
Share the meeting link in
a private communication
(not on a public site) 

Ensure that all students
have left the call prior to
exiting

Delete the meeting link after
the call is over

Ensure the "End Meeting"
button has been selected to
remove all students from a
"Meet Now" call to prevent
future student access 

Protect students and refrain
from posting images of
students from the call on
social media  

Share materials: support
resources and recording (if
possible)

Use meeting options/
controls to set
permissions for
attendees

Adjust student attendee
options In a Teams
"Meet Now" call

Use attendee controls to
mute and remove
students when needed  

Be aware of participants
in the call and
continuously monitor 

Ask students to mute
their microphone when
entering the call 

Keep the focus clear and
energy positive

BEFORE START DURING CLOSING AFTER
Share the purpose
for the call -
positive welcome 

Ensure sound and
microphone work
properly 

Check in with
students and set
expectations 

Create a safe place

Ask for questions
or feedback 

Summarize the
information from
the call and share
next steps 

Thank students
for their time and
contributions to
the call

USING VIDEO CONFERENCING TOOLS WITH STUDENTS

BEST PRACTICES FOR COBB TEACHERS
HAVE QUESTIONS OR NEED SUPPORT?
Contact your local school Technology Training

Integration Specialist (TTIS) for support. 

RE
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CE
S Teams Meeting - How to and Best Practices 

Teams Meetings for Distance Learning

Teams Quick Start Guide 

Microsoft Teams Meeting and Calls

Microsoft Teams Help Center

Follow us on Twitter: @CobbInTech
#CobbDigiLearn   #CobbInTech

Post the desired
date/time of the call in
a Teams' channel, if
using the Teams "Meet
Now" option

Ask students to identify
themselves before
entering the call 

Set privacy guidelines
prior to the call

http://info.cobbk12.org/centraloffice/InstructionalTechnology/Staff/staff.aspx
http://info.cobbk12.org/centraloffice/InstructionalTechnology/CR/Microsoft/TEAMS-CreateMeetingStudentsGuests.pdf
https://support.office.com/en-us/article/creating-attending-and-running-meetings-while-using-teams-for-distance-learning-788d730f-2c7e-4761-a059-c9b3fe87adf7
http://www.cobbk12.org/centraloffice/InstructionalTechnology/CR/Microsoft/TeamsforEducation_QuickGuide.pdf
https://support.office.com/en-us/article/meetings-and-calls-d92432d5-dd0f-4d17-8f69-06096b6b48a8?ui=en-US&rs=en-US&ad=US#ID0EAABAAA=Meetings
https://support.office.com/en-us/Teams
https://twitter.com/hashtag/CobbInTech?src=hash

