 

 

 



 
Feedback from an assignment which uses Microsoft Forms 
From here you can see the score and any written feedback on the right of the page, if you click on 
the form in the ‘my work’ section on the left, you can see the questions and marked answers.  

 
 
What do I do if I need some help? 
Teachers will be providing opportunities to ask questions. Encourage your child to ask questions 
either my email or to post questions. If emailing students must use their school email addresses 
and not personal emails. 
 
There are some very useful videos/frequently answered question to support students with 
Microsoft teams.  
https://huntingtonschool.co.uk/students/student-online-learning/  
https://huntingtonschool.co.uk/wp-content/uploads/2020/03/Teams-FAQ.pdf?x83792 
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