Microsoft Teams
PARENTS’ GUIDE

Microsoft Teams enables video chat between multiple participants simply.

If you are going to access Microsoft Teams on a Microsoft (Windows) Laptop with an Outlook Office email please
click here. Without an Office linked email, please click here.
For Apple (iPhone, iPad, MacBook) devices please click here.

For Android (Samsung mobile phones, tablets etc.) please click here.
Information for those without a computer/laptop/tablet/smartphone, please click here.

Every participant will receive an invitation via email to join the meeting.
You must accept or decline this invitation.

Windows Based Laptop/Desktop
The easiest way to access Microsoft Teams is through the app.
If you already use Microsoft Office 365, you will only need to go to:
www.office.com and login to your account, go to Teams and access your calendar. Your calendar is on
the left hand side of the Teams app once opened.

Look for the meeting in your calendar and click on it.

Once you have clicked on the meeting the details of attendees, the time of the meeting and
any notes will be shown. To join the meeting please click Join.

If you do not have an email address issued by a school or organisation using Office 365, you will need
to access the Teams meeting by clicking on the email invitation.
You will need to accept the event invitation. Just click on send reply now.
The meeting will then be added to your calendar.

When it is nearly the time for the meeting, please go to your calendar and click on the event.
Choose join online. Join as a guest.
Allow access to your camera and microphone. You will then be admitted to the meeting by the host.

Apple Devices
The easiest way to access Teams is through the app. If you do not have the Teams app
on your device you will need to download it from the App Store.
The app you need looks like this:

You will be given the option to Get/Open/Update. Please download to your device.

If you have an email issued from a school or organisation using Office 365 you can simply login to the
account through the app.

Please click on the Calendar tab on the left.
As long as you have accepted the invitation the meeting will appear in your calendar.
Please click on the meeting.

Click on Join.
Please allow access to your camera and microphone.
You will then be able to join the meeting concerning your child.
If you need to leave the meeting, please tap the screen and tap the phone symbol to close.

If you do not have an email issued by a school or organisation using Office 365, you can still join the
meeting from your Apple device.
It is important that you do not try to login to the Teams app independently after you
have downloaded it. You do not have a valid email account and will not be able to
login.
Please click on the email invitation and accept the invitation.
This meeting will then be added to your calendar. When you click on the invitation link on your
calendar, the Teams app will open (as long as you have already downloaded it).
Please allow access to your microphone and camera so that you can fully participate in the
meeting. The host will admit you to the meeting.

Android Devices
The easiest way to access Teams is through the app. If you do not have the Teams
app on your device you will need to download it from the Google Play Store.
The app you need looks like this:

If you have an email address issued by a school or organisation using Office 365, you can simply login
to the app after accepting the email invitation to the meeting concerning your child.
The invite will give you details of the time of the meeting and any notes you need to view.
Once you have logged in to the app please go to the calendar tab on the left of the screen. All of
your meetings will be shown on the calendar view..
Please click on the meeting and the click on Join.
You need to allow access to your camera and microphone to fully participate in the meeting.

If you do not have an email issued by a school or organisation using Office 365, you can still join the
meeting from your Samsung device.
It is important that you do not try to login to the Teams app independently after you
have downloaded it. You do not have a valid email account and will not be able to
login.
Please click on the email invitation and accept the invitation.
If you have not downloaded it before you will be taken to the Google Play Store, so that you can
download it. Once downloaded the app will open.
Simply click on the meeting.
Please allow access to your microphone and camera so that you can fully participate in the
meeting. The host will admit you to the meeting.

If you are unable to access any of the devices listed below or you do not have internet access, you will still
be able to be part of the discussions concerning your child.
A member of staff relevant to the discussions regarding your child will telephone you to ensure that you
are able to share concerns etc. with them and be fully involved in the review.

We would like to apologise that we cannot offer face to face meetings within school at this time due to
the restrictions in place during the Covid-19 pandemic.

