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TEACHING WITH TEAMS: ESSENTIALS 
TEAMS SESSION CHECKLIST 

This job aid provides tips for effective teaching when using Microsoft Teams to facilitate online 
learning.   

Tips on Preparing Your Online Class Session 

FRAMING: Place your webcam or laptop on a flat surface and adjust it so it is 12" to 18" away 

and the camera is eye level. This will help students see you clearly. 

ENVIRONMENT 

CLASSROOM MANAGEMENT 

NOISE: Be aware of the environment in which you are presenting. Reduce background noise 

and clutter to ensure students can hear the presentation and not be distracted. Also be aware, 

if you are in a large room, there may be an echo. 

LIGHT: Ensure the students can see you when you are presenting. Having a light source in 

front of you (behind the webcam) will help your students see you. If you are using natural light 

from your windows, make sure you are facing the window. 

AUDIO: If possible, use either a USB microphone or headset when presenting to ensure 

quality sound. If you must use your laptop's microphone, make sure you are away from 

distractions like heavy trafficked areas in your home, such as the kitchen, front room, and 

hallways.  

COURSE CULTURE: Set expectations on sessions, activities, attendance, and online etiquette 

in your course and inform your students about this in your syllabus and during the first session 

of the semester. 
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MICROSOFT TEAM SETTINGS 

STUDENT PERMISSIONS: Assign your students the ATTENDEE role in your online sessions.

This will prevent them from being able to control any functions in the room. If the student is 

presenting, then assign them as a PARTICIPANT. 

STUDENT AUDIO: Inform your students to MUTE their mics AND speakers when entering

the session so they do not disrupt others. 

STUDENT VIDEO: Inform your students to BLUR their background to prevent distracting

other students. 

WEBCAMS: Encourage students to have their webcams on. Set these expectations during the 

first class session and note it in Canvas. If possible, make time during the first week to have 

students have their cameras on and introduce themselves. (note - students may have 

connectivity, bandwidth, or home issues that make keeping their webcams on a problem)

TIPS TO PREPARE FOR ALL TYPES OF VIRTUAL MEETINGS

TIPS TO PREPARE FOR A VIRTUAL EVENT

ADDITIONAL RESOURCES 
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Tips on Conducting Your Online Class Session 

BE POSITIVE: Your energy is vital during the session. Try to stay positive for your students

even when mishaps and technical malfunctions occur. 

FACILITATING ONLINE 

NARRATE YOUR ACTIONS: Let students know what you are doing when you are 

performing the action as it is not obvious when teaching online.   

PRESENCE: Remember to LOOK INTO YOUR CAMERA not your screen. Also smile when 

conversing with your students.  

MIX IT UP: Try to incorporate some ACTIVE TEACHING STRATEGIES to prevent your

course from being monotonous. Some strategies include polling, Breakout Groups, Open 

Panels, and WebQuests. 

ADDITIONAL TIME: Students tend to take a LITTLE LONGER TO RESPOND  online versus a

face to face course, so you will want to give them some extra time when you are asking a 

question or asking for feedback. It is helpful to count to ten silently after you ask a question to 

give ample time for a response.  
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MUTE ALL: Use the MUTE ALL BUTTON to ensure students are not disruptive when they 

enter the online session. 

MICROSOFT TEAMS SETTINGS 

RECORDING: You can RECORD your session to share with students to review for study

purposes and for students who were unable to make the session. You will also want to tell the 

students as a courtesy that you will start the recording. 

BLUR: Remember to BLUR your background to ensure there are no visual distraction from

your video feed. 

ATTENDANCE: Remember to pull the ATTENDANCE REPORT at the end of the session. The 

report timestamps when students enter and leave the session.    
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Tips for Following Up after a Class Session 

FEEDBACK: Ask your students for feedback on how the session went is considered effective

practice, especially if there was a technical problem. Ask questions like “What could I do better 

to help you?” or “What went well during our session?”

CLASSROOM MANAGEMENT 

FOLLOW UP: Follow up with students individually if they had technical issues, or not 

adhering to the course culture you established. This gives you an opportunity to ensure 

that action is taken so it doesn’t happen in a future session.    

RECORDING: Remember to SEND OR POST the recording for your session to allow students 

to revisit to help them study, or if they missed the session.  
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