SCHOOL CLOSURE

REMOTE LEARNING
USER GUIDE
For use by students in the
event of a full school closure

Overview
Meaningful

Manageable

Safeguarded

Flexible

A bespoke CHS
curriculum which is full
of purpose, clarity and
direction.

Our provision is
streamlined using
Microsoft Teams.
One platform allowing
uncomplicated access
across the curriculum.

All our staff have been
trained to ensure your
children are safe,
monitored and cared for.

The whole
curriculum is offered access all areas.
You are the expert with
your children.

Rigorous

Interactive

Enriching

Creative

A full curriculum
delivered by
and committed
experienced CHS
staff.

Face to face teaching,
instant messaging,
planned lessons and
feedback.

A broad, purposeful
and stimulating
curriculum offering
development beyond
the virtual classroom.

Performing Arts,
Design Technology
and Art are all integral
parts of our curriculum.
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CHS STUDENT

VIRTUAL 7

7 lautriV

In light of the new remote learning we have now have a ‘Chertsey High Student Virtual 7’, Please may I ask
that you also take the time to go through each point with your child, so the expectation is made clear to them.

INDEPENDENCE
Asking for help when needed, email your teachers
Knowing which key skills are needed to complete different tasks
Developing curiosity, communication and critical thinking
Time management, using your time wisely and take breaks

MOTIVATION
Believe in yourself
You are still learning even though it is remotely

KNOWING THE BIGGER PICTURE
WITHIN EACH SUBJECT
Becoming 21st Century ready
Understanding the cross curricular links
Understanding how these skills and the knowledge you are
acquiring will help you in wider society

VALUING THE IMPORTANCE OF LITERACY
You can utilise and develop your literacy skills in every subject:
Use key words regularly, confidently and appropriately.
Use subject-specific and sophisticated vocabulary in all spoken and written
responses
Take opportunities to read
Read around your subject
Proof-read your work, ensure that you are using your SPAG rules

USING FEEDBACK EFFECTIVELY
Self-evaluate your own work
Using the success criteria

MANAGE YOUR OWN LEARNING BEHAVIOUR

Attempting all aspects of work
Understand what helps you learn most effectively

RESILIENCE
Becoming a resilient learner
Trying to keep positive
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Your Timetable:
Students timetables will be exactly the same as the one they have when at school.
There are five lessons a day, over an alternating two-week schedule (A week and
B week). Teaching staff will schedule live lessons which students will be able to
access via Microsoft Teams.

Time

Sessions

8:30 - 8:50

Tutor Time

8:50 - 9:50

Period 1

9:50 - 10:50

Period 2

10:50 - 11:10

Break

11:10 - 12:10

Period 3

12:10 - 13:10

Period 4

13:10 - 14:00

Lunch

14:00 - 15:00

Period 5

Lessons will be scheduled and
appear in students individual class
Teams.
These will be lessons for just the
class rather than year group lessons.
Full lessons will be taught by original
teachers, and homework will be set
as normal.
At the end of the day, remember to
go outside and take a walk or do
some exercise. Aim for at least an
hour outdoors.
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Careers:
So often it is easy to lose sight of the bigger picture and now, more than ever, it is
important for students to see where they are going and what all of this leads towards. We
are committed to ensuring that we, at CHS, are providing the best possible opportunities
and experiences as we can in the current circumstances.
Over the past year companies have put a huge amount of work into providing digital
provisions for students and parents. As we speak the job market is changing from
moment to moment, the future is uncertain, however with preparation and a bit of
inspiration we will work together to get you the futures you deserve.
Below is just a small taste of the resources that we have put together for you to go
through and investigate the vast array of careers out there and have a bit of fun. For more
information please visit our Careers website or follow us on twitter.
Success at schools – Parents and Carers
guide to helping your child begin their
careers journey:
From university and apprenticeships to work
experience, Success at School's careers
guide for parents is packed full of advice to
help you steer your child through the
confusing world of careers choices.
Please click here.
Education and Employers – Careers and
personality quiz:
Take the quiz to see which job areas might
suit you then start exploring opportunities
from apprenticeship or traineeship to researc
hing job sectors. There’s a huge variety of
options you may not have thought of.
Please click here.
Careers Interviews:
Please do visit the careers section of the school website as well as our twitter account to
watch our weekly interviews with different professionals for a bit of inspiration and
information about the job market out there.
https://www.chertseyhighschool.co.uk/1163/careers
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Digital work experience
Brighton and Sussex Medical School Thinking of medicine?
This course provides a 'virtual' work
experience for those looking to apply to
medical school. You will be introduced to the
NHS before exploring the roles and skill sets
of six different medical specialists. Along the
way, you will also consider some of the
challenges and wider issues doctors face.
Please click here.

Barclays life skills - virtual work
experience:
Virtual Work Experience gives you a unique
opportunity to gain work experience in a
company that you might not normally get
access to while highlighting the essential skills
you might need. You’ll get to see the inner
workings of a ‘digital transformation’ agency,
and actively work with different departments
on one exciting project, helping them solve
problems and complete real-life tasks. Please
click here.
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Fitness and

Wellbeing:
Personal fitness and wellbeing are essential components
of a well-balanced curriculum and go hand in hand with
positive mental health.
As well as activities being set by the PE department,
students should be encouraged to take some time away
from doing work on a screen; do something active or calm
the mind.
PE Challenges:
All Mr Ball's adventurous PE Challenges can be found
here.
The following resources may be useful:
Yoga Ed – Yoga classes for children,
teens and adults.
Joe Wicks daily workouts
Oti Mabuse dance classes
PE Instagram Account
PE Twitter Account
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Our Core Online Offer:
All the main work is set using ONE platform - Microsoft Teams.
Each student has been added as a member of a virtual class. This
is an online version of the class they would normally be in at
school and contains the teacher and the other students in the
group.
Students have a messaging area where they can interact with the
teacher and ask any questions. Teachers may also post additional
advice and guidance here to keep students motivated.
ONE NOTE: Within Teams staff will be using one note. A video
has been uploaded on to our YouTube channel to help you
familiarise yourself within this.It's basically an online exercise book
for each student.
Lastly students have an assignments area where all the homework
is set. Students hand in work to this area and will receive feedback
from their teachers for every piece of work that is handed in.

Live Lessons:
The standard of conduct expected in an online lesson is the same
as we would expect in a normal school lesson. Please take time to
read the student CHS Student Virtual 7.
A member of staff will be present in these lessons at all times.
All lessons will be recorded.
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Homework:
Teachers will continue to set homework as required, in order to support learning in
lessons. However, we will endeavour to set homework that is non-computer based and
therefore does not add to overall screen time. For example, homework might be a set
reading or listening (podcasts and audio books) task related to the subject or in the case
of Art and Design, a drawing or gathering materials task.
Students can see a full list of their homework via the Assignments tab. This also gives
information about when the homework was set and when it is due in.
Teachers will check reading tasks by asking questions (which sometimes might need to
be submitted using the ‘Hand in’ button in ‘Assignments’) or by asking student to upload a
photo in the case of drawing work. A good app for taking and uploading photos of work is
Microsoft Office Lens (downloadable form the App/Play store). Office Lens takes a highquality image so that it is easy for the teacher to view.

Homework set by
teachers.

Complete homework
before deadline.
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Hand in homework.

Parents Evening/

Grade Collection:
Parents Evening
We are continuing with our Parent Evening schedule exactly as planned, for
all Year groups. For the academic year 2020/21 all Parent Evenings will take
place remotely using the School Cloud Parent Evening virtual system. Dates
of the scheduled Parent Evenings can be found on our website. Evidence
suggests that the more supported in their education a child feels at home, the
more effectively she or he will learn at school. For this reason it is vital we
continue with Parent Evenings as we normally would in these challenging
circumstances, your attendance at this event is expected and forms an
essential part of the important partnership between you and the school. We
look forward to seeing you there.

Grade Collections
We are continuing to collect and report on student data as regularly as we
normally would do. In the case that students are not in school to collect a
paper copy of their report it will be emailed directly to parents and carers
instead. Data collections take place for each year group at least once a term.
Dates of the scheduled data reporting points for each specific year groups
can be found on our website.
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SEND Drop-ins:
I am delighted to say that if you would like to book a slot with the SENCO to discuss the
learning needs of your son/daughter then please sign up for a virtual meeting on the
school cloud. These sessions will be Monday 25th January and Monday 8th February
and the slots will be open between 9:15 and 10:30.

Teaching assistant support in
lessons:
During these unprecedented times Chertsey High School staff have been working hard
on how to deliver the best lessons to your son/daughter on Teams as well as providing
the best support possible whilst learning online. We have been honing our Teams skills to
include the use of break-out rooms, where a pupil can speak to the supporting TA in
private or in a small group to discuss any queries they have, as well as a support
channel, found under the general channel, where students can type in a question to the
teaching assistant. This is on top of the more widely used hands up or chat box functions
where the TA and the teacher are available to help with any misconceptions.The teaching
assistants at CHS are also ‘key workers’ to all our students on the SEND register and
they make contact with these pupils regularly to check in and offer assistance.

Pastoral Support and
Safeguarding:
We have implemented a comprehensive programme of safeguarding activities which
ensures all students are monitored. Teachers, tutors and Heads of Year will maintain
contact with students through Teams and escalate concerns should they arise.
If you have any concerns regarding your child please contact the Head of Year.
For safeguarding concerns please contact a member of our safeguarding team.
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Support Student

Wellbeing Sessions:
At Chertsey High School we maintain our
commitment to working to support the young
people and their families in our care and appreciate
that during this period of school closure we will
need to adapt the way we do this, therefore I am
pleased to be launching the new Wellbeing Support
Service that gives parents and students a chance
to speak to our Student Support Lead.
The service will offer families the chance to ask
about any challenges or difficulties that they are
facing in a safe environment speaking directly to
Mrs Howard, the service will be available every
Wednesday between 2pm and 4pm and
appointments can be made via school cloud. To
access this service and make an appointment,
please click here.
We would also like to take the time to remind you
that students can email their key workers and
ELSA support workers if they are struggling at any
time.
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Teacher/ Teaching Assistant

How are we safeguarding
students at home?

1

2

3

4

Teacher contact with class in Teams
Teacher monitor class team for student
engagement with work.
Teacher emails safeguarding team if they have
any concerns and escalates if necessary
Tutors checking in with Form Class

Head of Year
HOY contacts students/parents by email
and/or phone.
Liaises with other staff for a bigger picture.
Escalates if there are still concerns.

Safeguarding Team
Safeguarding Team contacts family.
Contact support worker.
Make a home-visit (Door-step visit).

Escalation
Report concerns to local authorities.
Escalate within social care if applicable.

Important: If you believe a child is at risk or in danger contact a
DSL immediately. All contact details are on our website
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Live meetings will be kept to a
reasonable length of time.

The live lessons will be recorded, so
that if any issues were to arise, the
video can be reviewed.

Staff and students must wear
suitable clothing, as should anyone
else in the household.

Any devices used should be in
appropriate areas, for example, not
in bedrooms, and should take
account of their surroundings.
Language must be professional and
appropriate including any family
members in the background.

Any safeguarding concerns
should be raised with a DSL in
the usual manner.

Ideally, there will be two staff
members in each live meeting.

Students are not allowed to enter
any sessions they have not been
invited to by a teacher.

Students should arrive punctually
for live lessons & not leave early.

All live meetings will be scheduled in
advance to ensure a log of time, date,
duration and attendees is kept.

Only use Microsoft Teams to
communicate via video call with
teachers.

Only use school registered accounts,
never personal accounts.

Always rather use headphones.

Chat responsibly. Only type
when needed so the teacher
can respond to questions
promptly.

Presentation. Consider your surroundings
and attire. Find a good spot in the house
with few distractions and make sure you are
wearing something appropriate for school.

Mute yourself right aways to
eliminate background noise.

Be on time and prepared with your
device charged. Close all materials and
tabs. Make sure all tech works 5 - 10 min
before the meeting.

All participants should follow the
video conferencing etiquette:

These guidelines are designed to ensure that students are protected from harm whilst working,
collaborating and communicating online with staff.
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Chertsey High School

Safeguarding Team

Mr. Howell

Mrs. Howard

Mrs. Munnik

Designated
Safeguarding Lead

Deputy Designated
Safeguarding Lead

Deputy Designated
Safeguarding Lead

Assistant Headteacher

Student & Family Support Lead

Headteacher

HowellC@Chertseyhighschool.co.uk

HowardK@Chertseyhighschool.co.uk

MunnikZ@Chertseyhighschool.co.uk

Miss Brazier

Miss Wheeler

Mrs. Goulborn

Deputy Designated
Safeguarding Lead

Deputy Designated
Safeguarding Lead

Deputy Designated
Safeguarding Lead

Assistant Headteacher / SENCO

Head of Year 9

Deputy Headteacher

BrazierS@Chertseyhighschool.co.uk

WheelerG@Chertseyhighschool.co.uk

GoulbornL@Chertseyhighschool.co.uk

Safeguarding Team:
Mr. Howell, Mrs Howard, Mrs Munnik, Mrs Goulborn, Miss Wheeler, Miss Brazier
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Further Support

Kooth
Webpage: http://kooth.com
Free, safe and anonymous online
support for young people.
Counsellors available until 10pm every
day
Action for Children
Phone: 01923 361 500
actionforchildren.org.uk
Charity supporting children, young
people and their families across
England.

Childline
Free 1-to-1 chat support and 24-hour
helpline for children and young people
in the UK.
Phone: 0800 1111
childline.org.uk
Frank
Confidential webchat, helpline, advice
and information on drugs and
substance misuse.
Phone: 0300 123 6600
Text: 82111
talktofrank.com
HeadMeds
Clear information on mental health
medication for young
people.headmeds.org.uk

Anxiety UK
Charity providing support if you’ve
been diagnosed with an anxiety
condition.
Phone: 03444 775 774 (Mon–Fri)
anxietyuk.org.uk

Hope Again
Support for young people when
someone dies.
Phone: 0808 808 1677
Email: hopeagain@cruse.org.uk
Web-page: hopeagain.org.uk

Beat
Under 18s helpline, webchat and
online support groups for people with
eating disorders, such as anorexia
and bulimia.
Phone: 0808 801 0711 (every day)
beateatingdisorders.co.uk

HOPELINEUK
A specialist telephone service that
gives non-judgemental support,
practical advice and information to
young people.
Phone: 0800 068 4141papyrusuk.org/hopelineuk

CALM
The Campaign Against Living
Miserably is for men who are feeling
low or in crisis.
Phone: 0800 58 58 58
thecalmzone.net

Hub of Hope
A national database of mental health
charities and organisations from
across Britain who offer mental health
advice and support.
hubofhope.co.uk
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Mencap
Provides information and advice for
people with a learning disability, their
families and carers.
Phone: 0808 808 1111
mencap.org.uk
NHS Go
NHS confidential health advice and
support for 16–25 year olds. Download
the app to your phone.
nhsgo.uk
No Panic
Charity offering support for sufferers of
panic attacks and obsessive compulsive
disorder (OCD).
Phone (ages 13–20): 0330 606 1174
nopanic.org.uk/no-panic-youth-hub
NSPCC
Specialising in child protection and the
prevention of cruelty to children.
Phone: 0800 1111
Email: help@nspcc.org.uknspcc.org.uk
OCD
Youth Support for young people with
obsessive-compulsive disorder (OCD).
Email: youthhelpline@ocdaction.org.uk
ocdyouth.org
On My Mind
Information for young people to make
informed choices about their mental
health and wellbeing.
hannafreud.org/on-my-mind
Refuge
Help and support for young people
affected by domestic violence.
Phone: 0808 200 0247
refuge.org.uk

Relate
Professional, confidential, relationship
support.relate.org.uk (put in your local
area and give them a call)
Rethink Mental Illness
Support and advice for people with
mental health problems and their friends
and families.
Phone: 0300 500 0927 (Mon–Fri)
rethink.org
Safeline
Young people’s helpline, helping
survivors of sexual abuse and rape.
Phone: 0808 800 5007
Text: 0786 002 7573
safeline.org.uk
Samaritans
Free 24-hour helpline. Confidential
support for people experiencing feelings
of distress or despair, including suicidal
feelings.
Phone: 116 123
samaritans.org.uk
Shelter
Charity working for people in housing
need by providing free, independent,
expert housing
advice.shelter.org.uk/youngpeople
The Mix
Support and advice for under 25s,
including webchat.
Phone: 0808 808 4994
themix.org.uk
Time to Change
Download resources to raise awareness
of mental health stigma and find out
more about mental health.
time-to-change.org.uk
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Victim Support
Support for victims of crime.
Phone: 0808 168 9111
victimsupport.org.uk
Voice Collective
A UK-wide project that supports children
and young people who hear voices, see
visions, and have other ‘unusual’
sensory experiences.
Phone: 020 7911 0822
voicecollective.co.uk
Women’s Aid
24-hour national domestic violence
helpline.
Phone: 0808 200 0247
womensaid.org.uk
YoungMinds
For information about different mental
health problems.
youngminds.org.uk
Young Stonewall
Information and support for all young
lesbian, gay, bi and trans people.
Phone: 0800 050 2020
youngstonewall.org.uk
Youth Access
Information on youth counselling.
Phone: 020 8772 9900
youthaccess.org.uk
Centrepoint
Provides advice, housing and support for
young people, with a helpline and
webchat.
Phone (age 16–25): 0808 800 0661
centrepoint.org.uk
Text SHOUT to 85258
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Who are my points of contact?

Please remember for most issues, your first point of contact will be your child’s form
tutor via email. For more urgent or serious concerns you may wish to contact your
child’s Head of Year. They will decide if it is needed to include a senior leadership team
member. NB - Remember there is a specific channel to be followed! For subjectspecific queries, you can contact your child’s subject teacher or head of department.
All staff email addresses can be found on the website.

Mrs Jones - Attendance

Mrs Howard - Free School Meals

JonesG@ChertseyHighSchool.co.uk

HowardK@ChertseyHighSchool.co.uk

Ms Brazier - Key Worker Students

Mrs Goulborn -Curriculum Lead

BrazierS@ChertseyHighSchool.co.uk

GoulbornL@ChertseyHighSchool.co.uk

Mr Howell - Safeguarding Lead

Ms Lalli - Remote Learning Lead

HowellC@ChertseyHighSchool.co.uk

LalliS@ChertseyHighSchool.co.uk
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Heads of Year

Mr Hicks - HOY 7

Miss Gardner - AHOY 7

HicksJ@ChertseyHighSchool.co.uk

GardnerH@ChertseyHighSchool.co.uk

Miss Sheen - Head of Year 8

Ms Phillips - AHOY 8

SheenE@ChertseyHighSchool.co.uk

PhillipsC@ChertseyHighSchool.co.uk

Miss Wheeler - HOY 9

Mr Solaz - AHOY 9

WheelerG@ChertseyHighSchool.co.uk

SolazE@ChertseyHighSchool.co.uk

Miss Castle-Smith - Head of Year 10

Miss Keep - AHOY 10

CastleSmithN@ChertseyHighSchool.co.uk

KeepH@ChertseyHighSchool.co.uk
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10 Top Tips

Home Learning for Parents
Take an active interest in
your child's learning

Monitor your child's communication
and online activity

Take an active interest in their learning and
help support them whenever they need a
helping hand.

It is important to remind your child that
despite being at home, the same level of
behaviour and conduct exist.

Establish a daily scedule and routine

Encourage screen breaks away
from all devices

Try to stick to a daily routine and create a
timetable to ensure they keep up with their daily
learning.

Ensure your learning device is in a
public space in your home

Remote learning will inevitably require more
interaction with computers/laptops, but
please encourage them to have frequent
breaks to get some fresh air/exercise.

Implement safety controls and privacy
restrictions on apps & software

Try to keep the background neutral with no
personal information visible and keep learning
devices out of the bedroom as this could be
deemed inappropriate.

Parents should always implement safety
controls on any software and apps as a
precaution.

Ensure your child only uses official
school communication channels

Familiarize yourself with Home
Learning policies

It's important that all communication with
teachers is directed through approved school
channels.

Famarilize yourself with this policy to ensure
you know what is expected of teachers and
your child during lessons, online and offline.

Maintain feedback with teachers

Monitor your child's
wellbeing and mental health

Engage in communication with teachers
where possible and try to feedback progress
and development. Always remember to be
professional and only use offical channels to
communicate.

Whilst learning from home might seem fun and
exiting to start with, missing out on seeing their
friends everyday might take its toll.
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10 Top Tips

Home Learning for Students
Treat Home Learning the same as
Classroom Learning

Use Classroom
Language

It's important to remember that the same
rules apply, particularly in respect of behaviour
and conduct. Focus on learning and not your
surroundings.

Don't use shorthand text, speak and write as
you would speak in class.
Remember to be respectful and polite.

Dress in school uniform

Take regular screen breaks

This will help as part of replicating classroom
learning at home. Try to avoid wearing anything
too casual as this could demotivate classroom
behaviour.

Remote learning will inevitably require more
interaction with computers/laptops, but
please remember to take regular breaks to
get some fresh air/exercise.

Always conduct video learning in an
open space at home

Don't share passwords or other
sensitive information

It's important to create the right environment
around you. Keep learning devices out of the
bedroom as this could be considered
inappropriate.

As you would keep your personal details
private, always keep these safe and never share
them with others.

Only communicate through approved
school portals

Stick to teacher rules and guidlines
around Home Learning

It's important that all communication with
teachers is directed through approved school
channels to keep all your information safe.

Always maintain classroom behaviour and
remember that you are in a learning
environment and not a social setting.

Don't use school platforms to
discuss personal data

Look after your mental health and
wellbeing

It's important to keep your school
communication channels separate form your
own personal communication with friends.

Home Learning means working alone and
missing out on seeing your friends. If you are
feeling sad, please talk to your parents/teachers
and keep in touch with friends over the phone..
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Teams Guide
Step 1:
•
•
•

Go to the school website (https://www.chertseyhighschool.co.uk/)
Click on the ‘Quick Links’ tab
Select ‘Webmail’

Step 2:
Sign in with your school email address and password. They will use their email address which is
their Chertsey High School username followed by @chertseyhighschool.co.uk e.g.
17smithj@chertseyhighschool.co.uk

Headteacher: Mrs Zelia Munnik
Telephone: 01932 598020
Chertsey Road, Addlestone, Surrey KT15 2EP
Email: info@chertseyhighschool.co.uk www.chertseyhighschool.co.uk
Company Registration No: 07768726 VAT Registration No: 200109287

Step 3:
Click on the ‘Waffle’ tab in the top left-hand corner.

The 'Waffle' is the grid of nine small grey boxes – ‘menu’

Step 4:
The ‘Waffle’ menu shows you all your different apps. Select the ‘Teams’ app. If ‘Teams’ doesn’t
show in your ‘Waffle’ menu click on ‘All apps’. This will give you a bigger selection of apps, as well
as the option to search for any apps.

Headteacher: Mrs Zelia Munnik
Telephone: 01932 598020
Chertsey Road, Addlestone, Surrey KT15 2EP
Email: info@chertseyhighschool.co.uk www.chertseyhighschool.co.uk
Company Registration No: 07768726 VAT Registration No: 200109287

Step 5:
Click on the ‘Teams’ option on the menu bar on the
left-hand side of your screen, to view all the different
class groups.
Click on the ‘Teams’ option on the menu bar on the
left-hand side of your screen, to join your live class
lessons.

Headteacher: Mrs Zelia Munnik
Telephone: 01932 598020
Chertsey Road, Addlestone, Surrey KT15 2EP
Email: info@chertseyhighschool.co.uk www.chertseyhighschool.co.uk
Company Registration No: 07768726 VAT Registration No: 200109287

Microsoft Office Installation Tutorial
This is a fantastic opportunity to get a great set of free software for your home and family and really
enhance your child’s learning. Your child can download Office for both Mac and PC by logging in to
their Chertsey High School Office 365 account.
If you have any questions please email Mrs Tack- TackT@chertseyhighschool.co.uk
This document provides guidance on how to install Microsoft Office onto your own personal
computers at home using your school email.
Once logged in there is a button in the top right hand corner that says ‘Install Office’. If you click on
this and then ‘Install Apps’ and follow all of the instructions then you can get one of your 10 copies
of Office 365. This works for both Mac and PCs.

Step 1:
Your child can log in to their account using their normal school login details and following this link:
https://www.office.com/ and clicking on the sign in button.

Step 2:
Sign in with your school email address and password. They will use their email address which is their
Chertsey
High
School
username
followed
by
@chertseyhighschool.co.uk
e.g.
17smithj@chertseyhighschool.co.uk

Headteacher: Mrs Zelia Munnik
Telephone: 01932 598020
Chertsey Road, Addlestone, Surrey KT15 2EP
Email: info@chertseyhighschool.co.uk www.chertseyhighschool.co.uk
Company Registration No: 07768726 VAT Registration No: 200109287

Step 3:
Near the top right corner, you will see a button that says “Install Office”, click on it. It should have
a dropdown which an option that says “Office 365 apps”, select that option. See circled options
below.

Step 4:
Doing this should automatically start download a Microsoft Office Installer, when the installation has
finished downloading run the file.

Headteacher: Mrs Zelia Munnik
Telephone: 01932 598020
Chertsey Road, Addlestone, Surrey KT15 2EP
Email: info@chertseyhighschool.co.uk www.chertseyhighschool.co.uk
Company Registration No: 07768726 VAT Registration No: 200109287

Step 5:
Follow the onscreen instructions and you should have Microsoft Office installed on your computer!

Please be aware that with your school account, you can install Office on up to 4 devices.

Headteacher: Mrs Zelia Munnik
Telephone: 01932 598020
Chertsey Road, Addlestone, Surrey KT15 2EP
Email: info@chertseyhighschool.co.uk www.chertseyhighschool.co.uk
Company Registration No: 07768726 VAT Registration No: 200109287

