
 

March 18, 2020  

Google Meet Protocol 

Hello students! 

By the nearly 200 confirmation emails I’ve gotten, it looks like most of you will be joining us this 
afternoon for a quick check-in to make sure you know what you are doing before the official ones 
tomorrow. I’m looking forward to “seeing” all of you—it’s only day 4 of this and I already miss 
y’all! 

I wanted to give you some basic instructions, guidelines, and tips, to help the check-in go as 
smoothly as possible. Please read it all—I know it’s long, but it’s all important.  

1. You will receive an email invitation to each class meeting time (like the one you got for 
the check-in). Most of you have already gotten a whole bunch of these from your 
teachers. If you hit “Yes,” it will add it to your calendar. DO THIS. It will help you 
remember “where” you are supposed to be, and when. It will also put the link to the Meet 
right on your calendar, so you don’t have to dig through your emails to find it. 

2. You can either join the Meet from your email 

    
 
or from your calendar.  



  

3. When you click the link, it will open the Meet in a new tab or window. It will probably 
ask you if you want to allow it to use your camera and microphone. Tell it “yes,” or 
“allow.” If you don’t allow this, I don’t think it will let you join the 

Meet.   
4. None of the teachers had issues with pop-up blocking when we were practicing, but if 

you do, you can tell your computer to temporarily allow pop-ups.  
5. Once the Meet has loaded, you need to mute both your microphone and your camera. 



  

You may turn them back on periodically throughout your different Meets with different classes 
AS NEEDED, but your defaults will be mute unless your teacher tells you otherwise. You’ll 
mostly use the Chat feature to “talk” in class. Many teachers will ask you to make some sort of 
comment there so they can mark you Present for attendance. 

6. Make sure to click “Join” so that you are actually IN the Meet. 

  

REMEMBER: 

1. Even though you will generally be muted, always assume you COULD be seen or heard, 
so be aware of your surroundings and what you are doing or saying. Don’t do anything 
embarrassing or you’ll be like these guys, or worse. 



   

2. Remember that your teacher and other students will all be able to see what is in the chat, 
even if they aren’t in the Meet exactly at that moment. Watch your language, even if you 
think nobody is “listening!” 

3. For those of you with siblings, if you are all in Meets at the same time, you need to be 
muted or in separate rooms, or your microphones will have horrible feedback and make 
dreadful squealing noises.  

4. DO NOT, under ANY CIRCUMSTANCES, mute or remove another student or your 
teacher while in a Meet. DO NOT.  

5. If you’ve “raised your hand” with a comment in the Chat, your teacher might ask you to 
unmute yourself so that you can elaborate verbally. 

 



6. If you have trouble joining a Meet today or in the future, email me and I’ll see what we 
can figure out. If a teacher is doing any direct instruction during a Meet, they will post 
that instruction in classroom as well.   

7. It is REQUIRED that every student attend every Meet.  Attendance will be taken.  It is at 
teachers' discretion how long you have to stay in the Meet.  Teachers will communicate 
their expectations with you. 

Stay home and stay healthy!  

—Ms. Phelan 

 


