/Zoom meeting etiquette:

15 tips and best practices for online video conference meetings

Use the video option when possible. It lets people see you and confirm you’re not some super-
sophisticated Al voice. This is particularly important if you’re the one hosting the meeting or a
speaker, and slightly less so if you’re an attendee,

Dress for the job you have, not the job you want, or; Don’t wear your pajamas. Times are tough
for those working from home, and wearing sweatpants all day, every day is one of the few silver
linings. But if you’re in a position where you can put on something more professional-looking, it’s
probably a good idea. You might also find it makes you feel a little more normal.

Stage your video area. Keep in mind that people aren’t just seeing you, they’re also seeing
whatever the camera is pointed at behind you. Maybe arrange it so that your camera isn’t facing
towards a pile of unfolded laundry?

More light is better. Video quality is dramatically improved with more lighting. And don’t you
want everyone to see your beautiful face, now that you’ve gone to all of the trouble to put on
actual clothes and stuff? An extra nearby lamp is usually helpful. Just make sure the light is in
front of you, not behind you - being backlit makes you harder to see.

Try to look into the camera. If you’re presenting or speaking to a group, looking into the camera
will give the appearance of eye contact with whoever you’re talking to. It’s also definitely better
than being forced to stare at your own face and realizing how badly you need a haircut.

Do your own tech support before you start. Make sure you do a test run at some point, and that
you’re aware of your audio and video settings before you start. Most video conference services
allow you to see a test of what your camera is recording before you start broadcasting it to
everyone else, so have it arranged the way you want it. Zoom, for instance, has a feature that
lets you test your settings before your meetings begin: just go to zoom.us/test.

Stay on mute if you’re not talking. Background noise can be really distracting. If you aren’t
sharing anything at the moment, go ahead and hit mute until you do. That way, no one has to
listen to the car alarm that goes off in your neighborhood or your neighbor’s perpetually barking
dog.

Don’t eat during the meeting. It can be a little gross to watch other people eat sometimes. Or
listen to them chewing, for that matter. Hold off if you can, or if not, maybe turn off the video
and audio.

Don’t do other private things while on a meeting. It can be easy to forget that people can hear
or see you if you’re in a group of 30 coworkers, so don’t risk it!



Stay focused. It’s a science fact that everyone hates meetings. Don’t make this one go longer
than it needs to. Stay on task and keep unnecessary conversations to a minimum. It can get very
hard to be productive when several people are all talking at once, and even more so when
overlapping audio and shuffling video screens are involved.

Only invite people who need to be there. Is there someone who should be looped into the info
being shared, but won’t actually have anything to contribute themselves? Would it be possible
to loop them in via an email instead? Save them, and yourself, some hassle by not including
people who aren’t necessary.

Is this a meeting or a webinar? Most video conference tools allow you to set up some members
are audience-only, meaning that only certain people can participate with video and audio. If
you’re doing a presentation rather than a discussion, that might be the better format than
allowing everyone to chime in.

The host should be the last one to leave. If the host closes the meeting, then obviously, the
meeting ends. And as Spider-Man always says, such power clearly comes with a hefty burden of
responsibility. So to make sure no one gets cut off or loses a last-minute point, it’s a good idea to
stick around until everyone else closes out of the meeting.

Make private meetings private. If you share details of how to log into the meeting on a public
platform, like Facebook, don’t be surprised if you get some unwelcome visitors. Only share
passwords with people you want to be there.

Learn what you can do to manage participants. There are a lot of features on these platforms,
such as screen sharing, locking the meeting to current participants, removing participants or
placing them on hold, transferring files and managing chat options. It might be useful to learn
what you can do and how to do it before a meeting starts.

For more details on how Zoom operates, check out their website and their FAQ page.



