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Teams Video Calling – Policy and Etiquette 

 

Dress code and appearance 

 The staff dress code must be followed. Formal work dress for staff must be worn at all times, just as if you 

were present in the building. 

 Students must be in uniform and follow the same expectations for their appearance as if they were in 

school (e.g. make-up, jewelry, etc.). 

Screen Sharing 

Before sharing your screen with other people on the call, ensure you: 

 Close your email and other documents that should not be shown to your audience 

 Close unrelated tabs in your browser, in particular those that would breach the safeguarding or data 

protection policies, or the staff code of conduct.  

Background, position and framing 

Background 

 Make sure you have the light source (e.g. a window) in front or to the side of you. A light source from 

behind will throw your face into shadow. 

 The best backdrop for your video is a light, blank surface, such as a wall or a door. 

 If you do not have a blank surface, you must remove anything from your background that breaches the 

safeguarding or data protection policies, or the staff code of conduct. Examples might be: 

o Music posters with adult references, expletives or other content unsuited to working directly with 

children. 

o Photographs, names, addresses or other personal information related to you or a third party (eg family 

photos, a view through a window that reveals where you live). 

o Alcohol and tobacco products. 

Position 

 Ensure you are located where other people cannot be seen in your call and will not walk through the video 

or interrupt the call with background noise. 

 Always ensure you are supported and comfortable in your sitting position. 

Framing 

 Before you join a video call in Teams, you can toggle the video button to preview how people will see you 

inside the ‘frame’ of the video. The best position for ensuring people can see you clearly is when: 

o Your head and shoulders fit just inside the edges of the frame 

o Your eyes are positioned just above the centre line of the frame 

o Your camera is fixed so that you are looking directly into it. 

 This is a good example: https://effectivehomeoffice.com/webcam-position/ 

https://effectivehomeoffice.com/webcam-position/

