
Skype Calls: 
 

1. Check quality of call.  
a. If you can’t hear the student,  

i. Check that your sound is up 
ii. If your sound is working normally, it’s likely there is something wrong 

at their end. If the student is wearing earphones, get them to unplug 
them and see if this fixes the problem. If not, ask the student to end 
the call and completely close Skype and reopen it. If this doesn’t work 
when they call you back, ask the students to end the call and go to 
settings and complete a test call (In settings, Audio & Video, Test Call). 
If there is something wrong with their system, ask them to restart 
their whole computer as often this fixes most issues.  
 

b. If the student can’t hear you, 
i. Follow the above protocol set out for if you can’t hear the student, 

but you should be completing the checks laid out.  
 

2. Record the session. Once you have started your call and everything is working make 
sure the Skype window is maximised. In the bottom right corner, you will see a plus 
sign or 3 dots. Click this and then start recording. Tell the student that the recording 
will appear in the message window after the session has ended and be stored there 
for 30 days. If they want to keep the session for longer, they need to download it 
onto their hard drive by clicking the video and “save file as”.  

 

 
 

3. Screen Sharing – Once the session is being recorded it’s time to start sharing the 
screen. Click the two overlapping squares in the maximised window in the bottom 
right hand corner.  



 
 
Once you have clicked the share screen button, your full screen will take up the screen of 
your student. It’s likely that they will see their entire face on the screen, which most 
students don’t enjoy. Please click their name in the top left corner, and then click “send 
message”. This will change the screen to the message screen so the student doesn’t have to 
see their own face.  
 

 
 

 
 



The screen should now look something like this (with a small window with the student in 
the top right corner). 
 

 
 
 

4. Sending and Receiving material – all material can be sent and received in Skype. 
Simply drag and drop files into the message window and they will be immediately 
sent to the student. The student can do the same for you.  

 
 

5. The Lesson  
a. Open a word document and save it as the student’s name and the number in 

the sequence of session you have had (i.e. Mike M (1)). You will need to copy 
and paste your slides into this document as you go. 

b. Ensure you have opened your sketch software (i.e. Autodesk SketchBook).  
c. If there are specific questions you are working on, copy and paste them into 

the sketch software and conduct the lesson with the questions visible to the 
student.  

 
  

 
d. Once you have finished with a slide, take a screenshot of the slide and copy it 

to the clipboard (snipping tool on Windows, or Shift – Control – Command – 
4 on Mac). Then paste it in the Document.  
 

e. You can then type notes in between your slides if you need to make notes (to 
avoid having to handwrite them in sketch pad as you go.  



 

 
 
 

6. Finishing the call  
a. Once the session has finished the screen sharing part of the lesson, turn off 

screen sharing by again clicking the overlapping squares you clicked to start 
the process. Double check that the student found the lesson helpful (i.e. 
“Was that a helpful lesson for you?”)  

b. Let the student know that the document with all of the notes form the 
session will become available in the message window after the call. 

c. Make sure to book the student in for their next session. 
d. End the call. Save the word document one last time. Then drag and drop the 

file into the message window so the student has access to it.  
 


