10 VIDEO MEETING RULES

Do’s-and-don’ts to ensure your meetings
are as efficient as possible
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HAVE A PROPER SET-UP
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= ¢ |f you're going to be seated, make sure you have a
L 1 - good chair and a decent desk.

* If you're going to be standing, your office

environment must be suitably ergonomic.

e Try not to video call from your bed!

O TURN ON YOUR CAMERA

¢ As little as it would be acceptable to conduct a
serious meeting with a paper bag pulled down over
your face, it's rude to have your camera off for a
video call. Be visible. Make sure lighting is such that

people can see your face properly.

« We recommend the gallery view so you can see

everyone at the same time.

‘ MUTE YOUR MICROPHONE
WHEN YOU AREN'T SPEAKING
e Be mindful to mute your microphone while someone

else is speaking.

e It’s also good practice to use a headset with a
noise-canceling microphone to eliminate

background interference.

ONE CAMERA PER PERSON

¢ Avoid creating different circumstances for people in

=l

the meeting. Avoid sitting grouped in front of a
camera and microphone. Everyone should use their
own computer or phone to maximize coherence and

equal participation.

DEFINE WHO IS LEADING
THE MEETING
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e The organizer is, by default, leading the meeting.

e Try and keep the meeting to less than 30 minutes
and have a clear agenda. (Share the agenda in the
chat)

 Wave your hand when you want to speak. Don’t
just start talking. The meeting is likely to devolve
into chaos very quickly - especially during remote
meetings.

e Don’t interrupt other people when they're
speaking. Time delays can complicate

comprehensibility and be very disorientating.

e Unless the organizer has stated otherwise, don’t
leave a meeting before it ends. That's
disrespectful. If you need to go to the bathroom
or a doorbell rings, let your team know in the chat
why you’ll be away from your camera for a

minute or two.

* Let people know if you intend recording the
meeting. Always ask for permission before you

start recording.

DON'T BOMBARD THE CHAT
FUNCTIONALITY

e This can be very distracting for the presenter as well
as those attending. If you have something to share,
share it in a tool like sli.do or do it verbally (first

wave your hand).

BE CREATIVE WHEN YOUR
INTERNET IS HAVING ISSUES

¢ |f you experience issues with your internet
connectivity, try the following:
o Dial-in via your phone. Zoom adds several phone

numbers you can call in order to join a meeting.

e Turn off your camera and send a message
informing team members about your weak

connectivity.

BE MINDFUL OF EATING OR
(% DRINKING

e Don’t eat or drink when attending meetings with
clients. If you're with your team and they’re okay

with it, still be polite.

e Don’t chew with your mouth open, and be sure to
mute yourself; nobody wants to hear your gargling
and munching noises that a microphone tends to

amplify.

ALLOW BREAKS FOR
LENGTHY MEETINGS

the bathroom.

LET OTHERS IN THE VICINITY
KNOW
@ o Tell your family or friends you’re on a video call so

they are aware of the situation. It might prove to be

e So team members can grab something to eat and use

an embarrassment for everyone if they walk into

view while in a state of undress.

e |n fact, it might be a good idea to have a sign handy
you can hang on your door that says: “Don’t disturb,
in a meeting”. If something does happen, don’t ignore
the situation. It's best to roll with it. A child running
into a meeting won't be an issue. We're all human
and life happens. Just excuse and mute yourself,
attend to the matter at hand, and rejoin the meeting

as soon ds you can.
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