
TIPS 

CLEAR INSTRUCTIONS 

Make sure your students know how to access the virtual classroom. For example, if you are using a 

platform such as Blackboard, Moodle etc., ensure that the link to the “Virtual classroom” is clearly 

displayed and students know its location. If you are meeting your students on Zoom, Teams or on other 

web conferencing tools, you will need to send the direct link to access the room to your students well 

in advance of the meeting. 

When communicating link, time, date of the meeting, it is also useful to give some further 

instruction/information: 

 

PUNCTUALITY 

Ask your students to log into the room at least 5 minutes before the class starts so that they 

have time to check their audio/webcam before you start.  

Remind them that most microphone/webcam issues can be resolved by checking their PC/laptop 

settings. If more complex technical issues occur, it is not really up to the teacher to resolve them.  

 

WEBCAMS 

Ask them to keep their webcams switched on. Explain that this helps them to keep focused and 

engaged and creates a sense of community. This may not always be possible with very large classes so 

you will need different or additional community-building techniques (for more information check out 

Unit 4).  

 

(UN)MUTING MICS 

Remind them to keep their microphones on mute until they need to speak. Explain that when they 

are online with their mics switched on, everybody can hear what goes on in the background…  

 

AVOIDING ANY ECHO EFFECT  

Ask them to keep the volume of their microphones at 50% or below. Sometimes, microphones can 

cause some sorts of echo effect. This can be avoided by lowering the volume but if the problem 

persists, they need to speak to a technician. 

 

TAKING NOTES 

If appropriate, ask your students to take notes during class so that they keep engaged. Check out 

the article in the hotspot to find out the best 5 note-taking apps of 2021 (both for Windows and 

Mac). 

 


