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Choose the place where you will be
Zooming from carefully. You will need a
place with good Internet reception that
is quiet and well lit.

Let everyone in your household or living
space know that you will be on a
videocall and do not want to be
disturbed.

Put your phone and other devices on
mute.

Make sure you are sitting in a
comfortable chair and that the camera
on the device you are using frames you
in a good head and shoulders view.

If possible, sit in front of a table (you
can pick up a folding one for a few quid)
and set up your laptop, tablet or
smartphone on that. You’ll also have
space for a notepad and pencil then, so
you can note down anything interesting
or jot down questions you might want to
ask later.

Next, think about your appearance and
your surroundings. Have you checked
your beard for fish bones and foreign
bodies? Does your hair have that
“sticky-up bit” that people will fixate on
rather than listening to your words of
wisdom?

 Keep a drink handy.

Use the loo! - You won’t get the   full
benefit of a meeting if you’re squirming in
your seat with a full bladder (as you can
guess, we're speaking from experience)

Look behind you. Is there anything
embarrassing on the bookshelf or the
mantelpiece?

Is there anything that might give away
personal information that you might not wish
to share (address, phone number, photo of
you winning the knobbly-knees competition at
Butlins in 1968)?

Almost ready. Just a few more things to put in
place for a trouble-free meeting:

       Two reasons:
       ▪ To wet your whistle
       ▪ To provide you with a breathing 
         space if you forget what you
         were going to say.

Address any tech issues before the meeting
Familiarise yourself with the meeting controls  -
especially the MUTE button (usually a little
microphone)
 Mute yourself when you’re not speaking
 Look directly into the camera, not at yourself
Eliminate distractions and focus on the agenda
Bring all voices into the conversation
End the meeting on a positive note
Hold your hand up or use an "I want to speak
please" card if you want to speak
Be patient and supportive if someone has
trouble with their speech (we've all been there)
Engage in the conversation, and make
comments or ask questions throughout the
meeting when it is an appropriate time to.

Do

PREPARATION  PREPARATION NETIQUETE

Be late to a meeting
Dress inappropriately
Interrupt
Be rude or hurtful
Swear
Go "off-topic"
Sit in the dark. Good lighting is essential 
Ignore the importance of a good internet
connection.  The internet connection and
the distance to your WiFi router can make
or break the quality of your meetings.

Don't

 CTD...


