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Dear Parents and Carers,

As part of our Home Leammg ploms, we have created a guLde 1o
support you using Microsoft Teams and Microsoft OneNote software.
This will enable you to access resources Tor your child, communicate with
your child’s Class Teacher and record your child’s learning in their
Class Notebook (like an online jotter).

We have provided a jotter for your child to write in with their logins
For StudgLadder, Sumdog and Glow, however, any additional tasks can
be uploaded or completed in their Class Notebook. This is useful if you
would like to share photographs of your child’s learning with their
teacher, as it can be accessed through a range of smart devices and
technology. This is also useful for your child to practise enhancing their
digital technology skills.

Both Teams and OneNote are free to download as an app for various
devices (smartphones, tablets and [aptops) and you can also access these
through your internet browser. Please note, Teams does not work on

Safari internet browser (default For Mac/ Apple devices). However, you

can either download Cioogle Chrrome browser (for Jcree) or- the app
versions of the programmes for these devices.

This is not a ful[g comprehens'we gutde, but we hope that it will suppor-t
you to use technology to promote and record learning For your child
during this difficult time. We have included steps for both the web
versions and app versions of MS Teams and MS OneNote in attempt to
support you with whatever technology you already have at home.

¥ you have any additional questions or queries, please do not hesitate to
contact the school office via email at office@westercleddens.e-
dunbarton sch.uk.

Thank you For your continued support,
The Team at WCPS
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Glow Pri Poli
Qur Commitment to Data Prtvacg is committed to complg with the EU
Ceneral Data Protection Regulatton (GDPR) .

Key GDPR Requirements

The following are a few examples of the key GDPR requirements that
apply to both individuals and ourselves:

. Committing to security and privacy measures required under the CDPR.
. Assisting our customers with satisfying their GDPR data security and
privacy requtrements.

« Notifying regulators of personal data breaches on our systems and
promptly communicating any such breaches to our stakeholders and end-

users.

. Ensw'mg when our staff that access and pI0Cess OUr- users personal data

they are bound to maintain the confidentiality and security of that
data.
. Ensurmg that all personal data is held to the appltcable data

management, security and privacy standards reoLULLred under the GDPR

Privacy Informat

We will apply appropriate protection and management of any personally
identifiable information you share. Ang persona[ information you do
provtde will be held and processed in accordance with the Data Protection

Act 1998 (DPA) and the GDPR. We will not pass on. your details 1o any

third party unless you give us permission to do so.

Privacy Notice — How Wa Process Your Porsonal. Informat

Ang persona[ information prodeed will on[g be used to dLscharge our
statutory functions and other relevant [egLs[atLon, maintain our accounts

and records and to support and manage our staff. We will only use




information for those pur-poses, but we will share it with others for other
pUIposes where it is legal and justifiable.

We will manage, maintain, and protect all information accord.mg to the
requirements of the DPA and other legLsLat'Lon. We also adhere to our
own information po[LcLes and government best practice.

We take your privacy sertou,slg and are committed to responstble
handlmg of personal information in accordance with our Information
Charter, which is as follows.

We will:

® make sure you know why we need it.

® ask only for what we need and not to collect too much or irrelevant
information.

® protect it and make sure nobody has access to it who should not.

e let you know if we share it with other organisations to give you. better
public services — and. if you can say no.

® make sure we do not keep it longer than necessary.

® not make your personal information available for commercial use

without your permLssLon.

e Please note that any photographs/tasks completed shared, on
Microsoft OneNote (via your child’s Class Notebook) will only be
viewed by your child, their Class Teacher and the Senior
Leadership Team at Wester Cleddens Primary School.

Please ensure that you are using the sections outlined in the
guidance below.

The Collaboration Space is open to everyone in a dass, and all
class members can read, write and view anything that any

member of the dass posts in this part of the notebook. Teachers

and. pupils can also create new sections and pages in ways that
work best for them.




OneNote Class Notebook and Microsoft Teams

Microsoft Teams has been set up so that each dass has an online
network that can enable parents to support leammg whilst
communicating with the school.

This works hand-in-hand with Microsoft OneNote software. This is
where your child has a Class Notebook (online jotter) set up for them to
use. It really helps if you have both apps downloaded onto your smart
phone, tablet or laptop, however, your child can still access these using a.
web browser too.

You can do this bg downloadmg the apps onto your device or Loggmg into
the Glow website via https:/ / 9Low.rmumfg.com/ .

I¥ you are logging in via the website, you or your child enters their
username (as seen on the inside of their Home Leammg Jjotter e.g.

gw20bloggsjoe) and then their password. below. The screen may ask you

to review and accept the RM Untfg cookie poltcg and then it will take you
to your child’s Glow Launch Pad.
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Figure 1 - Glow Launch Pad
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This will display several apps including Microsoft Teams, click this icon
and it will direct you to your allocated Team. This should then display
an icon of your child’s stage e.g. Primary ID. Click this icon to be
directed to the General forum.

99+ Glow - Launch Pad X @ General (Primary 10) |Microsoft X+

C {Y 8 teamsmicrosoft.com/_#/school/ClassNotebook/General?threadld=19:70e20c3887cb43b09ecaT Oecfeb0bI63 @thread.tacv2& cte=channel

Microsoft Teams Search for or type a command

m General Posts Files Class Notebook Assignments  Grades

- SRS I<7‘
m rimary 10 Team * Primary 1D Team Notebaok (4 immersive Reader  # Cpeninapp~ @ Help @ TermsofUse  eee

Welcome to Primary 1D's Class Notebook!

Primary 1D

Your child's OneNote Class Notebook is a digital notebook for the whole class to store text,
images, handwritten notes, attachments, links, voice, video, and more.

Each notebook is organised into three parts:
1. Student Notebooks — A private space shared between the teacher and each individual student. Teachers can
access every student notebook, while students can only see their own.

2. Content Library — A read-only space where teachers can share information with pupils.
3. Collaboration Space — A space where everyone in our class can share, organise, and collaborate.

—
Download the Teams desktop app from ﬂ ‘
here at any time. =——

Figure 2 - General forum and Class Notebook

¥ you are loggi.ng in via the app, Yyou or your child must enter their
username as above and add @glow.sch.uk to the end of this to allow you

to login (or it will display Please enter a. valid sign-in address). For
example, gw20bloggsjoc@glow.sd1.uk. This will redirect you to the Glow
Sign In website where you or
your child should enter their
password and. click Sign in.

This will take you to a page
which displays ‘Get homework
done anywhere.” click Next,
then click Next again, then dlick
Cot it. You should now be
directed straight to the General
Forum For your child’s class.

Figure 3 - Teams App opening
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The screen should then open as below. I not, ensure your child’s dass
Team is selected on the left hand side.

Next, select the More tab at the top rLght—hand corner.

1:26 Thu 19 Mar wll 3G 16%0 )

= Q Teams 8

v m Primary 1D

eneral

See all teams ’ ﬂ

No cne has sent any messages yet

Try @mentioning the people you want to participate in this channel.

[ New post

@ Activity 86 Teams Assignments Calendar

Figure 4 - App screen when Teams is logged in

Select the Class Notebook option as below and this will then open, the
Microsoft OneNote app. You may need to download this for free from

gOlM’“ d@VLCQ'S app store.

0 sctvity &3 Teoms

Figure 5 - Teams App screen 'More' tab




Steo 2 — Accassi ild’s Class Notebool

I¥ you are using the website version, the screen will display similar to
below. Click the arrow circled below to open your child’s Class Notebook .
Please ensure the Class Notebook tab at the top of the screen is selected.

e ome nse raw ew e en In browser
E v | Segoe Ul viis v B e = =
O Welcome to Primary 1D's Class Notebook!

Your child's OneNote Class Notebook is a digital notebook for the whole class to store text,
images, handwritten notes, attachments, links, voice, video, and more.

Each notebook is grganised into three parts:

. Student Notebooks — A private space shared between the teacher and each individual student. Teachers can
access every student notebook, while students can only see their own.
Content Library — A read-only space where teachers can share information with pupils.

. Collaboration Space — A space where everyone in our class can share, organise, and collaborate.

Figure 6 - Class Notebook Welcome page

There is some brief welcome information stated on the Class Notebook
area and your child’s name should appear in the tabs as shown above.

When you click your- child’s name, a number of tabs should d’Lsplag
underneath. They should read: Literacy, Maths, and Health and

Wellbe’mg. These tabs are where your child’s work can be completed or

stored..

Figure 7 - Class Notebook tabs




I¥ you are using the app version of Teams, you will be required to
download the app version, 0of Microsoft OneNote as well. These work
together hand-in-hand as an online platform for Microsoft Teams.

B8 Micrasot

Figure 8 - OneNote opening screen Figure 9 - Sign in screen for Glow

Remember to log in using your child’s Glow username plus @glow.sch.uk

at the end so that the app recognises this as an email address.

< Teams 11:29 Thu 19 Mar

Settings

I Pupil email

" Quick Notes
Edit and View
Sync
Q Notifications the top-left.

] Navigation

Enable Experimental Features ()

Enable Class Notebook

-+ Page

Figure 10 - App screen once logged in

The screen above will appear-. Click ‘close” (circled above) to go to the
main screen. | no Class Notebook appears, please close the app, go back
into the Teams app and Yollow the above steps again to access your

child’s Class Notebook .




Step 3 — Adding pages to Class Notebooks

You can add new pages For each activity you complete. This will allow

your- child’s teacher to see and respond. to your child’s learning. You and

your child can keep activities organised by using a. new page each time
your child completes a task — just like they would in a school jotter-.

¥ you are using the web version, click the + symbol to add a page as
circled below. You can give each page a title to describe what activity

your child is completmg.

w19 Glow - Launch Pad X @ General (Primary 10) | Microsoft X +

&« c 0O @ teams.microsoft.com/_#/school/ClassNotebook/General?threadld=19:70e20c3887cb43b09eca7Oecfeb0b963 @thread.tacv28ictx=channel

Microsoft Teams Search for or type a command

m General Posts Files Class Notebook Assignments Grades

File Home Insert Draw View Help en in browser v

vEv B I U £v Av - EviZv e Ay Bee B B

B Primary 1D Team Notebook

‘00’ joined phoneme

Figure 11 - Adding a page for each activity

As the example above, this is an infant spellmg activity. These are saved
as you go along, meaning you do not need to Worry about thmgs beLng
lost if you Yorget to save them or if your device's battery goes flat

(prodeed you. are still connected to the internet).

It is he[pfu[ Lf you click the correct tab beforehand, for example, click
Maths then add a page to add an activity to your child’s Maths section
of their Class Notebook.

|f You are using the app version, the screen will appear almost exactlg

the same as above. The steps to add a page using the app are the same.
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¥ using the web browser, you can add your page title. Click anywhere on

the white page then you can begin typing.

99+ Glow - Launch Pad X @ General (Primary 10) |Microsoft X+

& C {Y 8 teamsmicrosoft.com/_#/school/ClassNotebook/General?threadld=19:70e20c3887cb43b09ecaTOecfeb0bI63 @thread.tacv2& ctx=channel

Microsoft Teams Search for or type a command

m Class Notebook

File Home Insert Draw View Help QOpen in browser
D~ [l | caibritight  ~v/20 v/ B I U &£v Av & A - B stles~ | B Tags~ %

= Primary 1D Team Notebook
Page Example

Welcome ‘00’ joined phoneme
18 March 2020 13:36

> _Collaboration Space Untitled Page
> _Content Library Page Example
| Literacy

l Maths

Health and Wellbeing

+ Section ~+ Page

Figure 12 - completing an activity in web version

s+ Glow - Launch Pad X i General (Primary 1D} | Microsoft X +

& c Q @ teams.microsoft.com/_#/school/ClassNotebook/General?threadld=19:70e20c3887cb43b09eca7lecfeb0b963@thread.tacv2& ctx=channel

Microsoft Teams Search for or type a command

m Class Notebook

File Home Insert Draw View Help Open in browser ~

v v | Calibri vt v B I U &v Av ¥ A = i = SE =V A osyless | B Tagsw W

’ Page Example

19 March 2020 13:36

This is a test example.

Figure 13 — Dictation feature

In this feature, you can also dictate to your device to type what you are

saying. You can do this by selecting the microphone icon, as circled above.

10




Your browser will ask you to grant permission to use your device's

mtcrophone — you must select Allow for this function to work.

¥ you are using the Dictate feature, please remember to say words to
punctuate sentences when needed, for example, saying Full stop' or new

paragraph .

9% Glow - Launch Pad X @ General (Primary 1D) | Microsoft X 4

<« C {) @& tesmsmicrosoftcom/ #/school/ClassNotebook/General?threadid=19:70e20c3887cb43b09eca Oecfeb0bI63 @ thread.tacv2&icte=channel

Microsoft Teams

m Class Notebook

v [l | Calibri ~11 v B en in browser | <8 - =y = = Lrosylesv B Tagse By O

- Primary 1D Team Notebook
Page Example

Welome | ‘oo ' joined phoneme
19 March 2020 13:36

> _Collaboration Space Untitled Page

> _Content Library Page Example This is a test example.

I Literacy
l Maths

| Health and Wellbeing

Figure 14 - web browser version

|f Yyou click Open in browser as above, you can also access the Immersive

Reader tool. There is a separate gu.Lde to using this. This can benefit

children as theg progress throughout the school, as it has several

Features that can suppor-t children’s leam'mg.

T

Immersive
Reader




Step 5 — Ideass or activit

On both versions, d'uldren can draw, write and type by using the Draw

Feature.

Thursday, 19 March 2020 13:22

-+ Page

Figure 15 - App version draw feature

Bg using the options provtded, children can practise handwrttmg, letter

Formation, written workmgs/ caleulations or just have fun d,mwmgl

< ull 3G 9%
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Primary 1D Team Notebook
“~ 2
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‘00’ joined phon... ‘
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No additional text )

== rgunboon

W FLELNO

4

. S
— ot

+ Page

Figure 16 - rainbow writing example




Text can also be added here, before or after dmw'mg. This can be done
by selecting Text Mode then clicking anywhere on the page.

13:23 Thu 19 Mar

O
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Primary 1 ok
I 2
View Class Notebool ¢
. -
A Text Mode 7 Lasso Select % Insert Space ™ —|— C- Shapes .’TL Ink to Shape & Drawing Mode
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Figure 17 - left or right hand orientation settings

¥ you have a. stylus pen to use Jor your device, you can change
orientation of how your child uses this, please see the image above. This
can support both left-hand and right-hand positions, so that your child

can lean comfortably whilst writing and the device will recognise this.




¥ you wish 1o insert a photograph into a page, please dclick the Insert tab
at the top bar and then it will let you choose whether you want to select
the Camera or a picture From your device that you have already taken.

<4 Teams 14:35 Thu19 Mar
3

Insert Class Notebook
o P re Boreor Gpuk T [ [

< Literacy

‘00" joined phon...

No additional text s * e g — \ .
Untitled Page b %)/ l '{ 3’%’

No additional text

Figure 18 - adding photographs or pictures

I¥ you wish to add a photograph via the web version, you can do this by
using the same steps as above, however, you may need 1o make sure that

you have clicked on the page For this to work correct[g.

We hope this gutde will he[p answer any questions you may have
regardmg the set-up of these resources. Aga'm, LT there are any
questions regardmg angthmg within this 9ui,de, please contact the school

of fice via email office@westercleddens.e-dunbarton. sch.uk.
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