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As we increase our reliance on Google Hangouts to facilitate meetings so that social distancing 
guidelines can be adhered to, I would like to share some simple steps to join or create your own 
virtual meeting. 
 
About Google Hangouts 
Google Hangouts will let you meet virtually with video, voice and screen-sharing capabilities It 
also lets users connect offline by dialing into a traditional conference call number. Each Hangout 
meeting supports up to 250 participants and meetings can be recorded for sharing later. 
 
Joining a meeting with Hangouts 
For the majority of the staff, you will be invited by your principal or other administrator. Any 
Hangout you are invited to will appear on your personal calendar. The link to join the meeting 
will appear in the meeting notes of the calendar event.  
 
For an even simpler way to see your upcoming meeting, visit: meet.google.com. Meetings that 
you have been invited to will appear on a daily basis. 
 
Scheduling a meeting with Hangouts 
To schedule a Hangout meeting and invite participants, create a calendar event and invite the 
participants in the normal fashion. Before sending your invite, click "add conferencing" to add a 
Hangout meeting link. 
 
Start an "on the fly" Hangouts meeting 
To Create an "on the fly" Hangout session, such as when you want to meet quickly with a 
colleague or a student virtually but do not want to go through the steps of sending a calendar 
invite, perform the following: 

● visit: meet.google.com 
● Click Start or Join Meeting 
● Create a nickname for your meeting 
● Share the meeting link or dial-in code with your attendee(s) 

 
 
Important Notes 

● While you can record a Hangouts session, it is important to inform everyone on the 
call that you are doing so.  

● If you would like to join a virtual Hangouts meeting from a mobile device, such as a 
tablet or phone, install the Google Hangouts and Google Meet app from your device's 
respective app store. 

http://meet.google.com/
http://meet.google.com/


● If possible, use a headset with a mic or earbuds while on a call. This will eliminate 
echo and background noise. 

● Please mute your microphone when you are not speaking. Background noise is picked 
up very easy by microphones and can be a distraction for other callers. 

● Your web browser will likely prompt you to allow permission to your microphone and 
camera. Please allow, otherwise Hangouts will not work as designed. 

● Please contact a colleague and either host or join a Hangouts meeting so that you can 
get test our your settings.  

Please submit a help desk ticket at southbridgehelpdesk.com if you need additional support with 
this or anything else. We will be more than happy to assist you. 
 
Lastly, Google has developed tutorials specifically for teachers and distance learning and can 
be found here. 
 

http://southbridgehelpdesk.com/
https://teachfromhome.google/intl/en/

