Etiquette Guide
Prior to the meeting familiarise yourself with the system, whether it’s a desktop app or a conference room, know how to make a call and control
your volume, adjust the camera, mute and share a presentation, this will save time on the day.
Check your environment, close the blinds in a conference room and turn the lights on, what may be comfortable to you will be bleached out or too
dark through the lens of a camera.
Send a pre-call email to all participants outlining the agenda, dial in details and any material they need to read.
Dial in on time or a few minutes earlier if you are the organiser, a lot of conference calls waste the first 5 minutes with interruptions from
latecomers. Make sure you have your connection details to hand, including a contact number in case of difficulties with connection.
Introduce yourself and others at the start of your meeting and ensure you are seen and heard.
Background noise, if you can take the call in a quiet place or use a noise cancelling headset for when you are speaking and put on mute when you
are not. In a conference room environment be mindful of cups and paper shuffling near desktop microphones.
Focus on the conference call, it is easy to be distracted with emails, messages, etc.
Don’t interrupt, if there is no opportunity to submit a question through chat, write them down so you can ask when given the opportunity to do so.
Close the meeting on time with a follow up email with action items for participants.
Leave the room tidy, end your call and leave the room tidy, ready for the next meeting.
After your meeting did you have any technical issues that need to be resolved before the next session, report it.

If you have any problems or require support for a meeting,
please contact Video Conference Support on 00 44 01925 864400, or email videoconfdl@stfc.ac.uk

