
Tips for Teams 

We are looking forward to connecting with you via Microsoft Teams!  Utilizing Teams provides a platform to allow us to 

connect face-to-face in a safe and healthy manner.  As a department, we have come up with a few tips which we believe 

will help sessions run smoothly.  If you have any questions, feel free to email your counselor or the general counseling 

email address, counseling@georgetowncollege.edu.  We are excited to “Team Up” with you! 

Helpful DO’s 

Do familiarize yourself with Microsoft Teams before your first appointment.  You can download the app or visit 

Microsoft.com for more information. 

Do have all materials needed to connect with your counselor.  These include: 

A secure internet connection, ideally via ethernet as Wi-Fi is not as secure. Using Private Wi-FI (such as 

Georgetown College’s internet) is acceptable. Using Public Wi-Fi (such as McDonald’s) is not.  For extra security, 

please disconnect all apps/devices which may track your voice/phone features.  Most of these can be configured 

in “settings” on  your device.  

 A device which has video and audio capabilities; you’re welcome to use headphones if preferred. 

Your Georgetown College issued email address.  The college has adopted Teams as its primary way to connect 

via video. Therefore, only email addresses within the institution will be accessed.   

Do be on time.  Treat your telehealth appointment as you would an in-person session. 

Do be kind to yourself.  Technology can be stressful and issues will happen.  We will get through them together! 

Please, do NOT 

Do not utilize the chat/messaging function as a form of primary communication.  Chat can be utilized to communicate 

information about the connectivity of your meeting, ie “I can see you but cannot hear you” and/or a way for your 

counselor to communicate further action if connectivity is an issue, ie “I will call at your listed number in 5 minutes.” 

Do not utilize the call or voicemail feature.  Calls and voicemail are not monitored and will not be accepted. 

Do not have anyone in the room with you.  Your telehealth appointment is to be as private and confidential as possible. 

Do not engage in other activities during your telehealth appointment. 

Do not record your session. 

Do not share your meeting link with others. 

Important information 

The Informed Consent states there will be a 10-minute grace period given for each session to work through connectivity 

issues, running late, etc.  As a note, if you do not connect with your counselor within 10 minutes of your appointment 

time, your appointment will be cancelled and you will need to email your counselor to reschedule your appointment. 

At times, emergencies occur from the counseling end and sessions will be cancelled, perhaps without notification.  If 

your counselor does not connect with you within 10 minutes of your appointment time and you have not heard from 

them, assume your appointment is cancelled and look for an email from your counselor to reschedule.  When possible, 

we will do our best to email you with appointment changes before your session.  

Need a private space? You can reserve one at the LRC https://georgetowncollege.libcal.com/reserve/study-rooms.  

If we have reason to believe you are in a crisis and cannot connect with you within 10 minutes of your appointment 

time, emergency services will be contacted. 
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