
 

  

Administrative Services 

Virtual Meeting/Lesson Protocols 
 
Please follow these protocols when conducting virtual meetings/lessons using programs 
such as Zoom or Google Meet. 
 

1. Test the camera prior to your meeting so you know what you will look like to the 
other participants. You want to be sure that they see your full face from the front 
(not mostly your forehead or just eyes or nose).  You may need to adjust distance 
from laptop camera as well as height of laptop to get a better angle (you can stack 
books under it to raise it up). 

2. You will want to make sure the settings on the app you are using for the conference 
are set to not allow recording, no chat saving, no transfer of files. 

a. If you need to have members receive a document during your session, send 
it through an email ahead of time.  It is critical that any shared information 
does not include any personally identifiable information about students or 
staff. 

b. SPED Only:  If you are using these tools to conduct IEPs or other meetings, 
you should only distribute private information using an encrypted email.  
To do this, simply put ENCRYPT at the beginning of the subject in your 
outgoing email message. 

3. Please be aware of your surroundings including what the background looks like.  
Try to have a neutral background that is free of personal items, pictures, etc. and 
ensure good lighting is available. 

4. Clothing that can be seen can be comfortable, but must still meet professional 
standards.  Think about where the camera is pointing and ensure that what can be 
seen is appropriate. 

5. If doing a virtual meeting with students, it should not be one-on-one unless it is a 
counseling session and/or a mandated individual service on an IEP.  If you hold 
office hours via a virtual meeting, it is ok if at some point there is only one student 
in the meeting as it is possible for other students to come and go.  Just don’t limit 
the meeting to one student only. 

6. Virtual meetings can have a casual feel, especially if you are doing it from your 
home.  Be sure your language and tone don’t fall into a casual manner. 

7. Do not eat during the meeting.  Drinking water is fine.  
8. Set norms with your group for how to conduct the virtual meetings, especially with 

students.   


