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What is it? Text, audio and 
video 

Group of named 
people sharing 
specific files, chat, 
calls and meetings. 

Categories for 
organising the files, 
discussions and 
members inside your 
team. 

Create an instant 
meeting. 

Create a meeting in 
the calendar. 

Allows you to 
schedule and 
produce events that 
broadcast video & 
meeting content. 

Who is it aimed 
at? 

1:1 or small group 
conversations 

People who 
frequently work 
together in a team, 
group or on a 
project. 

People who want to 
create separate 
topics, discussions 
or groups within their 
team. 

Staff within the 
organisation as well 
as external guests. 

Staff within the 
organisation 
and external guests. 
Include the general 
channel so an entire 
team can join. 

Large online 
audience. A one to 
many 
communication with 
the option for 
viewers to Q&A. 

Do I need to be 
in a team? 

No. You can start 
chat at any time, 
with anyone. 

Yes. Yes. No No No 

Is it private? Yes. Only the person 
or people in the chat 
can see it. 

Yes. Only the person 
or people in the 
Team can see what 
is shared. 

Yes. Each channel 
can only be seen by 
team members. It 
can be made private, 
so only named team 
members can 
access it. 

The meeting is 
private because no 
trace exists of it in 
the user's calendar 
or a Teams channel. 

Yes. Only the person 
or people in the 
meeting can see it in 
their calendars or as 
an invitation in their 
email. 

Your Teams Live 
event attendees can 
be external or 
internal depending 
on whether you 
make your event 
public or private. 

Do I need to 
book it in 
advance? 

No, it is designed to 
be immediate. 

No, the team is 
permanent, and can 
only be created by a 
request to IT. 

No. You can create, 
hide and delete 
channels at any 
time. 

No, it is designed to 
be immediate. 

Yes, it is designed to 
be a planned 
meeting in the 
calendar. 

Yes, it is designed to 
be a planned event 
in the calendar. 

Is it recorded 
by default? 

Text messages are 
stored, but not audio 
or video calls. 

Files shared with the 
team are stored 
within the team. Text 
messages are 
stored, but not audio 
or video calls. 

Files shared within 
the channel are 
stored within the 
channel. Text 
messages are 
stored, but not audio 
or video calls. 

Yes, an audit trail of text, files, attendance 
and activity is logged. Recording a meeting 
has to be initiated by the organiser or internal 
attendee. External guests will not be able to 
do this. 

Yes, attendance 
figures are logged. 
When a Live event is 
scheduled the 
host/presenters set if 
it is to be recorded 
and viewed. 

When should I 
use it? 

When you want 
instant, ad-hoc 
responses. 

When you want one 
place to store and 
share all discussions 
and resources for a 
certain group of 
people. 

When you want to 
create separate 
topics or sub-groups 
within your team, 
perhaps making 
them private. 

When you want to 
turn a chat into a 
video conference 
and screen share. 

When you want to 
schedule a staff 
meeting, parent 
meeting, Channel 
meeting or meet with 
external guests. 

When you want to 
have a virtual 
parents evening, 
Open Day, or Year 7 
Transition or Year 6 
& 11 Graduation. 

 


