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The following information should be used as guidance to managing both negative and positive behaviour when delivering online lessons using
Microsoft Teams.
Behaviour Policy
Any pupil causing any disruption to your online lesson, including unmuting their microphone and speaking, or misusing the comment function should
be dealt with in the following way;










A verbal warning must be given by the teacher, the pupil must be warned that if their behaviour doesn’t improve they will be removed from
the online lesson.
If a pupil repeats their behaviour they should be removed from the online lesson.
If a pupil uses inappropriate or abusive language, either over the microphone or over the chat function, they must be removed from the
online lesson immediately.
The behaviour must be logged on class charts under negative events – ‘removal from online lesson’.
The teacher must ring home to speak to the parent regarding this and log on Bromcom in the communication log.
If a teacher has issues with a number of pupils in anyone given lesson, they are to remove all from the lesson, follow the above procedure
and seek support from the Head of Year/Pastoral Leader for that particular class.
All Heads of Year and Pastoral Leaders will analyse the removal data weekly, any pupil with 3 or more removals in a week will be contacted
by a member of their year team.
If the pupil receives 3 or more removals from online lessons for 2 consecutive weeks this will result in the pupil losing access to Microsoft
Teams for a period of 1 week.
Poor levels of engagement in online lessons must be logged on class charts under negative events, online learning – ‘poor engagement in
online learning’.
Rewards Policy

Please continue to reward and motivate the pupils for the effort they are putting in during your online lessons.










Pupils must be acknowledged for their effort by logging positive behaviour on class charts under positive events – ‘online learning’, where a
number of options for positive rewards sit.
Teachers should choose a ‘Live Lessons Legend’ in each class, each week and send an e-postcard to acknowledge their efforts. All e-postcards
sent home should be logged on class charts under positive events – ‘online lesson legend’.
The Microsoft Teams channel chat function should be used to publicly acknowledge the pupils who have received the ‘Live Lessons Legend’
at the end of each lesson.
Make a positive communication home to the parent regarding this either by phone call or text message and log on Bromcom in the
communication log.
All Heads of Year and Pastoral Leaders will analyse the excellent online lesson data weekly, any pupil with 3 or more positive events in a
week will be sent an e-postcard by the year team acknowledging their efforts. All e-postcards sent home should be logged on class charts in
the communication log.
Half termly rewards will be given to all pupils for excellence and progress in each subject (as nominated by subject staff), vouchers will be
sent via post.
Heads of Year will celebrate half termly rewards via a rewards assembly on Microsoft Teams.
Half termly rewards will also be given for pupils with the most excellent online lesson logs and most live lesson legends e-postcards.
Award winners and subject/pastoral shout outs will be collated by each Head of Year, presented on power point and emailed to year groups
at the end of each half term.

Removing a Pupil from an Online Lesson

When in Microsoft
teams hover over
the people icon
‘show
participants’.

Find the pupil you
want to remove
and click on the 3
dots ‘more
options’.

Click on ‘remove
participant’.

Logging on Class Charts
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In the positive events
click on ‘online
learning’.
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Choose the relevant tab ‘online lesson
legend’ or ‘consistently positive
engagement in online learning’.
Student
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In the negative events
click on ‘online
learning’.
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Choose the relevant tab ‘removal
from online lesson’ or ‘poor
engagement in online learning’.

Logging in the Communication Log on Bromcom

Click on the contacts tab and
scroll to the bottom of the
page.

Contact
details

Click on the green plus icon to
add new log.

Parents name

Complete details of
the call and save.
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Key Messages Microscript
Students should be ready and equipped for their lesson 5 minutes before it is due to start.
Students should where possible, work in a place they are comfortable, can write easily and won’t be
distracted. Ideally a desk, or table at home.
All students need their planner, paper to write on, pens, a red pen, ruler + SUBJECT SPECIFIC RESOURCES
(please email these out in advance where possible).
Prepare your equipment the night before.
Lessons will finish in plenty of time to allow you to be organised and join your next lesson.
The rule for mobile phones is the same at home as in school: you should not be using them during lesson
time.
This does not count if you are using your phone as the device to access Microsoft Teams.
We cannot check up on you to ensure you are not using your phone, however we are trusting you to
attend these lessons with a mature attitude.
Not having your mobile phone with you will allow you to focus more on the lesson and learn more.
Why not plug it in to charge in another room?
You do not have to wear your school uniform.
However, it is important that you treat each day as a learning day which includes having a routine where
you get up early, get washed and dressed and are ready to learn.
This will allow you to focus and engage in lessons more easily.
Do not join lessons in your pyjamas or in bed. You will find it much more difficult to concentrate.
Dressing smart makes you think smart.
Every lesson is recorded.
These are automatically uploaded to the chat feed and you can scroll back and access any lessons you may
have missed easily.
This also keeps both you and your teacher safe online.
Please know that any inappropriate behaviour will be shared with parents. Recordings can simply be
shared with parents/carers and you will be removed from the lesson.
This includes unmuting your microphone, turning your camera on, saying inappropriate things, using the
chat function when told not to or using the chat function inappropriately.

Cameras and microphones must be switched off at all times unless specifically instructed to do otherwise by your teacher.
You know they are turned off as the symbols with the red circles around them will have a line through them.
When you join a session, these are automatically switched off. Please don’t turn them on or you may be removed from the lesson.
The chat function is available using the symbol in the yellow box. You can only use this when instructed to do so by the teacher.
The chat feature is not to speak with other participants. It is only to engage with the lesson through answering questions or asking
appropriate questions to the teacher.

