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Introduction 
This document is designed to support your child’s education during sustained periods of absence from 

school. You will find information on what to expect and how to access work. Teachers will be available 

online during normal school hours.  

There are appendices at the end of the document to show you/your child how to access online information. 

Any general queries regarding home learning should be referred to your child’s form tutor and/or head of 

year.  

Emails 
Student access to their school email is absolutely vital. Students should login every day and keep emails 

open during the working day to check for messages and to check their timetable in the calendar. 

Timetable 
 This is a one-week timetable which all students follow - there is no longer a week 1 or week 2 except 

for students in Year 11 

 All sessions are ‘live’ and delivered through Microsoft Teams - see below. In the event this is not 

possible (inset or staff illness on a large scale) we will post work on the relevant team 

 There will be four taught lessons and one session for independent learning per day. Students in Year 

11 will continue to receive their pre-lockdown offer 

 Daily tutor and weekly wellbeing sessions offer opportunities for students to take time to consider their 

own wellbeing 

 

Live learning 
We know that the current situation is extremely demanding on parents. Once again, you are expected to 

be homemakers, teachers, fitness instructors, counsellors and motivators, and many of you are holding 

down your own jobs at the same time. We know that by helping your children to manage their own learning 

we will be making a big difference. Live learning can offer this and works in the following ways:  

 A Microsoft Teams meeting will be set up for each session apart from the independent study session. 

Students will be invited via email/team to the meeting and should join five minutes ahead of the 

scheduled time. They will then take part in a real-time lesson. They will be able to hear and/or see a 

teacher, have access to resources, and ask and answer questions.  

 All lessons are recorded. This serves a safeguarding purpose, and also means that students who miss 

the lesson through illness can watch it again when they have time 

 Students should switch off any camera facility so that others cannot invade their privacy. Teachers 

have been given training in ensuring their privacy is maintained 

 Students should mute their microphones. They can ask and answer questions using the conversation 

feature 

 If your child uses headphones, others in the house will not be disturbed 

 At least one other member of staff will be present in each live session. They monitor attendance and 

the conversation, so that questions are dealt with promptly 
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 Deliberate disruption from a live session will result in the student being removed from the meeting 

 Inappropriate use of the conversation feature will result in the student being removed from the 

meeting.  Questions and comments should be polite and clear. ‘Text talk’ is not acceptable, but we do 

appreciate that quick typing will lead to spelling errors 

Marking and assessment 
Students should complete work in standard school exercise books where appropriate. If they choose to 

work on a computer in addition to this, they will be expected to save their work so that teachers can see it 

as required.  

All teaching sessions will require some form of assignment. This is likely to be in the form of a quiz or survey 

through teams that can be marked easily with prompt feedback.  

Where students are required to submit work to a teacher, this will be marked and returned to the student. 

This should ideally be done using the appropriate programme (such as Word, PowerPoint etc that can be 

edited) but if students are not able to do this, they may take photos of their work and upload it to the team 

or email it to their teacher. 

How to study properly  
When learning from home it is important to understand how to structure the time to achieve maximum 

success. This starts with understanding what good study involves: 

Tools 

A few pieces of equipment are vital for good, active study. The minimum needed is access to the internet, 

a pen and some paper. However, for more meaningful and detailed work, other tools may be useful: 

revision post cards, sticky notes, coloured mind maps, highlighted notes and key word glossaries. If your 

child needs more school books or other equipment from school, please ring 01784 457275 to make an 

appointment to come in to collect it. 

Environment 

Create a dedicated space that your child associates with work. This could be a desk in the bedroom or the 

kitchen table. It should be free of clutter so that the space can be used effectively. It should also be 

reasonably quiet, if at all possible!  

Time 

Help your child plan the time very carefully so that all the material is covered in sufficient depth. Use the 

timetable to plan the work.  

Motivation 

Many people find it hard to motivate themselves, particularly when they are on their own and if they find 

tasks too easy or too difficult. Encourage your child to be organised and get into a sensible routine. Take 

an interest in what they do, and ask them to show you what they have achieved.  Make sure they are asking 

their teacher for support or extension if they need it. 
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Questions 
If you have questions regarding this document, please choose the most suitable option: 

1. Email your child’s subject teacher, form tutor or head of year 

2. Ring the school between 8.30 and 15.00 Monday to Friday on 01784 457275 

The remainder of this document contains appendices which show you in a step-by-step guide how you and 

your child can access what you need to complete home learning tasks. 

  

https://www.matthew-arnold.surrey.sch.uk/1174/staff-contact-details
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Appendices 
 

A: Accessing student emails 
 

1. Open the school website - https://www.matthew-arnold.surrey.sch.uk/ 

2. Click on the Students tab 

 

3.  Scroll down and click on the Student emails tab 

 

4. The following screen will appear 

 

 

 

 

 

 

 

5. The email address is made up as follows: 

https://www.matthew-arnold.surrey.sch.uk/
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For example: Samuel Wragg in Y9 has the email address: 17swragg@matthew-arnold.surrey.sch.uk 

 

6. Enter your usual password. If you have forgotten it you will need to use another email account to 

email your Head of Year 

 

 

 

 

 

 

7. If prompted, set the time zone to Dublin GMT. The email can then be viewed in the browser 

  

Number: 
Year 7 - 19 

Year 8 - 18 

Year 9 - 17 

Year 10 - 16 

Year 11 - 15 

First initial and surname  @matthew-arnold.surrey.sch.uk  

mailto:17swragg@matthew-arnold.surrey.sch.uk
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B: How to log in to Microsoft Teams 
 

1. Click on the Students tab 

 

2. Scroll down and click on the Microsoft Teams tab 

  

3. If prompted, login using your school email details as above 

4. This is your home screen with all the teams you are a member of. Select the team for your class - 

your class code is on your timetable 
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5. Look for the scheduled lesson. You may need to check date and time. Click on this lesson 

  

6. Click on Join 

  

7. You may be asked to ‘allow’ use of microphone and camera. Allow them, but join the meeting with 

your camera off and your mic muted 

8. You can also join the lesson through your teams calendar 
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C: Staff email addresses 
1. These are available from the school website via the Info tab and Staff Contact Details 
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D: Accessing students’ work area 
Students can access their work area and the shared drives from home. This gives them access to work 

already started or resources from teachers 

1. On the home page, click on the Students tab followed by School Gateway 

 

2. Log in using the using the usual school username and password 

 

 


