
Online event resource 
guide for K-12

Resources and tools for running engaging events 
and classes of all sizes, from any location



Digital events & classes

Schools strive to meet the needs 
of all students by providing 
access to the latest learning tools 
and resources. For remote 
learning, you need the 
technology and inspiration to 
creatively transform the 
classroom while keeping students 
connected and engaged.

Microsoft is committed to 
helping you navigate this 
challenge. We've put together 
a handful of resources to help 
you reimagine events and classes 
in a digital world and prepare 
you for success. 



Keeping us together

Microsoft Teams is a scalable, intelligent, 
and secure platform designed to bring 
people together. From hybrid classes and 
club meetings to assemblies and 
graduations, our technology scales to 
meet the needs of schools of all sizes, 
near and far. 

But Teams is much more than a 
technology hub. During difficult times the 
need for productive collaboration is often 
eclipsed by our need to build and 
maintain community. Our technology 
supports the moments that keep us 
hopeful, creative, and connected. Whether 
it’s hosting a party for teachers, holding 
student club events, or addressing parents 
and families—Teams is here to support 
the connections that matter most.

Digital event inspiration

Building School Spirit

• Orientations 

• Assemblies

• Pep rallies

• Homecoming/Formals

• Holiday parties

• Talent shows

Supporting Academics

• Spelling bees

• Science/art fairs

• Field trips

• Parent-teacher conferences

• Tutoring sessions

Arts & Entertainment

• Music recitals

• Game/trivia nights

• Poetry/book readings

https://www.microsoft.com/en-us/microsoft-365/blog/2020/12/09/new-ways-to-celebrate-holiday-festivities-with-microsoft-teams/?_lrsc=644e3e87-e3de-44a8-adf1-0ab0d131b621


Considerations for digital events & classes

Below are some important logistical questions we’ll help you address in this kit . . . 

How will you ramp up 
teachers and administrators 
on new tools?

How will you set up 
students with the 
technology they need?

How will you ensure 
inclusivity and accessibility 
for all students, while 
maintaining security?

Are there any key resources 
students need to prepare 
for remote learning and 
events?

What size of events do you 
need to hold, and how will 
event size impact the user 
experience?

How will you host
school-wide events like 
assemblies?

How will you engage 
individual students and 
facilitate small group 
discussions?

How will you manage 
events with external 
participants?

How will you gather event 
feedback and keep a pulse 
on students’ social and 
emotional wellbeing?

How will you continue 
to engage students and 
personalize learning?



Digital events & classes roadmap

Click on a topic below for more information:

Before events

Ramp up faculty and 
administrators

Set students up with the 
tech they need

Ensure a foundation of 
security and accessibility

Connect students to 
resources and services

Running events

Large events
For example:

• Graduation

• Large lectures

Small/medium events
For example:

• Club meetings

• Student government

Breakout room events 
For example:

• Orientation

• Class sessions

External user events
For example:

• Job fairs

• Internships

After events

Gathering feedback and 
checking in on the student 
experience

Personalize the 
educational experience

https://microsoft.sharepoint.com/:p:/r/teams/SpurContentCreation/Shared%20Documents/General/Final%20Deliverables/Orientation%20Kit/Orientation%20Kit%202020%2008%2014.pptx?d=w9c703cbd68db4a80b2540eb456ddca24&csf=1&web=1&e=FHntQl


Ramp up teachers 
and administrators

Teachers and administrators need to be oriented 
on tools before running events, and Microsoft 
offers comprehensive tutorials to ramp them up 
as quickly as possible—including the Teams Guide 
for Faculty and free self-service learning paths on 
Microsoft Learn. You can also access personalized
assistance from Microsoft Store specialists—a  
team of experts helping to run trainings, execute 
events, and provide support every step of the way.

School Data Sync generates teams based on class 
rosters or other groupings in your Student 
Information System. Automatically create groups 
in Teams, Intune for Education, and third-party 
apps that will help organize students and leaders 
for key events.

Teams Guide
for Faculty

https://edudownloads.azureedge.net/msdownloads/HED_Faculty_Teams_Guide_2020_06_11.pptx
https://docs.microsoft.com/en-us/learn/
http://www.aka.ms/VirtualEdu2020
https://sds.microsoft.com/


Set students up with
the tech they need

Device and Internet equity are especially 
important for hybrid learning. This Forms 
template is available for you to customize 
and send to students, to help gauge their 
needs in relation to technology and 
Internet access. 

Microsoft also offers affordable Windows 10 
and Surface devices with LTE capability so 
that students can stay productive—whether 
they’re on campus, at home, or on the go. 
Visit the Education Store to explore 
accessible, highly secure devices for 
students, teachers, and admins.

Microsoft offers powerful, versatile 
Surface devices with touch and inking for 
more experiential and accessible learning, 
plus LTE options so students can connect 
from anywhere 

https://forms.office.com/Pages/ShareFormPage.aspx?id=vDAEyHnddkydh8Qvu9tnHLNYwT75_L5Eq3trXquyeu9UN0s1TVA4N0ZORUdDWkNQR1M4N0xWQUNPUC4u&sharetoken=SVDjxKvw984S9HHgCEDt
https://www.microsoft.com/en-us/store/b/education
https://www.microsoft.com/en-us/surface/business/education


Ensure a foundation
of security and accessibility

Microsoft is dedicated to keeping digital events 
safe. Teams includes rich privacy controls for 
meetings—define roles, moderate
conversations, prevent interference from 
unwanted attendees, and monitor consent for 
recording. And it’s built on a trusted cloud 
platform that defends data and identities.

Microsoft also offers free, comprehensive, 
built-in accessibility tools to help include all
participants. Just a few examples include live 
captions and transcription with translation, 
Accessibility Checker to ensure accessible 
resources, Immersive Reader to make reading 
and writing inclusive, dictation, and Focus
Assist.

Live Captions
in Teams

https://support.microsoft.com/en-us/office/roles-in-a-teams-meeting-c16fa7d0-1666-4dde-8686-0a0bfe16e019
https://docs.microsoft.com/en-us/microsoftteams/manage-channel-moderation-in-teams
https://docs.microsoft.com/en-us/microsoftteams/cloud-recording#notify-employees-to-consent-to-company-guidelines-in-microsoft-stream
https://education.microsoft.com/en-us/resource/0c6e9c42
https://support.microsoft.com/en-us/office/office-accessibility-center-resources-for-people-with-disabilities-ecab0fcf-d143-4fe8-a2ff-6cd596bddc6d?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/office/use-live-captions-in-a-teams-meeting-4be2d304-f675-4b57-8347-cbd000a21260
https://support.microsoft.com/en-us/office/improve-accessibility-with-the-accessibility-checker-a16f6de0-2f39-4a2b-8bd8-5ad801426c7f?ui=en-us&rs=en-us&ad=us
https://support.office.com/en-us/article/test-immersive-reader-360a583a-952d-48c3-be28-4ce6a1e2062d
https://support.office.com/en-us/article/dictate-your-documents-in-word-3876e05f-3fcc-418f-b8ab-db7ce0d11d3c
https://support.microsoft.com/en-us/help/4026996/windows-10-turn-focus-assist-on-or-off


Connect students to
resources and services
Provide seamless access to critical school resources 
like guidance counseling and mental health 
services, with Microsoft Bookings and Teams. 
Conveniently schedule 1:1 meetings on a highly-
secure platform supporting HIPAA compliance 
with expanded access for multilingual students and 
families through Microsoft Translator.

Starting a new semester or quarter? Check out our  
Orientation kit to start planning and easily prepare 
students with the Back-to-School Kit, which gives 
students detailed instructions on downloading and 
using Microsoft 365, including Teams as a platform 
for joining or running digital events.

Connect students to Microsoft’s student resources 
portal for helpful tutorials and templates. There are 
also courses on Microsoft Learn and LinkedIn
Learning tailored for students—whether they want 
to practice the productivity tools they’ll be using in 
their daily lives or get a head start on cutting-edge 
digital technologies.

https://www.microsoft.com/en-us/microsoft-365/business/scheduling-and-booking-app
https://www.microsoft.com/en-us/translator/education/
https://microsoft.sharepoint.com/:p:/r/teams/SpurContentCreation/Shared%20Documents/General/Final%20Deliverables/Orientation%20Kit/Orientation%20Kit%202020%2008%2014.pptx?d=w9c703cbd68db4a80b2540eb456ddca24&csf=1&web=1&e=FHntQl
https://edudownloads.azureedge.net/msdownloads/Back_to_School_BOM_2020_07_30.pptx
https://www.microsoft.com/en-us/education/students/resources
https://docs.microsoft.com/en-us/learn/roles/student
https://www.linkedin.com/learning/me


Host large events like 
orientation, graduation, 
or assemblies
Need to address a group of over 1,000 
participants at once? Check out the Live 
Events feature in Teams. Live Events 
supports up to 20,000 attendees with 
live captions and subtitles from a list of 
over 50 languages.

Live Events don’t include the same 
participatory features as regular Teams 
meetings—such as attendee audio and 
chat. This makes Live Events ideal for 
broad addresses—like a welcome from 
your school principal—ensuring sound 
quality while avoiding interruptions.

Ready to get started with Live Events? 
Sign up for Teams Fundamentals for 
Virtual Events training, which provides 
key tips and resources for making  your 
event a success.

https://support.microsoft.com/en-us/office/plan-and-schedule-a-live-event-f92363a0-6d98-46d2-bdd9-f2248075e502#:~:text=Try%20it!,%2C%20audience%20interaction%2C%20and%20reporting.&text=on%20the%20left%20side%20of,New%20meeting%20%3E%20New%20live%20event.
https://support.microsoft.com/en-us/office/use-live-captions-in-a-live-event-1d6778d4-6c65-4189-ab13-e2d77beb9e2a
https://www.microsoft.com/en-us/store/workshops-training-and-events/educators#page=1&pageSize=24&topic=10000080


Enable students to run 
social events, club 
meetings, and more

Extracurriculars like student government 
can seamlessly transition online with 
Teams. Students can host online 
meetings and assign tasks to members. 

Teams makes it easy to upload and share 
documents—like articles and meeting 
minutes, presentations, videos, and other 
materials for real-time and offline 
collaboration. 

Use the Assignments tab to assign 
readings and tasks to specific members 
or groups and set deadlines for things 
like important decisions and votes.

https://support.microsoft.com/en-us/office/create-an-assignment-in-microsoft-teams-23c128d0-ec34-4691-9511-661fba8599be


Use breakout rooms to 
enhance engagement

Available free for Education users as part of 
Microsoft 365, Teams offers many new features
to keep students engaged during online 
classes, including screen sharing for 
presentations, hand-raising, meeting chat, pre-
recorded videos with narration, innovative views
like Together Mode, as well as breakout rooms.

With students in hybrid and online classrooms, 
teachers can leverage breakout rooms to 
facilitate small group discussions, connect with 
students 1:1, or host events like science fairs 
with e-booths to showcase student projects—
adding a personalized touch to the digital 
learning experience.

Together
Mode

https://educationblog.microsoft.com/en-us/2020/07/25-updates-for-microsoft-teams-for-education-for-back-to-school-july-2020/
https://support.microsoft.com/en-us/office/show-your-screen-during-a-meeting-90c84e5a-b6fe-4ed4-9687-5923d230d3a7
https://support.microsoft.com/en-us/office/video-record-presentations-2570dff5-f81c-40bc-b404-e04e95ffab33
https://www.microsoft.com/en-us/microsoft-365/blog/2020/07/08/reimagining-virtual-collaboration-future-work-learning/
https://edudownloads.azureedge.net/msdownloads/Microsoft-Teams-Breakout-Rooms-One-Pager.pdf


Host virtual field
trips with external users

With Teams’ secure scalability you can 
host virtual events of all sizes with all types 
of participants—securely. Host a virtual 
field trip to the museum with external 
guest users—like a museum docent or 
artist guest speakers—all with peace of 
mind on Teams. Meetings support up to 
1,000 attendees, and Teams includes 
robust controls for guest access.

Leverage Teams’ breakout rooms feature 
to empower smaller groups to meet and 
discuss the art that interests students 
most. Empower guest speakers and 
students to communicate seamlessly with 
Microsoft Translator, live closed captions, 
and Immersive Reader. 

https://docs.microsoft.com/en-us/microsoftteams/tutorial-meetings-in-teams
https://docs.microsoft.com/en-us/microsoftteams/guest-access
https://edudownloads.azureedge.net/msdownloads/Microsoft-Teams-Breakout-Rooms-One-Pager.pdf
https://www.microsoft.com/en-us/translator/education/
https://www.microsoft.com/en-us/videoplayer/embed/RE4JVnz?autoplay=true
https://www.microsoft.com/en-us/videoplayer/embed/RE4KdDB?autoplay=true


Gain valuable 
feedback with Reflect

Teams offers features to help you check in 
on students outside of class and gain 
valuable feedback on sessions and events. 
Gather pre- and post-event feedback with 
polls, quizzes, and surveys using Forms. 
Or for a more personalized approach, 
educators can use the Reflect messaging 
extension to ask students how they’re 
feeling about a particular issue, how their 
week is going, or how they felt about a 
recent experience. You can make results 
anonymous, so participants feel 
comfortable providing honest feedback.

Reflect 
Messaging 
Extension

https://www.microsoft.com/en-us/microsoft-365/online-surveys-polls-quizzes
https://docs.microsoft.com/en-us/microsoftteams/platform/messaging-extensions/what-are-messaging-extensions


Personalize the
educational experience

Microsoft’s Power Platform can help you tailor events 
or instruction to every student’s needs. Integrated with 
Teams, Power Apps and Power Automate enable you 
to quickly create low-to-no-code apps and flows to 
simplify classroom tasks, provide engaging mobile 
tools, and much more. Power Virtual Agents offers 
customizable chatbots to answer students’ questions 
using AI.

You can also view Class Insights in Teams and visualize 
data about students’ grades, accomplishments, and 
more through Power BI. Check out the Microsoft 
Education Blog to read about how schools have used 
Power BI to bolster student success.

Enrollment 
Demographics 
in Power BI

https://docs.microsoft.com/en-us/power-platform/admin/embed-app-teams
https://powervirtualagents.microsoft.com/en-us/
https://support.microsoft.com/en-us/office/actionable-analytics-with-class-insights-in-teams-163add4f-997d-4a01-91de-2846fe4e99bc#:~:text=Added%20as%20a%20tab%20in,have%20access%20to%20Class%20Insights.
https://educationblog.microsoft.com/en-us/tag/power-bi/


Training

Ready to plan your next event? 

Get started with Microsoft 
Teams ​and Teams Live Event 
Fundamentals training.

Need support with a virtual event 
already in the works?  

Contact Microsoft Stores for help 
producing your event with Microsoft 
Teams.

Already taken Teams 
Fundamentals training? 

Try one of our Teams 
virtual event deep-dive 
training courses:

• Hosting virtual orientation 
and assemblies

• Hosting virtual parent-
teacher conferences

• Hosting virtual pep rallies

• Hosting virtual school 
dances

• Hosting virtual science and 
art fairs

• Hosting virtual spelling 
bees

https://www.microsoft.com/en-us/store/workshops-training-and-events/educators
http://www.aka.ms/VirtualEdu2020



