
Microsoft Teams: Student Guide 
Maximising your remote learning experience 

Joining Lessons  
 

When a lesson is scheduled by your teacher you will be invited by email, this is really important that you check your 
school email regularly. You can accept the invite from here OR view your calendar in your email OR on Teams itself. 
So three places you can Join a lesson! 
 
Step 1: Choose the Calendar from the side bar (or bottom bar on some devices) and this will give you your week view. 
If it is blank and you are viewing it late at night use the scroll bar on the right hand side – as it automatically goes to 
the time of day and your lessons will be up the page a bit! 

 
 If it was close to the lesson time on the day a little join 
button should appear on the box and you can join but if 
you are earlier and want to wait you can click on the 
lesson – this just an example of a lesson, it was a practice 
a little while ago.  
 
Step 2: When you click on the box it open ns a new 
window. Here you can join the lesson at the top. 
 
 
 

 
 

Step 3: When you are about to join you will get a 
screen like this…it can be slightly different on different 
devices. The tools are the same though. I have turned 
my camera off and sound before I join then I press the 
Join Now button. If you forget to turn your camera off 
and your microphone, do not worry you can do this on 
the toolbar once you have joined! 
 
 
 
 
 
 
Step 4: Following the rules of the session is simple, you will see the slide below when you join, and this is just a 
remainder of the tools you have in the lesson. When the lesson ends you exit by pressing the red telephone symbol. 

 



1. Preparing for a “Live” Lesson 
How do I prepare for a live lesson 

 Be sure you have a fully charged device  

 

Choose a quiet space with a comfortable chair and as little background noise as 
possible so you can focus on the session.  

 

Ensure you are appropriately dressed in case your camera accidently switches 
on.  

 
If there is background noise in your area, use some headphones  

 

Just like in a lesson be prompt to the start time to make sure everything is 
working.  

 

Be prepared with your equipment (pen and paper/exercise book) and any 
physical and digital documents open before you join 

2. Lesson Etiquette  
When in a live lesson….  

 
 

Switch off your camera and microphone before joining. This protects your 
privacy and stops any background noise at your location from disturbing the 
lesson. These can be turned back on later if you need to ask a question.  

 

The lesson might be recorded. You will be advised of this. This allows you and 
absent pupils to play it back later.  

 
If you are given permission to speak, turn on your microphone but remember 
to it off again once you have finished.  

 

Be an active participant, listening intently. Use the chat to participate and share 
as instructed.  

 

Let your teacher know you have a question using this tool. Please wait to ask to 
speak just as you would in a lesson, if you click you will see that your 
hand is raised. Speak clearly using appropriate language.  

3. Using Chat 
When posting questions about a lesson… 

 Use the Chat stream for any questions you have during the lesson by clicking on 
the chat icon in the upper-right corner. 

 
Do not post lots of emoji’s 

 Check to see if someone else has already asked your question. If they have, 
hover over the top of the question and click on the “Thumbs up”, so your 
teacher know which questions are most popular.   

 
Always use appropriate, supportive language. 

4. Ending the lesson 
Once your teacher ends the lesson….    

 
At the end of the lesson ensue you leave the call by pressing the end call 
button.  

Work Hard. Aim High Be Kind. 
Sometimes the technology doesn’t always work; sometimes internet connection lag. 

 


