Get ready for Live Teacher!
ArtForms is moving to a brand new way of keeping our pupil registers up to date called Live
Teacher. This new online service will let you access your register, manage your groups
and change pupil details on your smartphone, tablet or computer.
Unlike our paper registers, Live Teacher can easily be changed as many times as you
need throughout the year and also allows you to make notes on your pupils and lessons. If it
is used properly, it also means that the ArtForms office will be able to check pupil attendance
and achievement records quickly if these are queried and without having to phone or email
you – this means less calls and emails for you from the office to try and sort out
simple problems.

This guide was updated on 12/03/2020; to view the
new information in this guide, please go straight to
page 10.
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How do I sign up?
Step 1: Contact the office
Email educ.artforms@leeds.gov.uk to let us know that you need Live Teacher access.
Please be aware that this may take up to a week to get sorted out.
Step 2: Email
You will receive an email with your login details and temporary password. You can go to
https://live.paritor.com/t/29 to sign in using these details.
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I’ve signed up, how do I get on to Live Teacher?
Go to https://live.paritor.com/t/29 and select “sign in”.
You will then see the Live Teacher home screen, which looks like the image below. Click
“sign in” to get started.

You will then see a screen that looks like this. Enter your email and the password you have
been given in the space with the red box. Please remember that Live Teacher contains
information about your pupils so only tick “Keep me signed in” if you are on a
password-protected computer, tablet or phone that only you can use.
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How do I use Live Teacher?
Once you have signed in to Live Teacher, you will see your home screen, which looks like
the image below.

Click on “My Schedule” to begin using Live Teacher to manage your registers.

The above picture is what your schedule might look like. It will show what schools you go to,
the day and time you will be there, and what lesson you are teaching. You can change the
week in the drop down box where the red arrow is. The buttons at the right hand side where
the blue arrow is allow you to manage your timetable. “Confirm Delivery” immediately
marks you and all of your pupils as present at the school. If not all of your pupils were
present, you will need to input their attendance manually.
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To manage your class lists, click “View” to see the Class List Page.

This will show you your class list for that teaching session. It will show the students’ first and
last names, their group, which instrument they’re learning, their ArtForms attainment level
and their attendance. You can change all of these things except their names on Live
Teacher. You can also view individual students’ attendance records.
When you change anything, the office does not get notified of it. Therefore you will
still need to ring or email the ArtForms office if any of the following happens:





If you want to add or remove a student from your class lists.
If you want to order any colour award certificates.
If you are ill or unable to attend a lesson for any reason.
If the school cancels your lesson.
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To view a student’s attendance record, click on the “i” button at the right hand side of their
name. This will bring up a page that shows their attendance record for this term. You can
view a different term by selecting the drop down menu at the top of the page.
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To edit the details of your pupils, including attendance, attainment level and instrument, click
“Edit” at the bottom of the Class List Page.

You can make notes on a student by typing in the “Notes” box beside their name. We
recommend using this to keep up with what skills or pieces your students are working
towards, but you can use this box for anything you want. Please remember that these notes
can be viewed at any time by the management and admin teams.
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If you teach lots of small groups throughout one visit to a school, you can change a student’s
“group” by selecting the drop down menu (the downwards arrow to the right of the letter
A) below “Group”. Unless you are in a National Curriculum or Whole Class/Whole Class
lesson, everyone will initially be in Group A. Please do not change pupil groups for
National Curriculum, Whole Class or Whole Class groups as the admin team sorts
these by pupil year group.

You may find that students decide to change their instrument part-way through the year –
especially if you are a woodwind or brass teacher. If this happens, you can update a pupil’s
instrument by selecting the drop down menu below “Subject”. Remember to keep the
admin team and your co-ordinator up to date with any instrument swaps that involve
ArtForms instruments!

8

To change a student’s attainment level you can select the drop down menu below
“Assessment”. This will allow you to choose any of the standard grades or ArtForms colour
award levels, or if the pupil has not yet reached any of these, you can set them as a
beginner. You will still need to contact the ArtForms office if you would like any colour
award certificates for your pupils.

Finally, you can manage the attendance for your pupils by selecting the drop down menu
below “Attendance”.
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This allows you to set the pupil’s attendance to any of the following:







Absent
Attended (Forgotten Resources)
Excused
Late
Present
Pupil stops lessons – RING THE AF OFFICE

Please note that if you are using a smartphone, you will need to scroll up in order to mark a
pupil as “Absent”.
In the case of a pupil stopping lessons, please email educ.artforms@leeds.gov.uk ASAP so
that we can remove them from your Live Teacher register. This is especially important in
direct billing schools as failure to do so can result in a lot of extra work for our
Finance Officer and our colleagues in the Income Team.

New: Setting the task result

After you have set your pupils’ attendance you will need to change the task result at the top
of the page to “Confirmed”. Once you have done this and saved, then you do not need to do
anything further.
Please do not select confirm delivery at any point unless all of your pupils were
present as this will lead to issues with attendance records disappearing.
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Please feel free to send an email to educ.artforms@leeds.gov.uk if you would like any
further assistance in setting up or using your Live Teacher account, or if you have any
questions or ideas about how you can use it in your lessons. Remember that the ArtForms
admin team work year-round (except for a week or so over Christmas) so we are always
about if you need any help!

We hope you enjoy using Live Teacher!
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