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Guided Home Learning 
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A girl that’s fiercely independent is a girl who believes in 
herself. And inspires others with that belief.  

A girl that’s ready to discover what she wants, And then goes to 
get it. 

A girl who feels that her words carry weight. And who’s 
determined to be heard. 

We are Sutton High School. And we are fiercely independent, 
just like our girls. 

That’s why we tailor what we do, and how we do it, to their 
needs, personalities and dreams. 

Offering unparalleled individual support and attention, with 

small classes and a bold spirit, right in the heart of Sutton. 
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Keep to your normal routine as 

much as possible.  Get up at your 

normal time, have breakfast and get 

dressed, log in to Teams for 8.30 

registration.  Try to go to bed at 

roughly your usual time as well. 

Sticking to a routine has been 

proven to help wellbeing in these 

situations. 

Decide where you are going to work 

and set this up with a comfortable 

chair and a table or desk.  Have 

paper and pens to hand and make 

sure you have a good light source.  

Watch out for trailing cables.  

Try to put your mobile phone away, 

if this is not the device that you are 

using for Teams, so that you can 

fully focus on the tasks your 

teachers will set. 

Lesson times have been altered slightly so that you can take short breaks between lessons. Use the breaks to rest 

your eyes, have a drink and move around.  

Register with your form teacher at 8.40am, on Tuesdays to Fridays, ready to learn. There will be assemblies at 8.30am 

on Mondays. Remember to use the Teams Registration for every lesson. 

Lesson 1  8.50 -9.25 

Lesson 2 9.30 -10.05 (or if lesson 1 and 2 is a double lesson, it will finish at 10.00am) 

Lesson 3  10.10 -10.45  

Break  10.45 -11.10 

At break move away from your desk, go outside if you can. 

Lesson 4 11.10 -11.45 

Lesson 5  11.50 -12.25 (or if lesson 4 and 5 is a double lesson, it will finish at 12.20pm) 

Lesson 6  12.30 -1.05 (or if lesson 5 and 6 is a double lesson, it will finish at 1.00pm) 

At lunchtime move away from the room and desk where you are working, do something that doesn’t involve looking at a 
screen, go outside if possible. 

Lunch  1.05 - 2.10 

Lesson 7  2.10 – 2.45 

Lesson 8  2.50 -3.25 (or if lesson 7 and 8 is a double lesson, it will finish at 3.20pm) 

On Wednesdays: 

Lunch  1.05 - 1.50 

Lesson 7  1.50 – 2.25 

Lesson 8  2.25 -3.25  

School Ends 3.25pm - you may also have homework to do 

At the end of the day do at least one thing that doesn’t involve looking a screen.  Clubs will start again when we are back in 

school.  

Some options are:  

Playing board games and card games, reading a book or poems, read a magazine, listen to music, draw or paint, teach yourself a 
new skill – cooking, knitting , sewing, ironing, a new language for example, spend time in the garden if you have one, speak to 
relatives and friends on the phone, tidy your bedroom, sort out your wardrobe and identify things to recycle, do a puzzle, just 
Dance, karaoke, write to your local MP or letters of thanks to local organisations, such as people in Old People’s Homes, or doctors 
working in hospitals.  
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You should not start 

an individual ’chat’ 

with a teacher at any 

time, without being 

invited to do this 

(such as for an 

intervention session 

or feedback). 

In order to take part in 

lessons online, you have 

agreed that: 

 You will not take 

screenshots or 

screen recordings under any circumstances;  

 You will wear appropriate clothing during lesson time 

 Just as you wouldn’t speak out of turn in a lesson, you should not do so in a 

Team as it will affect the smooth running of the session;  

 The teacher’s screen is the only screen that should be viewed unless you are 

asked to share your work with the class;  

 The teacher has the right to exclude you from the Team if you are disruptive or 

infringe any of the points above.  

REMEMBER: In Teams, whatever you ‘say’ can be seen by everyone 

Try to think of everyone if you are setting up Whatsapp groups, friend chats, 

video calls etc. Don’t leave anyone out—remember that we all need human 

interaction in our lives.  

You should avoid meeting up in groups as part of social distancing, but you can 

‘meet’ in groups online—just try to include all of a group (e.g. your whole Form 

Group) rather than picking and choosing.  
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There are some easy ways that you can ensure that Teams works well for you: 

How can I quickly find the right Team or Channel? 

Using the Command/Search bar is the most useful function on Teams! Here you can search for any 

Team you are in, or person you want to communicate with.  

 

 

 

 

How can I move between Teams and Chats? 

Sometimes you are moving between a live lesson, a chat and a conversation. The easiest way to do this is 

to use the ‘Navigation’ arrows, which can take you between 

tasks—back and forward. They are found in the top left of your 

Teams screen. 

How can I alert my teacher to a message? 

Use the @ symbol to ‘tag’ or ‘alert’ your teacher to a specific 

question, especially if this is not during lesson time. Before you 

start to type the question, type an @ and then start to type the teacher’s name, which should automatically 

appear as a suggestion, which you can then click on.  

How can I keep the conversations clear in channels? 

Use the ‘Reply’ function to create a thread or respond to a question, rather than starting a new 

message. You can use the @ function in a reply too. 

How can I be alerted to new content in each Team? 

If there is a Team that you want to follow very closely, you can turn-on channel notifications by going into 

the Team and clicking on the three dots in the top right corner. You can select which notifications you 

receive and this might help you keep track of posts in that Channel/Team. Try turning on notifications for 

Dawson’s Daily Tasks, so that you can see the progress everyone is making! 

How can I easily find important tasks or messages in long conversations? 

Teams has a great function called ‘Saved’ to help with this. If you want to be able to 

easily find a message your teacher has posted, such as a task they have set, or a 

useful reply to a question, simply hover your cursor over the top right of the 

message (where you would go to ‘like’ it) and click on the three dots. Then select 

‘Save’. This will store the message for you as an important item. To find your 

saved items at a later time, simply click on your own profile image at the top of 

Teams and choose ‘Saved’ - this will bring up a list of any saved items.  

Alternatively, you can just type the word ‘saved’ into the command bar at the top of 

Teams.  

 



6 

 

 

Opening Teams at home on a non-school laptop 

 

You can open your Team at home by downloading the application onto any iOS, OSX, or Windows 10 

device at the following link: https://teams.microsoft.com/downloads 

If you do not want to download the app or have a Chromebook you will need to use the web-based 

application at the following link: https://teams.microsoft.com/start 

 

Log in using your school email address and click get started 
 

 
 
Click to pick your school account and enter the password when requested 

 
 

This will take you to your Teams Homepage 

 

 

https://teams.microsoft.com/downloads
https://teams.microsoft.com/start
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Opening your Class Team 

 
Click on the button for your timetabled class or your tutor group e.g. 11.4 Biology or 7PMG 

 

This will open the “General Posts” page for your class: This is your class Teams homepage 

This is where your teacher will take a register during your normal timetabled lesson time  

You can ask and answer questions here, and your teacher may share work with you 

You can find any files such as worksheets and PowerPoint presentations under the file tab  

Joining a lesson 
During your normal lesson time, the teacher may ask you to join the lesson in the posts so they can share a PowerPoint or 

explain something via an audio or video channel. If they do this, it will appear in the posts. Click on the “Join” button 
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Pressing ‘join’ will open a screen where you may be able to see your teacher, but where you will be able to 

see any files or presentations they share with you.  

 

 

If you are in a live video lesson, you can blur the background behind you by clicking the “…” button and 

selecting “Blur my background” 

 

You should have your video feed on every lesson. You can turn off audio by clicking the microphone  

 

To end any live lesson press the “Hang up” button 

 

Further support: 

 

Click on the Remote Learning Support Team in Teams which will connect you the ICT team at School.  

You can also contact the team by email at ICTsupport@sut.gdst.net  
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You will probably be receiving a lot of emails - and using Categories or Flagging can be very helpful. For 

example, you can create a Category for homework tasks, or one for in-class tasks.  

First you will need to create a category: 

1. Select an email message in your inbox and right-
click. 

2. From the Categorize menu, select New category 
or All Categories. 

3. Type a name for your category, and then, if you 
want, choose a colour by clicking the category 
icon. 

4. Press Enter. The category is created and applied 
to the items you've selected. 

 

You can then assign this category (e.g. ‘Homework to be completed’) to all messages of that type. 

This will put a very obvious colour block next to emails that you have categorised, to make them easy to find. 

You can also sort your inbox by Categories to find them even more readily.  

Emails can have more than one category - so you might decide to have one colour for ‘Homework’ and 

another for ‘Completed’ so that you categorise emails as you complete the work, to allow you to keep track on 

what you still need to complete.  

 

Using the follow-up flags in Outlook is another way to help stay on track with your tasks. 

If you teacher sends you a task by email, you can ‘flag it’ and create a reminder to 

complete it later, so that you don’t miss a deadline.  

Emails that are flagged using ‘follow-up’ appear in a to-do list for you, but you can also 

set reminders for important tasks.  

Right-click on the email and select ‘Follow-up’ - then decide when you would like to be 

reminded (e.g. tomorrow). This will put a small red flag on the email, to make it visible to 

you. It will also give you a reminder when that task is due.  
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We will expect you to be present 

in all lessons, including 

registration. If you are ill, you 

should email your Form Tutor to 

let them know that you can’t 

participate in lessons that day.  

Lesson rules apply as normal, 

so you should: 

 Focus fully on the tasks 
you are set 

 Be quiet while the teacher 
is talking 

 Try your best to achieve 
the tasks in the time that 
has ben set 

 Complete any homework 

Lessons will all be slightly 

different, depending on the subject and the tasks. Your lessons will include a mix of: 

 Tasks set using the ‘files’ tab—so that you download work sheets or help to your own device 

 Assignments set using the ‘assignments’ tab - so that your teacher can see and feedback on the work 

 Discussions held via typed message in the ‘chat’ tab or ‘general’ 

 Live video conferencing with your teacher and your class 

 Video that has been pre-recorded by your teacher for you to watch, or links to videos that you should 
watch as part of the lesson 

 Tasks set on Firefly 

 Discussions held with the class, using video conferencing 

 Tasks set for smaller groups in the class, where you will need to set up smaller teams and come back 
together with the class at the end of the lesson 

 Tasks set for you which do not involve staying on Teams (such as research, textbook work, written 
tasks) 

 Tasks which may be longer projects, set over several lessons 

 Collaborative work on a shared document, via Teams 

Sometimes, your teacher may be ill, or unable to set work in a ‘live’ format, so the work will be set as a 

task on Firefly or on Teams and you should complete this during the normal lesson time.  

If you have questions about your work, you should type the question into the class Team page, using 

the @ function, or email your teacher directly.  

Your teachers will mark work and give feedback in a number of different ways: 

Providing whole class feedback rather than feedback on individual pieces of work,  using the review 

function on a word document, sending a direct email (or Firefly message) to you with specific feedback/

targets, feedback via another website/piece of software (e.g. Seneca Learning, Hegarty Maths, etc.), 
recording oral feedback and sharing an audio file with you 

You may also be provided with answers for a task, and asked to self-mark or peer-mark your work 
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The best way to think about the rules for online learning is to imagine that you are in a lesson in school.  

For example - in a lesson at school, you would not speak when the teacher is speaking, so in online 

lessons, you should not type into the chat box whilst your teacher is setting a task or speaking to the class, 

and you must not have separate ‘chats’ running with your friends.  

The rules below are ways in which we can work together to get the best out of Guided Home Learning. 
These are really important in making sure that everyone learns as much as possible while school is 
closed.  

Starting a Lesson 

Please don’t join the lesson early and start a chat before the teacher arrives – this makes it hard for your 
teacher to have a clear beginning and set a task for everyone – it also means that messages from your 
teacher get lost amongst your chats. The first post in any team at the start of the lesson should be from your 
teacher only. JOIN EVERY LESSON WITH VIDEO FEED ON, PLEASE. 

Posts and Chats during lessons 

During a lesson please think carefully about what you post to the class – there is no need to keep posting 
things like “My printer isn’t working”, “What is everyone doing?”, “Why is everyone so quiet?”. Try to think 
about a real lesson, in school. If everyone was working quietly and you suddenly burst out with a comment, 
you would be told off and asked to be quiet. Remember that everyone gets a notification when every post 
is sent and this can be incredibly distracting, especially if you are not posting anything that directly 
contributes to the progress of the lesson.  

Letting Teachers Know that you are in a lesson 

The easiest way to do this is to like the Teacher’s first post - this lets them know that you are present and 
ready to learn. There is no need to reply in a chat, unless you teacher requests this 

Assignments and Tasks 

Your teachers will set a range of tasks during the lesson and these will be set either in a separate channel 
within the Team or using the Assignments function.  

Tasks set by your teacher in lesson are not optional and, as you would in a lesson at school, you should 
do your very best to complete or work through every task with full focus. Your teachers have been asked to 
let your Head of Year know if tasks are regularly not being completed in lessons 

Homework 

Homework will be set for you in all years from Year 7 to Year 13.  

 In Years 7 and 8, homework is optional. 

 In Year 9, homework has been reduced and should only take you 30 minutes per task. You should 
stop work after 30 minutes 
(if you are a student who 
has extra time in exams, 
you should stop after 35 
minutes). 

 In Years 10-13, homework 
is very important in 
consolidating the work you 
have completed in lessons 
– but if you are having 
trouble completing your 
homework, please let you 
teacher and Head of Year 
know.   
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It is very important that you submit all homework and classwork using Teams Assignments. This means 

that your teachers can easily access the work and give you feedback.  

If your teacher sets work on ‘Assignments’ you should not email the work to them or send it in a ‘chat’ - 

you need to upload it as below. 

Seeing What Work is Due  

Navigate to the General channel in your class, then select Assignments. This will show you all work 
that has been set in that class. You can also select the Assignments tab on the sidebar (red arrow) 
to see all assignments from all of your classes.  

 

Tip: You can use your 
search bar to search 
for an assignment by 
keyword. 
 
Your assignments will 
be listed by order of 
their deadlines. Scroll 
up or down to browse 
the list. Assignments 
you haven't opened yet 
will have a bold title. 
Late assignments will 
include a Past due 
warning. 
 
 

Submitting work 
 
Select the assignment you want to submit. This will load the following screen. You can then upload 
your work in any format—photos, Word docs, Powerpoints etc.—you do this by selecting +Add 
work. You can add more than one file (e.g. several photos of your work).  

 
Once you have added your files, you need to 
remember to click on ‘Turn In’ which submits 
it to your teacher.  
 
If you make a mistake you can add more files 
and click on the three dots to delete a file.  
 
 
 
 
 
 
You can see the status of any assignment 
simply by clicking on it in the Assignments tab: 

 

Not turned in The due date for this assignment has passed and you can no longer turn it in. 

Turned in             You'll see a time and date stamp of your most recent turn-in. 

Returned You'll see a time and date stamp of when your teacher returned the assignment to you. 

Turn in again 
You'll see this option when your teacher has returned an assignment to you but is still accepting submissions. This 

means you can submit any revisions your teacher has requested. 

Undo turn in 
Your teacher hasn't returned your work yet and submissions are still open. Use this option if you forgot to include 

something or want to update your work before turning it in again. 
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Try to engage in all parts of our 

Guided Home Learning—including 

the fun tasks we will set, the 

assemblies and Form Group tasks 

your Form Tutor might set.  

 Although you may have 

some extra time in bed 

without a journey to school, 

aim to wake up around the 

same time every day. This 

helps stabilise your internal 

clock and improve your 

sleep overall. You’ll feel less 

tired, more refreshed, and 

find it easier to concentrate 

throughout the day.  

 Keep to your established 

morning routine if you can – 

get ready, washed, and 

dressed as if you are going to school. This will help you get into the right mind-set for learning.  

 Try to set aside a work area separate from your sleeping area, as this will help to prepare you for school -mode 

and make it easier to switch off at the end of the day. You don’t need a big space to do this – a small desk set 

up in a corner of your room, or a laptop at the end of the kitchen table can do the trick. If you ’re working with a 

small space, you could try setting up temporary ‘zones’ by hanging blankets or screens to visually separate your 

work area from your bed or living area.  

 Clear your work surface of clutter and set up your equipment to avoid physical strain – do a self-check using the 

guidance at nhs.uk/live-well/healthy-body/how-to-sit-correctly. If you don’t have a chair with back support, you 

could add a firm pillow.  

If you would like to talk to your Head of Year, the school counsellor or Ms Clark then they can be 

contacted on these numbers: 

 

Mrs Harvey   07584 219 481 

Ms Dixon   07934 721 411 

Mrs de Florimonte 07592 689 044 

Ms Manser   07516 575 679 

Rachel   07827 336 223    r.durrant@sut.gdst.net (School Counsellor) 

Ms Clark   07516 569 242 

Sometimes it is difficult to talk to family and friends so here are some places you can contact instead: 

Childline   0800 1111 

Samaritans  116 123 

Hopeline  0800 068 4141 

NSPCC  0808 800 5000 

CAMHS  0203 513 3800  

www.offtherecordonline.org 
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www.suttonhigh.gdst.net 

Senior School: 55 Cheam Road, Sutton, Surrey SM1 2AX  

Prep School: 86 Grove Road, Sutton, Surrey SM1 2AL 

020 8642 0594 

It is important to stay active when you’re stuck inside 

Exercise has so many incredible benefits – and they go far 
beyond simply building strength or losing weight. 

Staying active can help to ease symptoms of mental illness, 

and it can also help to ward of physical illness too. So, if 

you’re stuck at home but feeling healthy in yourself, it’s more 

important than ever to make sure you’re moving your body 

and not just hopping between your bed and your sofa or desk 

for nine-hours every day. 

Looking after your physical and mental health is very 

important and you can do this by doing some form of 

exercise for 30 minutes every day, anything that gets your 

heart beating faster than normal. If you have a house with stairs, using the bottom step for some step-ups is a 

great idea, but star-jumps can also be an easy form of exercise in a smaller space. Planks are a great way to 

build core strength in a small room, too – you 

could set yourself a plank challenge over the next 

few weeks. There are lots of home workout videos 

for free on YouTube and also sound-based 

instructions for workouts on Alexa.  

Remember to eat fruit and vegetables (at least 5 
portions) every day, drink plenty of water and 
don’t overload on sweets and chocolate. It is very 
tempting to snack a lot when you are in your own 
home – but try to stick to your normal routine.  

TOP TIP: Before the start of the school day, fill 
up a water bottle and have it near you while you 
work—refill it at break and lunch. 

 


