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MS Teams Guidelines

1. Do notdistribute teams classes links on social media platforms or anywhere.

2. Teachers are kindly requested to start the meeting from meet now tab (Do not scheduling a link from the calendar or
outlook). (Kindly, follow the steps in the following link: https://bit.ly/3d3QGIO).

3. Ensure thatall students are members in teams and the school administration is responsible for adding any member or
owner and as well they are responsible for any team has been deleted.

4. Ensure that teams classes names have been started with the school code (as it created from the system), in case the change
happened, kindly rename it.

5. Kindly, start the meeting from the team'’s meeting tab (meet now) in case there are attendees from outside school you can

create meeting link from the outlook (Kindly, follow the steps in the following link: https://bit.ly/3d3QGIO).

6. LMSis the official platform for uploading any files, so do not use MS teams to save and upload the files.

7. Recordings will be activated for 20 days then will be removed by the system.

8. Daily students’ awareness of not distributing the team’s links and not sharing their information (e.g students’ credentials)
with anyone.

9.  Follow the directions and guidelines for the Distance Learning Initiative issued by the Student Behavior Department in the

Ministry of Education: https://bit.ly/20gAt8w

10. In case you have been threatened or blackmailed, you must send an email to SecurityOperationCenter@moe.gov.ae or call

the below numbers: (02) 2071594 /(02) 207 1595

Smart Learning Program and Information Security Department - Security Operations Center
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