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24th April 2020 
Dear Parents/ Carers, 

 
The Coronavirus Chronicles #10 – Specific update on online conferencing 

 

Now that we are at coming to the end of our first week back, I hope you have mostly found your 
way to settle back into some sort of routine.  Please remember that although we are providing 

guidance and learning for the virtual school, it is important to remember that you also have to 
work out what works for you and your family.  Your well-being and that of your family is 
paramount.  To that end, next week we are going to be introducing ‘Team Talks’ – this update is 

solely focussed on this new development.  Please give this a focus when you can so that we start 
as successfully as possible! 

 

• Children want to see each other.  We heard this message clearly from the survey results and 

so the aim of this new aspect of our Virtual School is NOT to provide a learning platform 

where teachers will deliver lessons – we felt this was inappropriate and not really practical 
in a primary school context.  The main purpose of these meetings is so teachers can say 
hello to children visually, children will have a chance to ‘chat’ to others in their class and 

some work or news can be shared with feedback given direct to the children.  It’s about 
well-being, not more work!  

 

• Download ‘Teams’.  This is free software from Microsoft and is the platform we will be using 

to have the meetings.  You can download this to laptops, desktop computers, tablets or 
phones.  Follow this link to download the correct software : https://www.microsoft.com/en-

gb/microsoft-365/microsoft-teams/download-app 
 

• Sign in using your child’s email account.  Their school email address and password is all you 

need to find yourself in the right place. 
 

• Year Groups have identified days for their meetings.  The following timetable is expected to 

remain constant from week to week.   

 
 Monday – Year 2 

 Tuesday – Year 4 and 5 
 Wednesday – Year R and 1 
 Thursday – Year 3 

 Friday – Year 6 
 

• Your child will be emailed their specific appointment time for the following week on Friday 

afternoon.  Meetings will take place between 9.30 and 10.45am and will last for just under 

15 minutes.  Each meeting will contain 6 children and will be hosted by the class teacher.  

https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/download-app
https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/download-app


 

 

We hope that by giving you a few days’ notice it will help to make things easier for you to 

plan access to a device in advance. 
 

• Please make sure the right account is logged in.  To access the meeting, you need to 

make sure that it is your child’s account that is logged into both the Teams App, and also 

Office 365 on your computer.  In our trials, we had some problems because a parent was 
still logged into the account, which meant the child was not able to join the meeting. 

 

• Click on the email link to join the meeting.  At the bottom of the email inviting your child to 

the meeting is the link ‘Join Microsoft Teams Meeting’.  At the time that the meeting is due 
to take place, make sure you have Teams open, click on that link and you should be taken 

straight to it. 
 

• Things will go wrong.  Although we can plan ahead, carry out trials and think we have 

thought of everything, it is almost certain that we will have teething problems and not 
everything will work perfectly – at least for this first time!  Please be reassured that we will 
work hard to problem solve and resolve issues that arise as quickly as possible so that this 

becomes a smooth and enjoyable part of the week. 
 

• Code of conduct.  We have written a code of conduct to assist you and your child to 

understand how to make sure they are safe and make the right choices while using Teams.  
It is added to the end of this letter.  Please read this with your child before their first Team 
meeting. 

 
• Shared work will be requested.  If there is some particular work that teachers would like the 

children to share, they will indicate this in their email on the Friday.  This will enable children 
to make sure they have what they need in advance. 

 

• This is not compulsory, but it will benefit your child.  Please try to join the meeting that has 

been set up for your child.  We have used Teams as a staff since about a fortnight before 

the lockdown and just seeing familiar faces and hearing their voices can lift the mood.  You 
are welcome to be present in the room while your child is in the meeting – you may well 
enjoy seeing and hearing their friends as well! 

 

• These meetings will not replace the weekly phone call.  We think these 1 to 1 conversations 

are also still valuable and important so this is an addition to our practice, not a change. 

 
We’re very positive about this development in the Virtual School.  I hope you will be too.  We will 
review how next week goes and if necessary give you a further update if we have to adapt any 

of our practice. 
 

With my very best wishes as always, 
 

Jeremy 
Principal 
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Code of Conduct when video conferencing with children 
 

- All parents to be informed of the process and to have the opportunity to opt their child out of a 

meeting by not attending. 

 
- All details of the meeting should remain confidential and not shared on social media. 

 
- Parents invited to be in the room when the video conferencing takes place, although they should 

not participate. 

 
- Recording of the meeting (screenshot or video) is not allowed. 

 
- At the start of a session, only children signed in with their school email address will be allowed to 

join the meeting.  Any person attempting to join who is signed in to Office 365 on their computer 

with a different email account will be held in a lobby at the discretion of the host.  They will not be 

given access to the meeting.  This is done to ensure unknown individuals are not given access to 

children. 

  
- Children leave at the end of session, leaving the host to close the meeting. 

 
- Everyone needs to be fully and appropriately dressed. 

 
- No indecent or inappropriate images are shared whether deliberately or inadvertently i.e. images in 

the background of the screen.  Thought is given to where video conferencing takes place. 

 
When representing the school in virtual or face to face contact with children, staff are expected to 
maintain professional conduct at all times, in line with teacher standards. 
 


