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Teacher/Student Etiquette Guidelines 
 
Your videoconferencing program will be a successful and positive experience for both you 

and your students if you prepare your students for the program.  Videoconferencing 
presents its own set of benefits and challenges, and in many instances, poor behavior and 

preparation is MORE evident in a videoconference.  Below is a list of items that can help to 
ensure a positive experience for everyone! 
 

Teachers:  The hi-lighted sections are those tasks that you will be responsible for 
overseeing.  I will take care of checking the equipment and completing the remaining tasks. 

 
 

1. Read and complete the tasks described on the “Scheduled-Now What” document. 

2. Before the conference, monitor your email for late-breaking updates and 
communication from the videoconference provider. 

3. Arrive EARLY to make sure your videoconferencing system is connecting correctly.   
4. If you have technical difficulties, contact your technical support staff, bridge staff, 

as soon as possible!! 

5. The teacher or site facilitator should answer roll call.  That person should give the 
site location and number of students in the room.   

6. It is helpful for the presenter to see a banner or sign with your campus name on it 
so they can be sure who they are talking to. 

7. If the presenter sends you pre-conference activities, materials, research, etc., or 

asks you to have materials ready for the program, it is critical that you complete 
those activities and/or have materials ready as they will be a critical learning piece 

to the live program.  You surely don’t want to be the only site in the 
videoconferencing program that isn’t prepared ☺ . 

8. Make students aware they can be seen and heard at all times.  Be mindful of the 

image that you project to participants at other sites.  Avoid making faces and 
gestures that might appear inappropriate.  Do not let your students lay their heads 

down on the table and remind them they are representing their district/school. 
9. The teacher and/or on-site facilitator are responsible for the discipline of their 

students.  If disruptive behavior occurs that affects the videoconference, your site 
could be removed from the session. 

10. Keep students quiet and try to eliminate all sources of background noise from your 
room (hall noise, announcements, etc.).  Any sounds picked up by the microphones 
are transmitted and may disturb other participants. 

11. Keep all the microphones in your room muted unless your students are speaking.   
12. Remind students to look at and talk to the remote monitor or at the camera in the 

room that is showing you.  

13. Keep in mind that there is a 2–3 second delay in the transmission of sound, i.e., 
they may not hear your answer and/or question for 2–3 seconds…it feels like an 

eternity!  So please be patient.  
14. Only one student should speak at a time.  The presenter might request the teacher 

to call on individual students to answer a question.  In some instances the whole 
class can reply at one time.   



15. Have students pay close attention to questions that have already been asked so 
that these questions/answers do not need to be repeated.   

16. Have students speak slowly and clearly.  If you are using table microphones, train 
the students how they work before the videoconference begins and be sure they 

understand that they do not have to yell, bend over into the mic, or put the mic up 
to their mouths. 

17. If the sessions is not over but the students must leave, let others know - do not 
just disconnect. It is always nice to indicate you must leave either verbally just the 
same as you might end a phone call.  

18. There are always imperfections when using technology.  Although everyone 
involved with bringing you this program will work hard to minimize problems, 
videoconferencing is not an exception.  Therefore, don’t expect everything to go 
perfectly ☺ .   


