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Remote Learning Expectations 

We routinely use Microsoft Teams as a platform for remote learning in addition to using it to support 

everyday learning and teaching. The expectations in the online classroom are no different to those our pupils 

are expected to meet in the classroom within Lourdes Secondary School. 

We have an agreed Promoting Positive Relationships (PPR) Policy which all should follow. In addition to the 

PPR policy you child should adhere to the following when learning online: 

✓ Regularly log in and check for updates. 

✓ Report any technical issues to their teachers as quickly as possible. 

✓ Attempt assignments to the best of their ability. 

✓ Ask for help if they need it. Where possible, attempt assignments and ask for help in advance of the due 

date. 

✓ Only post comments that are appropriate and ensure these are posted at a reasonable time of day. 

 

Any behaviour online which is deemed to be not in keeping with our shared school values will be reported by 

Class Teachers to your child’s Year Head, the same way it would be in a physical classroom.  

Our shared approach to Promoting Positive Relationships is key to our success as a school. Pupils should be 

always responsible and respectful to help make our online learning and teaching experience enjoyable. 
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This Digital Technology & Wellbeing guide will provide advice on using the Microsoft Teams to support your 

child’s progress in courses as well as provide guidance in using ACHIEVE and lastly guidance for digital 

wellbeing and online safety. 

 

1. How to Sign into GLOW 

2. How to access GLOW email 

3. How to Download Microsoft Office 

4. How to Download the Microsoft Teams Desktop App 

5. How to sign into the Microsoft Teams App 

6. How to use Microsoft Teams 

7. How to view assignments on Teams 

8. How to upload work and files on Teams 

9. How to access and use ACHIEVE 

10. Digital Wellbeing guidance and resources 

11. Online Safety guidance and resources 
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How to Sign into GLOW 

1. Search ‘glow login’ in the Google search bar. 

2. Click on the result ‘Glow – Sign In – RM Unify’. It can also be 

accessed by  

clicking on this link: Glow - Sign In (rmunify.com). 

3. Once on the Glow sign in page, your child should type in their 

Glow username  

and password. Their username will look something like ‘gw19simpsonhomer’.  

 

If a pupil has forgotten their username and/or password, they should contact Mr 

Marshall or staff from the Digital Strategy Group who can provide them with this 

information and reset their password. 

4. Once logged into Glow, pupils will have 

access to the Launch Pad. 

 

Video Tutorial on how to access the Glow 

Launchpad: https://youtu.be/BDWZskni-Fw 

 

Video Tutorial on how to edit the Glow 

Launchpad: https://youtu.be/2ZMXQ72xvHc 

 

https://youtu.be/BDWZskni-Fw
https://youtu.be/2ZMXQ72xvHc
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How to access Glow email 

 

Once logged in to Glow, your child should click on the ‘Mail’ tile on the Launch Pad. 

Their email account will display as shown below. Pupils can compose an email by clicking on ‘New message’. 

If your child needs to contact their Guidance Teacher or any Class Teacher for support, they should do so using their 

Glow email address. 

Pupils should check their Glow emails regularly for any updates from their teachers. 

Video tutorial on how to send and reply to email: https://youtu.be/5qWcn5PTDFY?si=VAOY-6zNoDax2OJ3 

 

 

 

 

 

 

 

 

 

 

 

 

https://youtu.be/5qWcn5PTDFY?si=VAOY-6zNoDax2OJ3
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How to download Microsoft Office 

 

Microsoft Office can be downloaded through Glow for  

free. 

1. Once logged in to Glow, click on the ‘Download 

Office  

Now’ tile on the Launch Pad. 

2. The screen shown below will appear and you 

should  

click on ‘Install Office’ as indicated. 

3. The screen shown on the right will appear and 

further instructions will be provided to complete the 

download successfully. 
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How to Download the Microsoft Teams Desktop App 

 

1. Search ‘download Microsoft Teams’ in the Google search bar. 

2. Click on the result ‘Download desktop and mobile apps | 

Microsoft Teams’. It  

can be also be accessed by clicking on this link: Download desktop and 

mobile apps | Microsoft Teams. 

3. Click on ‘Download for desktop’.  

4. Click ‘Download Teams’ and follow instructions when prompted. 

5. The Microsoft Teams icon should appear on your desktop once it has 

been downloaded successfully. 
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How to sign into the Microsoft Teams App 

 

1. Your child should open the Microsoft Teams app on their desktop and type in their full Glow 

email address, including @glow.sch.uk.  

2. They will be redirected to the Glow sign-in page where they should type in their Glow password 

and click Sign-in.  

3. The following screen will appear, and they should click ‘No, sign into this app only’.  

Your child should now be logged in to Microsoft Teams and their home page should look like the 

image shown here on the right. 
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How to use Microsoft Teams 

 

To access different teams, pupils simply click on the tile of the team they 

wish to access on their home page. 

If any team name appears in bold, there has been some recent activity, 

and your child should access that team for updates. 

Once your child clicks on a team tile, the team will open, and they will 

have access to updates, resources, and assignments. 

All class teams have the same basic layout. There are different tabs at 

the top of each team that will allow you child to access different content.  

By clicking on each of the tabs they will be able to access the following: 

✓ Posts – Information on tasks being set each day/week and updates 

from their Class Teachers. 

✓ Files – Resources and support guides are stored here. 

✓ Assignments – Any assignment to be completed can be found by 

clicking on this tab. Instructions, resources and due date will be 

detailed here. 

✓ Grades – Provide an overview of all assignments and marks achieved 

where appropriate. 

 

Video Tutorial on how to find and use Microsoft Team on Glow:  

https://youtu.be/F2BbtyY4tSU?si=3iurpG27RclP6ktc 

https://youtu.be/F2BbtyY4tSU?si=3iurpG27RclP6ktc
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How to access Assignments in Microsoft Teams 

 

To get an overview of assignments due, in date order, your child should click on ‘Assignments’ on the menu bar at the 

left-hand side of Microsoft Teams. 

 

1. They will get a notification when 

an assignment has been set in one of 

their  

class teams. 

2. Click on the tile with the 

assignment notification and then click 

‘View assignment’. 

3. Instructions for the assignment along 

with any resources required and the 

due date will then be visible. 
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How to upload work to Assignments in Microsoft Teams 



13 
 

ACHIEVE Student Support Pack Lourdes Secondary School 

Designed for Scottish students studying National 5 and Higher Courses, ACHIEVE’s online digital courses provide broken down key 

topics and concepts, each clearly explained and illustrated. There are hundreds of links to free resources and SQA exam 

questions and solutions. Online assessments will test your child’s understanding and help 

them identify their strengths and areas for improvement.   

 

ACHIEVE can be easily accessed via the Glow Launchpad.  

Click on the ACHIEVE tab where you will be directed to sign up or log in.  

Simply Sign up with your Glow email and generate a secure password. 

 

 

 

 

 

Another way to access ACHIEVE is by following these 3 simple steps: 

1. Visit https://achieve.hashtag-learning.co.uk/ 

2. Sign up with your email address and password 

3. When prompted, enter the Lourdes Secondary School code: 4kWEHiXJ 

From here you can select all your National 5 and Higher courses, and  access the Learn, Assess and Self-evaluate modules for 

each. 

https://achieve.hashtag-learning.co.uk/
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Digital Wellbeing & Online Safety 

 

Although the internet is a fantastic resource there 

are several risks associated with its use. As a 

school we hope to raise awareness of the risks 

associated with using different online platforms 

and how to seek support where required.  

Within this document you will find links to 

resources that will help to support your child in 

having a safe and positive experience whilst using 

different online platforms.  

These resources provide: 

✓ An overview of potential risks associated with being online. 

✓ Conversation starters to help start discussions with your child around internet safety. 

✓ Safety tools on social media platforms and other online services. 

✓ How to set up filters with your own internet provider. 

✓ Advice regarding smart phones, gaming and other internet connected devices. 

✓ Information on how to report inappropriate content or material that may be of harm to your child or others 

online. 
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Useful links to support Online Safety & Digital Wellbeing 

Securing your devices – National Parent Forum of Scotland (npfs.org.uk) 

How to set up parental controls and different devices  

Online Safety – National Parent Forum of Scotland (npfs.org.uk) 

Parents and Carers | Safer Internet Centre 

Thinkuknow - home 

The health impacts of screen time: a guide for and parents 

SaferSchools online safety articles 

 

 

 

 

The Cyber First Aid Box is designed to support families recover from online harms. 

Designed in partnership with Decode Cyber Solutions and Education Scotland’s Digital Skills team – it is a free resource available 

to everyone. 

Follow the link below for access to the Cyber First Aid Box: https://roxannekerr.wixsite.com/my-site-1 

 

 

https://www.npfs.org.uk/wp-content/uploads/edd/2020/05/NPFS_securing_your_devices_E.pdf
https://www.internetmatters.org/parental-controls/
https://www.npfs.org.uk/wp-content/uploads/edd/2020/05/NPFS_online_safety_E.pdf
https://saferinternet.org.uk/guide-and-resource/parents-and-carers
https://www.thinkuknow.co.uk/parents/
https://www.rcpch.ac.uk/sites/default/files/2018-12/rcpch_screen_time_guide_-_final.pdf
https://oursaferschools.co.uk/home-learning-hub/articles/
https://roxannekerr.wixsite.com/my-site-1
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