
Microsoft Teams – etiquette 

We are looking forward to getting the opportunity to get the 

chance to speak with you all, however, it is important that we all 

follow some etiquette so that we can all enjoy our catch up. 

 

1) Ensure you are logged on to your device at least 5 minutes before your 

scheduled call time. For example, if you are due to be called at 11:00, so you 

should be logged in to your device by at least 10:55. 

 

2) Find a quiet location during the call, this will ensure there isn’t too much 

background noise during our catch up. 

 

3) Mute yourself during the call until it is your turn to speak. This will reduce 

any background noise or interruptions while others are speaking. 

 

4) You will be unable to share video footage of yourself during the call. This will 

make it more difficult to signal when you have something to say. If you would 

like to say something, please use the ‘chat box’ to type that you would like to 

speak and wait to be signalled to speak. When you have been invited to share, 

you may unmute yourself. 

 

5) Stay attentive. Make sure you are paying attention during these calls as we 

may use these to relay any important or new information. 

 

6) Keep it fun. We are looking forward to getting to speak to you again, so make 

sure you behave appropriately throughout the calls so that they can be enjoyed 

by all. 

 

7) If there are issues during the call with regards to this etiquette not being 

followed, you will receive a warning and if it continues, you will be removed from 

the call.  



Group Call Questions 

Please try to think carefully on how you may answer these 

questions for when it is your turn to share. We may not ask you 

all the questions, but it is a good idea to prepare your answers 

in case we do. 

 

1) How are you finding Teams? Can you access Teams easily? 

2) Are you able to upload work? 

3) Do you read the feedback on your assessments? 

4) How are you finding the tasks?  

5) What have you enjoyed and what have been your highlights? 

6) What have you found difficult? 

7) How has the last week been for you? How are things at home? 

8) Did you take part in sports day and the scavenger hunt? 

9) Do you have any questions? Is there anything that you are worried about? 

10) What are you looking forward to? 

 

 

 


