
Microsoft Teams Breakout Rooms 
   

 

Breakout rooms allow you to create sub-meetings within your Teams meeting for 
smaller groups of participants to collaborate, facilitate discussions and brainstorming 
sessions. Up to 50 Breakout rooms can be created for a single meeting. 
 
Pre-requisites 

 
1. Make sure you have the latest Teams updates installed. (Teams Profile Photo or  
    Initials -> “Check for Updates”) 

 
 

 
 
 
2. Make sure that the new meeting experience is enabled (Teams Profile Photo or  
    Initials -> Settings -> General -> Select “Turn on new meeting experience”) 
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Only meeting organisers will see the option for Breakout rooms. Join 
your meeting at its scheduled time using the Teams Desktop client and 
wait for your students to join. Your meeting will open in its own window. 

 
Create Breakout Rooms  

1. When your students have joined and you are ready, select Breakout rooms icon  
    from your meeting controls. 

 

2. Choose how many rooms you'd like to create from the dropdown. 
 
3. Choose whether you'd like Teams to assign students to rooms Automatically  
    or Manually if you'd prefer to assign students to rooms yourself. 
 
4. Select Create Rooms. 

 
 
 

Assign participants to rooms 

If you chose Automatically, participants will already be assigned to different 
breakout rooms. 

To manually add participants to rooms: 
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1. Expand the list under Assign participants. 
 
2. Hover over student names until checkboxes appear. Choose students by selecting  
    the checkboxes. 
 
3. Select More options  and choose a room from the list. 
 
4. Repeat this process until all students have been assigned to rooms. 
 
5. The names of assigned participants to a Breakout Room are shown below the  
    room name and the number of participants in brackets. 

 
 
Start breakout rooms 

To start rooms individually: 

1. Select More options  next to the room, then Start room. 

2. To start rooms all at once: 

3. Select Start rooms  
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You'll know rooms have successfully opened when their status changes to Open. 

 

At this point the attendees are moved from the main meeting to the virtual 
breakout room. 

Join a breakout room 

To join a room and check on its progress: 

1. Right click next to the room name and then select Join room. 

 

2. Select Return when you're ready to leave the Breakout Room and return to the  
    main meeting.  
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Send an announcement to breakout rooms 

Once breakout rooms have started, send announcements to give time updates or 
share prompts. 

1. Select More options  > Make an announcement. 

 

2. Type in your announcement and then select Send. 

3. Students will receive a notification in their meeting chat to check for your  
    announcement. 
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Chat with participants in a breakout room 

Each breakout room will have its own chat. You and students will be able to access it 
from your chats list and from Chat    in the breakout room, just like regular 
meetings. 

1. Students will only be added to a breakout room chat when you start the room.  
    They will be removed as soon as the room is closed.  

2. You will have access to all breakout room chats. 

3. Students can still see the chat history and any files shared after the breakout room  
    is closed. 

 

 
Close breakout rooms 

To close rooms individually: 

1. Select More options  next to the room, then Close room. 

2. To close rooms all at once: 

3. Select Close rooms. 

You'll know rooms have successfully closed when their status changes to Closed. 

When breakout rooms are closed everyone is moved back to the main meeting as a 
larger group again. 

 
Save files, recordings, and notes from breakout rooms 

Files, recordings, and notes from a breakout room can be accessed in its chat. You 
and your students will be able to access these materials after the room has closed, 
but students will not be able to chat or add additional materials. 
 
 
Watch this Video to see an Organiser View and Participant view demonstration   
 
 

https://www.microsoft.com/en-us/videoplayer/embed/RE4JVgf?autoplay=false
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