
Remote Working Training

Teaching staff - March 2020



Why are we doing this training?
1. Students and staff will be expected to work following the normal timetable as far as 

possible.
2. Academic work should be as demanding and purposeful as it would be were the school 

open, though it is acknowledged that it may be different in its nature owing to the 
circumstances.

3. Heads of Department, Tutors and Housemasters will maintain an overview role to support 
teachers and students in the maintenance of progress and achievement.

4. The systems of the school -  in particular Rewards, Sanctions and Reporting - will continue 
to be used as far as they are practicable.

5. In the event of a long closure, frequent communication at all levels will be key to 
maintaining a sense of purpose and community and everyone needs to play their part in 
initiating and keeping up dialogues with staff, students and parents..



Zoom - plan for today

1. Open the Zoom app from 
Applications

2. Click sign in and use 
Google

3. Perform a test call
4. Schedule a meeting
5. Trial it (later)



Sign in using Google and create your account

● Zoom uses Google to log in.
● Open the App and then Sign in 

with Google
● It will open a browser to 

authenticate you
● Then click open when 

prompted to open the app



Don’t have the Zoom app installed?

If you do not have the zoom.us app installed then please 
go to zoom.us/test  and click Join. This will start the app 
installation.

You may be asked to grant permissions to the app to allow 
it to access your computer’s microphone and camera. 
Please say yes to these, but no to file sharing (unless you 
want to use it to share files).

If you see "zoom detected a problem with your computer's 
audio and needs to restart, enter admin username and 
password" this likely means the speakers are on mute

https://zoom.us/test


The Zoom App



Scheduling a meeting

● Create a time and give it a name
● Use your own meeting ID
● Start with your video on, but the 

others off
● You can link it with Google Cal, or 

just create a set of instructions to 
put in a task for students

● Mute the students to start
● Don’t allow them to join before you



Inviting others to a meeting

Students need to know the URL of 
your meeting room. 

Either copy the whole invite and 
send in a Firefly task, or just send 
them the URL.

It will be the same URL for all your 
meetings.



Running a meeting



Participants - managing the flow of the meeting

Students should open the participants tab. Here they are able to raise a hand, 
say yes / no / go faster etc.

You can also unmute people and see a list of people attending



Joining a meeting (students)

● Students will click on the URL of the meeting and it will prompt them to 
open the app.

● They will then join the meeting, but their video and audio will be muted
● You can then unmute people from the participants tab if/as you want.


