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I’ve Scheduled a Videoconference.  Now What? 

 

 

1. Make sure you have principal approval.  Regardless of whether or not the VC is 

free, principals need to know that you are requesting this event and that pending 

their approval, it will be taking place on the campus.  Your Campus Technology 

Specialist will also need to be notified. 
 

2. Decide where you want the videoconference to be held (your classroom or multi-

purpose room).  Some interactive videoconferences may involve hands-on 

activities or group work, which would require more space.  If you want to use the 

multi-purpose room or any other area than your own classroom, make sure that 

it is reserved for the date and time of your videoconference.  If you want to use 

your classroom, check with your campus tech to make sure the equipment can be 

moved to your classroom.  As soon as you have decided on the location, email 

me so that I know where it will be held. 
 

3. All students must have signed permission forms in order to participate in the 

videoconference.  The videoconference permission is included on this year’s 

Acceptable Use Form.  If you are unable to find this form, please notify me ASAP 

so that I can send permission forms to you. 
 

4. Encourage students to wear a dark-colored shirt.  White or light-colored shirts 

tend to create a glare.  Some teachers encourage all students to wear a school t-

shirt on the day of the VC. 
 

5. Prior to the videoconference, some providers will send activities for your students 

to complete.  These are usually sent via email or fax.  Please make sure that 

these activities have been completed prior to the videoconference. 
 

6. Some providers may also request that you have certain supplies on hand for 

students to use during the VC.  Please make sure that the requested supplies are 

ready to distribute. 
 

7. Utilize the weeks and days prior to the videoconference to allow your students an 

opportunity to become familiar with the VC topic.  This can be done through 

research on the internet or activities that you plan with your students.  Having 

some prior knowledge of the topic will help your students be more engaged 

during the videoconference. 
 

8. For many of the students, this could be their first videoconferencing experience.  

Read through the attached list of videoconferencing etiquette guidelines.  I have 

hi-lighted the items that you will be responsible for overseeing.  I have also found 

it helpful to have a “practice” session with younger students so that they have a 

chance to experience seeing themselves on the television monitors for the first 

time.  The “practice” session also gives them an opportunity to know what to 

expect.  I will work with you to arrange the practice session if needed. 
 

9. Most videoconferences allow time for questions.  For younger students, it may be 

necessary to brainstorm possible questions to ask about the topic.   
 

10. Make sure that your students are seated and ready 10 minutes prior to the VC 
start time.  Most teachers find that allowing students a restroom and drink break 

prior to the VC discourages the need for disrupting a VC session. 
 

 


