
Instructions for creating a channel for meetings 

 

 

 

 

1. Make sure you are looking 

at your class Team. Click on 

the 3 little dots next to the 

name of your team. 

2. Click ‘add channel’. 

3. Write the name of the 

channel ‘Meetings’. 

4. This is the ‘news feed’ for 

that channel, but I would 

advise that you explicitly tell 

the children to NOT talk in 

here. This is JUST for 

meeting notifications and to 

get into the scheduled 

meetings. 



To assign meetings to this channel 

 

 

 

 

 

5. Instead of assigning the 

meeting to the ‘General’ 

channel where it gets lost 

with all the ‘noise’ of the 

children’s chats, assign it to 

your ‘meetings’ channel. 

Click on ‘add channel’  

6. This will pop up, which is 

where you would have 

scheduled your meetings. 

Click on your year group 

channel.  

7. This will pop up. You would 

have selected ‘General’ (this 

is the main news feed where 

the children chat and the 

meeting info gets lost in 

there), so click on 

‘Meetings’. This will mean 

that you scheduled meetings 

will go into that channel and 

won’t get lost in the other. 

Children/parents/teachers 

will be able to find the 

meeting to that they need to 

attend.  



 

 

 

 

 

 

8. You can then delete the post 

of the meeting once you 

have finished it or at the end 

of the day so that there is 

not too many meeting 

notifications in the feed. 

Click on the 3 little dots.  

9. Click on ‘view meeting 

details’.   

10. Click on ‘cancel meeting’ and 

then ‘cancel’.   

11. This is what you will see, it 

doesn’t go away entirely, but 

they can’t ‘attend’ the 

meeting or join the wrong 

one. Hope this helps.   


