
   
 

   
 

 

Schola Europaea 
Office of the Secretary-General 
Pedagogical Development Unit 

 

 

Ref.: 2020-03-D-27-en-1 

Orig.: EN 

 

 

 

 

Pedagogical use of online video, audio and chat 

meetings: guidelines for the European Schools 
 

 

 

Last updated: 27 March 2020. 

 

  



   
 

   
 

Introduction 
The following recommendations are proposed to the management and the teaching staff of the European 

Schools in order to ensure pedagogical continuity in the event of a suspension of obligatory regular 

attendance of pupils at school (instructed by the Office of the Secretary-General). 

Each school could, of course, adapt these recommendations to its specific context and needs. This 

repertoire of recommendations is intended to help schools and teachers develop their own strategies.  

This is a dynamic document, to be updated whenever necessary. The latest updates can be found on the 

Pedagogical Development SharePoint:  

https://eursc.sharepoint.com/sites/PedagogicalDevelopment > Distance Learning. 

 

General considerations 

Pedagogical added value of online meetings 

Online meetings by video, audio and written chat, although their organisation by teachers is by no means 

compulsory, are a useful possibility for all school cycles as a key element for productive and enriched 

distance education. 

Online, live sessions provide effective synchronous learning opportunities and create a space to engage 

with your students while remote. Live events are optimal for1: 

• Mastering content that requires students’ active participation in collaborative problem solving. 

• Fostering peer-to-peer interaction. 

• Offering step-by-step guidance, while responding to students’ questions in real-time. 

• Providing personalized scaffolding in smaller group settings. 

• Assessing students’ knowledge and comprehension in an easy way. 

 

Legal aspect 

Teachers may post video of themselves for their students or need to organise video, audio or chat 

meetings where students may or may not appear on the screen. In the event students appear on the 

screen, only live sessions are allowed2. 

No video recordings or screenshots of students are allowed, by both teachers and students. 

                                                           
1 Adapted from Coursera, “Moving online: What you can implement now” (16.03.2020). This article also provides 
some useful academic references. See also, e.g., Connie Malamed, “Best Resources For Creating Live Virtual Training 
Right Now”. 
 
2 With respect to oral preparation for the Baccalaureate exams, specific guidelines will be given. 

https://eursc.sharepoint.com/sites/PedagogicalDevelopment
https://blog.coursera.org/moving-online-what-you-can-implement-now/
http://theelearningcoach.com/elearning_design/virtual-training/
http://theelearningcoach.com/elearning_design/virtual-training/


   
 

   
 

Student participation 

At the secondary level, student participation in online meetings as part of a regular and scheduled course 

period is recommended if the teacher requires it (at least by written chat). Of course, if the student is 

technically unable to participate, he or she must inform the teacher. 

At the nursery and primary P1-P3 level, the teacher may organise online meeting in consultation with the 

parents. As children are not autonomous enough or don’t have an individual 0365 account, parents should 

accompany their children to video meetings. In primary P4-P5, teachers can organise online meetings 

where students can connect more autonomously. 

Teachers are encouraged to communicate with parents in advance to ensure their availability. 

Teachers need to consider that parents can be very busy with their own professional tasks when 

teleworking at home, and therefore need to agree with them on the desirable level of their 

involvement. 

 

Tools for online meetings 

Microsoft Teams online meeting 

Teachers, students and parents must only use the digital tools provided by the school. ￼Microsoft 

Teams (Teams online meeting) is the only official tool of the European Schools for online meetings and 

educational conversations for teachers and students. 

No other online video meeting and conversation tool is currently approved by the European Schools, for 

reasons of data privacy concerns (e.g. Zoom.us, etc.). Exceptionally, if a teacher needs to use another 

resource, he or she must send a prior request for authorization to the School’s DPO.  

Teams online meeting is simple, powerful and entirely integrated with 0365. It requires a school account. 

It can be used through the web app on a browser, the desktop app or a mobile app. For advice on some 

technical requirements, please see Annex. 

More generally, Teams stands as a good digital home base for students and teachers during remote 

learning, in conjunction with SMS. It offers a rich digital place where the teacher can quickly engage in 

class, group and individual instruction. When students lack the human connection that is nurtured in the 

classroom and school, such an online digital platform helps create structures for personalised interaction 

points with students. 

Please consult the complete and updated help on Meetings and calls with Microsoft Teams, with video 

tutorials. 

 

  

https://products.office.com/en-us/microsoft-teams/online-meeting-solutions
https://support.office.com/en-us/article/meetings-and-calls-d92432d5-dd0f-4d17-8f69-06096b6b48a8?ui=en-US&rs=en-US&ad=US


   
 

   
 

How to organise distance learning in a multiple children family when access 

to digital appliances is limited? 

If there is one or too few computers for the whole family, teachers can recommend parents the following 

solutions. 

• Have the parent create different personal accounts for the different users (e.g. on MacOS or 

Windows)3. 

• Have the students using smartphones and tablets, if possible. Notably, the Teams mobile app can 

be used to participate in meetings. 

For advanced users, it is also possible to broadcast the smartphone screen onto a TV monitor, so the 

meeting can be seen on a larger screen (screen mirroring)4. 

 

Use Teams for schoolwork when bandwidth is low 

Please consult the updated Microsoft page for teachers and students in a low bandwidth and remote 

learning situation, for guidance and best practices: Use Teams for schoolwork when bandwidth is low. 

 

Use of Teams online meeting according to year levels 

Secondary • In every school, all students have an account and can be invited by the teacher 
in video meetings. 

• The teacher can organise video meetings with one or several students. 

Primary and 
Nursery 

• Each school decides whether or not to distribute accounts to students. 

• The teacher can organise video meetings with one or several students, with the 
possible assistance of the parents. 

• As young children are not autonomous enough to use an individual account, 
parents can also be invited by the teacher to accompany their children to video 
meetings. 

o The parents can support the participation of their child in this process. 
o The teacher can also invite the parents to join a Teams online meeting 

without a Teams account (help). 
o Teachers can invite the parents to join the class Teams as temporary 

guests (help). Note that any guest in Teams can see all communications 
and files in the concerned team. 

                                                           
3 When using the same session and browser, it is recommended to create different user profiles on the browser (e.g. 
Chrome, Firefox, Edge; Safari doesn't appear to support multiple profiles and is not recommended to use with O365, 
due to observed bugs). 
4 See, for example, this recent technical article: “How to mirror your smartphone or tablet on your TV”. 

https://support.apple.com/en-gb/guide/mac-help/mtusr001/mac
https://support.microsoft.com/en-us/help/17197/windows-10-set-up-accounts
https://support.office.com/en-us/article/download-the-mobile-app-for-teams-5940ebdc-0082-4fb1-83c4-751edc23dcb5
https://support.office.com/en-us/article/use-teams-for-schoolwork-when-bandwidth-is-low-5c5675f7-1b55-471a-9daa-ec1e6df38262
https://support.microsoft.com/en-us/office/join-a-meeting-without-a-teams-account-c6efc38f-4e03-4e79-b28f-e65a4c039508?ui=en-us&rs=en-us&ad=us
https://support.office.com/en-us/article/add-guests-to-a-team-in-teams-fccb4fa6-f864-4508-bdde-256e7384a14f
https://gizmodo.com/how-to-set-up-user-profiles-in-chrome-edge-and-firefo-1841520054
https://www.digitaltrends.com/home-theater/how-to-mirror-a-phone-on-your-tv/


   
 

   
 

• Teachers are encouraged to communicate with parents in advance to ensure 
their availability (teachers need to consider that parents can be very busy with 
their own professional tasks when teleworking at home, and therefore need to 
agree with them on the desirable level of their involvement). 

 

N.B.: User presence in Teams. Presence is part of a user’s profile in Microsoft Teams (and throughout 

Office 365) that indicates the user’s current availability and status to other users. By default, anyone in 

the European Schools using Teams can see (in nearly real time) if other users are available online (see 

“Understanding presence and member status and instant messaging”). It is possible for any user to change 

his or her status in Teams (see how). 

 

Difficulties related to the use of Teams online meeting: 

inappropriate student behaviour 
In the current state of Microsoft's product, Teams online meetings present difficulties related to the 

behaviour of some students. As a matter of fact, during a Teams online meeting, any student can 

voluntarily: 

• mute (deactivate any microphone) any student, including the teacher’s microphone. 

> Even if the teacher can manually mute any student or all students at the same time (button 

“Mute all”), any student can still unmute his or her own microphone at any time. 

• remove any student from the meeting (except the teacher). 

How to prevent or reduce the risk that students disrupt a Teams online meeting? There are two ways to 

tackle this problem: an educational and a technical solution. 

 

Educational solution 

Because there is actually no fully satisfying technical solution to this problem, the best solution is to follow 

an educational, ethical and behavioural approach. Teachers are therefore encouraged to talk with the 

students about online ethical behaviour, emphasizing that the key to success for distance learning is being 

autonomous and responsible. 

For pedagogical resources on this subject, see for example the Internet literacy handbook (Council of 

Europe, English and French), as well as the guidance provided in the Annex 1. 

 

https://support.microsoft.com/en-us/office/understanding-presence-and-member-status-and-instant-messaging-311996a4-e202-4ef7-bdbe-0e14814e7ee0?ui=en-us&rs=en-us&ad=us
https://support.office.com/en-us/article/change-your-status-in-teams-ce36ed14-6bc9-4775-a33e-6629ba4ff78e
https://edoc.coe.int/en/internet/7515-internet-literacy-handbook.html


   
 

   
 

General principles for technical solutions: understanding the roles 

When organising a Teams online meeting with 

students, a teacher may want to assign roles to each 

participant to determine who can do what in the 

meeting. There are two roles to choose from: 

presenter and attendee. 

• Organiser: the teacher who sets up a 

meeting. He or she all available capabilities. 

• Presenters: invited students. They can do 

just about anything that needs to be done in 

a meeting. 

• Attendees: invited students with restricted 

capabilities. 

 

Please visit the Microsoft’s manual to learn how to 

change the roles in a Teams meeting, before or during a meeting5. The tutorial under this link is also handy. 

 

Technical solutions 

For quick and informative know-how tutorials, please consult the following resources: 

• a short video tutorial (in English) demonstrating the technical solution n°1 and n°2; 

• the updated Microsoft “Quick Start” guide (pdf), especially p. 4 (the link redirects to the proper 

translated language): https://aka.ms/TeamsEDUQuickGuide  

 

                                                           
5 Microsoft has announced a “raise hand” features in Teams. At present it is not possible to know when it will be 
available. 

https://support.office.com/en-us/article/roles-in-a-teams-meeting-c16fa7d0-1666-4dde-8686-0a0bfe16e019
https://sway.office.com/B3Dhxw6mLotOaygh
https://youtu.be/WDU9ezNAipw
https://aka.ms/TeamsEDUQuickGuide


   
 

   
 

1/ Immediate technical solution: manage roles during a meeting 

 
When starting the meeting, the default role for students is 
presenters. Therefore, the teacher may want to flip the students 
to attendees. 

• Click Show participants in the meeting controls to see a 
list of the people in the people in the meeting. 

• Hover over the name of the person whose role you want 
to change and click More options “…”. From there, select 
Make a presenter or Make an attendee. 

 
Consequently, students with attendee role can neither expel a participant nor mute the teacher or 
another student. 
 
Notes:  

• If the meeting is recurring, role assignments made in this way will only apply to the ongoing 
occurrence of the meeting. For future occurrences, participants will keep the role assigned to 
them on the Meeting options page. 

• If someone exits the meeting and then joins it later, they'll join with the last role they were 
assigned. 

 
Downsides: 

• Each student can still unmute his or her own microphone. 

• In large classes, this requires the teacher to set up a setting that may take a few minutes 
before the meeting can begin. 

 

2/ Alternative partial technical solution: manage meeting roles before a meeting, by scheduling 

a meeting with the calendar 

Teachers can organise Teams online meeting from a calendar and set in advance the students’ role as 

attendees. 

• Benefit: all invited students will get a notification and will be directly registered as attendees (they 

cannot mute or unmute nor remove another student). 

• Downsides 

o This procedure must be done each time for every meeting the teacher schedules with 

students. 

o Each student can still unmute his or her own microphone, in spite of the teacher's 

settings. 

o Students can still join independently the meeting without the 

teacher being present. However, if that case, a discrete 

notification is automatically posted on the course feed. 

o It has been observed that students, especially younger ones, 

find their way to a conference more easily if it is started within the team, compared to 

the calendar. 



   
 

   
 

o Also, any invited student can invite any other student (or any user with a Microsoft 

account) to join, without the teacher’s approval. 

o In the same perspective, at the end of a Teams online meeting, the teacher should give 

message to the students to hang up, and the teacher should be the last to hang up 

(otherwise, students may stay active in the online meeting without the teacher’s 

supervision). 

To organise a meeting, the teacher has several options: A/ directly from a Teams channel or B/ from the 

calendar. 

A/ From the Teams publication feed in a channel, the teacher clicks on “Meet now”, then on “Schedule a 

meeting”. 

 

 
 

B/ From the calendar. Two calendars apps are available: calendar imbedded in Teams  and 0365 

“Outlook” Calendar application. 

 

Note on the distribution lists. Distribution lists (e.g. LIST-UCC-STU-S4ECOENA) are only available in the 

0365 Outlook calendar. Without distribution list, participants must be added one by one by the teacher 

(but the teacher can create a recurring event). 

 

Steps to organise a meeting and manage the roles: 

 

1. The teacher must first create a meeting, and send out the 

meeting invite before he or she can assign roles. 

2. Once the meeting is created and sent, the teacher must 

go back on the meeting he or she has just created and 

select Meeting options. This will bring you to a web page, 

where the teacher will see a few choices under Who can 

present? 

3. The teacher must choose “Only me" and all students 

(participants) will automatically receive the role 

“attendees”.  

https://outlook.office.com/calendar/
https://outlook.office.com/calendar/


   
 

   
 

 

> More info: Schedule a meeting in Teams. 

 

In some cases, students who can join a class meeting 

anonymously may use inappropriate display names that 

distract from the content of the class. To avoid this 

problem, teachers can use the “virtual lobby” feature to 

refuse to admit students who are attempting to join with 

an inappropriate name. 

> More information. 

 

3/ Alternative technical solution for advanced users only: organise live events 

Teams live events are only recommended to digitally savvy teachers. With Teams live events, teachers can 

broadcast video and meeting content to their students. These are meant for one-to-many 

communications where the host of the event is leading the interactions and audience participation is 

primarily to view the content shared by host. The attendees can watch the live or recorded event in 

Yammer, Teams, and/or Stream, and can interact with the presenters using moderated Q & A or a Yammer 

conversation. 

Blocking the written chat: mute student(s) in a class team 
The teacher can also mute students from commenting in class conversations. This means students will no 

longer be able to see an inappropriate comment and that the muted students can no longer post or reply 

in class conversations. The teacher can un-mute students at any time. 

At any time, click on the ‘...’ next to the team’s name and select "Manage Team". The teacher can then 

check “Mute Students” to mute all the students of the course Teams. Alternatively, the teacher may tick 

the box of only one or several specific students. Muted students cannot chat (written messages) until the 

teacher unchecks the “mute” button. 

https://support.office.com/en-us/article/schedule-a-meeting-in-teams-943507a9-8583-4c58-b5d2-8ec8265e04e5
https://support.microsoft.com/en-us/office/change-participant-settings-for-a-teams-meeting-53261366-dbd5-45f9-aae9-a70e6354f88e
https://support.office.com/en-us/article/get-started-with-microsoft-teams-live-events-d077fec2-a058-483e-9ab5-1494afda578a


   
 

   
 

Downsides: The teacher should not forget to unmute the students if he or she wants to allow them to 

participate in future conversations. 

Please visit the Microsoft’s manual to learn how to mute student comments in a class team. 

  
 

 

Student’s behaviour in online private conversations 

Behavioural issues 

In the actual policy for Microsoft Teams in the European Schools, any student with an account can create 

teams and private chat conversations, outside of a course team. In such communication spaces, any 

student can invite any other student, from any other school. This allows a rich collaboration for school 

work, but also opens up the possibility for inappropriate behaviour (disrespectful messages, harassment, 

bullying…). 

 

Downsides of blocking private conversations by students 

It would be technically possible to disable the ability for students to create Teams and private chat 

conversations: students would not have the capacity to have private conversations outside of a course 

team owned by a teacher. However, this would take away a lot of the value provided by such tools and 

present major drawbacks. 

• Negative impact on students’ productivity. It would prevent independent learning collaboration 

among students, who would only be able to discuss under teachers’ supervision. Teams and 

private chat conversations are used constructively by students for connected learning (study 

groups or special interest groups). As a result, students would then probably use other online 

means: perhaps e-mail, but more likely external social networks (without any possible 

governance). 

• Negative impact on teachers’ productivity. It would block teachers from organising online 

conversations with one or many students, via private chat conversations, for remediation and 

https://support.office.com/en-us/article/mute-student-comments-in-a-class-team-a378de16-ffc0-420c-b08d-e17ec08e7c17


   
 

   
 

tutoring sessions. At the current time there is no technical scenario where a teacher could set up 

a private space for teacher-student without having to enable Chat for all students. 

A blocking measure would therefore be counter-productive, in particular during a situation of distance 

learning, as private chat is a feature with an important downstream impact. 

 

Recommendations to promote digital positive behaviour 

It is recommended to the schools to reinforce the information to students, parents and teachers, notably 

regarding ICT Charters and netiquette rules in place. 

Students must be reminded that they have signed an ICT charter and that respect and good conduct are 

their responsibility. Their O365 account is a school account, not a private one. For this school account, 

school rules are in effect and must be respected. Management will be able to act if misuse or misconduct 

occurs in Office 365 work tools. 

 

The internal disciplinary system, whose provisions are listed in the General Rules of the European 

Schools, is applicable and may be enforced in case of misconduct. Misconducts, depending on their 

nature, may give rise to disciplinary measures as serious as definitive exclusion. Schools are 

encouraged to remind their students thereof. 

Students are reminded that they have signed an ICT charter and that respect and good conduct are 

their responsibility. 

The O365 account is a school account, not a private account (as with WhatsApp, Instagram, Snapchat 

or others). For this school account, school rules are in effect and must be respected. 

 

Some useful links to teach digital citizenship  

• Council of Europe, Internet literacy handbook (English and French). 

• European Commission, Safer Internet Day (multilingual resources: search for “netiquette”).  

• European Commission, Better Internet for Kids. 

• Digital Citizenship+ Resource Platform (DCPR): an evolving collection of learning experiences, 
visualizations, and other educational resources designed and maintained by the Youth and 
Media (for ages 11-18). 

• Common Sense, Everything You Need to Teach Digital Citizenship, and Essential Digital 
Citizenship Lessons for the Coronavirus Pandemic. 

• Edutopia, Digital Citizenship, and Resources to Fight Bullying and Harassment at School. 

 

  

https://edoc.coe.int/en/internet/7515-internet-literacy-handbook.html
https://www.saferinternetday.org/
https://www.betterinternetforkids.eu/
https://dcrp.berkman.harvard.edu/
http://youthandmedia.org/
http://youthandmedia.org/
https://www.commonsense.org/education/digital-citizenship
https://www.commonsense.org/education/articles/essential-digital-citizenship-lessons-for-the-coronavirus-pandemic
https://www.commonsense.org/education/articles/essential-digital-citizenship-lessons-for-the-coronavirus-pandemic
https://www.edutopia.org/topic/digital-citizenship
https://www.edutopia.org/article/bullying-prevention-resources


   
 

   
 

Annex 

Tips for synchronous teaching (virtual classroom) 
Mainly adapted from Nicolas Roland, « Guide de survie pour enseigner à distance dans un cas de force majeure : la classe 

virtuelle » (16.03.2020), with the author’s permission. 

Synchronous teaching and asynchronous teaching 

Distance education makes it possible to envisage two types of temporalities: synchronous teaching and 

asynchronous teaching. 

• In synchronous mode, teachers and students meet online at the same time and interact in real 

time, through a written discussion system or by online meeting (videoconference) - or virtual 

classroom. The latter is often preferred for bringing learners and teacher together at a distance 

for an online classroom session. It retains the codes of the classroom while using the advantages 

of digital technology to boost training. 

• In asynchronous mode, the teacher proposes teaching resources, exercises or activities to his 

students who can access them whenever they wish. This work can be individual and autonomous, 

allowing each student to grasp the material at his or her own pace. But this modality also offers 

possibilities for interaction (through forums or message exchange systems), collaborative content 

production (through a shared document), etc. 

The virtual classroom format offers the advantage of engaging students directly through interaction with 

their teacher. The virtual classroom, by seeing others through their webcams and chatting with them, also 

creates a greater sense of community, which reduces feelings of isolation. When the teacher exposes the 

material, the students can ask a question directly in order to quickly overcome their difficulties - 

something that is not possible with text or video. 

However, the virtual classroom requires both teacher and students to be connected at the same time. It 

also requires some technical specifications - detailed below - as well as animation skills on the part of the 

teacher. 

 

When to offer a virtual classroom? 

The virtual class is not a simple online transposition of a lecture during one or two periods. In other words, 

teaching at a distance is not doing the same thing as before in front of a webcam. 

In the virtual classroom, the role of animation is crucial, as students are more likely to lose track alone in 

front of their screen. Some educational activities are therefore better suited to the use of a virtual 

classroom: 

• Subject teaching session where students may have questions. 

• Question and answer session following an asynchronous sequence - for example, material seen 

through readings and/or videos. 

• Discussion session with students on aspects of the material. 

https://www.onemoreespresso.be/guide-de-survie-pour-enseigner-a-distance-dans-un-cas-de-force-majeure-la-classe-virtuelle/
https://www.onemoreespresso.be/guide-de-survie-pour-enseigner-a-distance-dans-un-cas-de-force-majeure-la-classe-virtuelle/


   
 

   
 

• A work session where students work in sub-groups to solve exercises or cases. 

• Follow-up session of group work, etc. 

 

What equipment to use? 

The list of materials below applies to both you and your students. 

• A computer (desktop or laptop) or a tablet. Note that students may attend the online session 

with a smartphone if no extended reading is expected. 

For the teacher, the ideal option is to opt for a computer that will offer more facilities in terms of 

presentation, screen sharing, etc. 

A portable computer with a touchscreen and a stylus is very convenient for live instruction by the 

teacher, through screensharing. 

• Microphone. Sound is one of the crucial dimensions of a virtual classroom. With poor sound 

quality, your session will be difficult to follow. For this reason, it is not recommended to use your 

computer's microphone. It tends to pick up ambient noise, especially the sound of your machine's 

fans. To improve the quality of your broadcast, opt for headphones - or earphones - with a 

microphone (they are generally provided with the purchase of smartphones), or even an external 

microphone if possible. 

• Headphones or earphones. These will be essential to avoid an echo produced by your speakers. 

• Camera. Most laptops and tablets already have a camera that will do the trick. If necessary, a 

third-party webcam can be used to improve the quality of your image. 

• Internet. Your virtual classroom requires a reliable Internet network; cable is better than Wi-Fi. If 

the connection proves to be difficult, it is advisable to disable the video and keep only the audio, 

or at worst the written chat6. 

 

Which applications to use? 

Please refer to the tools presented previously. 

 

What can I offer my students in a virtual classroom session? 

Schematically, three animation techniques can be used during a virtual classroom session: 

• The presentation (or demonstration): this is a structured presentation by the teacher, similar to 

an ex cathedra presentation in class. During this presentation, you can speak face to face with the 

camera, share your screen to show a slideshow, demonstrate software or write on a whiteboard.  

• Interaction: this technique aims to encourage exchange and maintain the students' attention 

while stimulating their reflection. You can envisage individual interaction - by questioning one of 

                                                           
6 For official statements regarding the increased traffic load due to the Covid-19 pandemic, visit the BEREC (Body of 
European Regulators for Electronic Communications). 

https://berec.europa.eu/


   
 

   
 

the students directly - or collective interaction - through an online voting tool, or even a simple 

round table if you don't have too many students. 

Collaborative activity: this leads students to exchange or collaborate with each other during the 

virtual classroom session. To do this, your virtual classroom tool must offer the possibility to put 

participants in sub-groups or ask them to conduct a sub-group discussion on their own before 

returning to the main room. With this, you can ask them to solve a problem, do an exercise, 

confront their ideas, etc. 

 

Teaching at a distance does not mean transferring the same practices from class to home. 
Because videoconferencing lacks many of the parameters of face-to-face interaction in the classroom, 
it is not always advisable to reproduce a real continuous dialogue course in a video meeting. The 
teacher should not try to replicate all in-class activities.  
Tip. Favour a short live video or audio contact of 5 minutes at the beginning of the activity to engage 
the learners and then let each one carry out the proposed activities, individually or collectively. Keep 
a permanent contact by written chat to answer questions and encourage students. 

 

How to prepare the session? 

• Define a time frame for your session: it is more difficult to manage a remote session than a face-

to-face session - if only because of potential technical difficulties, the time it takes for discussions, 

etc. It is therefore advisable to develop a timed scenario that details your session step by step. 

Besides helping you keep the timing during the session, it allows you to prepare different 

moments composed of different activities to set the rhythm of your virtual classroom. 

• Define a "netiquette", or charter of rules of conduct and practices during the virtual classroom 

(see more below). 

• Draw up a virtual class user guide: this guide will specify the connection methods, the 

configuration required to follow the session, the plugins to install, the netiquette, etc. Invite 

students to log in ten minutes before the session starts. You will be able to send it by email or 

drop it on your Teams class space. 

• Get your students to test their material: a successful virtual class is all about optimal participation 

- i.e. without technical problems - for the learners. Open a room where they can test their 

microphone and webcam before your session. 

• Send a reminder to the students: taking a virtual classroom course from home is not a common 

practice for students. Therefore, a reminder of the date and time of the virtual classroom session 

is necessary. Alternatively, the virtual classroom can correspond to the students' normal 

timetable. 

 

  



   
 

   
 

How to animate the session? 

• Be present ten minutes before the start of the session: this will allow you to check that everything 

is working technically and to greet students as they arrive. 

• Introduce the virtual class program: start by introducing the theme of the session, its duration, 

objectives and the different moments of the program. 

If necessary, after a few minutes, you can recall the rules of the virtual class as well as the good 

practices to live an optimal session: turn off the microphone when not in use, turn off your 

smartphone (or put it in airplane mode), turn off any other windows, etc. 

• Moderate the discussion: if possible, ask a student, an assistant or a colleague (Microsoft Teams 

allows to register several teachers in the same course) to moderate the discussions, i.e. to ensure 

that important questions and comments are addressed. This person can also help students who 

have technical problems during the virtual classroom. 

• Have your students take notes: either individually or in groups - by asking students to write and 

comment together on a shared Word online document - have the students take notes to behave 

in a way similar to what they do in the lecture theatre. 

• Use the written chat system: ask your students to ask questions or make comments through the 

software's chat - while respecting netiquette. This will allow you to go back and answer these 

questions. 

• Do 10-minute sequences: During the session, especially in lecture mode, create interaction with 

the students after 10 minutes: solicit their feedback on some aspect of the material, ask them 

questions or read the chat comments and questions7. 

Remember, the real benefit of a virtual classroom compared to a pre-recorded video is the ability 

to create direct interaction, both between you and the students and among the students 

themselves. 

• Propose a conclusion with the next steps: remind the students of the main points discussed 

during the session, thank the students and announce the next activities to be carried out in your 

course. 

 

How can interactions be regulated? 

A netiquette is a good guide to the use of electronic tools. Its primary objective is to present a set of 

behaviours to be respected for good uses of the Internet. In other words, it is a charter of politeness and 

good manners on the Internet with an ethical or deontological purpose. 

During a virtual class, here are some rules - to be adapted - that can be important to disseminate to your 

students: 

• Avoid all disruptions during the virtual classroom, i.e. switch your phone to airplane mode, close 

the tabs of your Internet browser, shut down software not required for the virtual classroom, etc. 

                                                           
7 Reasons for keeping online lectures short are given by the scientific research on attention span and cognitive 
overload (see, e.g., University of British Columbia’s Design Principles for Multimedia). 

https://wiki.ubc.ca/Documentation:Design_Principles_for_Multimedia


   
 

   
 

• Adopt an appropriate posture and environment. If the virtual class can be followed from 

anywhere - even from bed - it is important that the student is in a frame and posture that is 

conducive to following the session. 

N.B: In a Teams online video meeting any participant can blur his or her video background. 

• Use appropriate language. During the exchanges, suggest to the students to avoid "SMS/ texting" 

language, spelling mistakes, typos and draft sentences. 

• Use codes to frame messages. As a teacher, it can be difficult to facilitate the session and monitor 

the chat exchanges. To help you, you can ask your students to use certain codes to specify the 

types of messages. For example, you can ask your students to use certain codes to specify the 

types of messages: [?] for a question, [!] for a misunderstanding, etc. Another idea would be to 

use coloured cards (e.g. red to signal a question) or with pictograms (e.g. to ask to mute the 

microphones: see this handy example in paper or online). 

Use the chat system only for exchanges that are specific to the course, both to avoid distracting 

others with jokes and to allow you to follow the exchanges. 

 

Tip. There are always students who are great at participation and extra-responsible. Designate them 
as “Discussion Leaders” and give them a chance to exercise leadership in the classroom. Assign this 
role on a rotational basis. 

 

https://support.office.com/en-us/article/Blur-your-background-in-a-Teams-meeting-f77a2381-443a-499d-825e-509a140f4780
https://crafterscrew.com/wp-content/uploads/2020/03/visiocube_by_crafters.pdf
https://crafterscrew.com/visiocube/


   
 

   
 

Examples of flyers for students (tips and virtual learning agreements) 

  
Source: Matt Miller. French adaptation by Alexandra Coutlée. 

 

 

Spanish adatpation by Matt Miller.  

https://ditchthattextbook.com/google-meet-elearning/
https://ditchthattextbook.com/google-meet-elearning/
https://ditchthattextbook.com/google-meet-elearning/


   
 

   
 

Examples of flyers for primary students (Teams charter) 

  



   
 

   
 

 

Additional support 
 

• Please consult the ICT coordinator in your school, the O365 and the SMS Super Key User (SKU) or the ICT 
technicians. 
 

• Additional Support is available on the Pedagogical Development Unit SharePoint. 
 

 

 

 

 

https://eursc.sharepoint.com/sites/PedagogicalDevelopment

