
Remote Meeting / Webinar Etiquette  
Zoom, Skype, GoToMeeting etc. 

1. Headsets or earbuds w/ mic! No one wants to hear your conversation, especially if confidential information is 
being shared. Exception – you are dialing in on a VOIP phone (mute yourself if not talking) or you have multiple 
people around one device (ill-advised in a pandemic). 
 

a. Having a headset or earbuds will help with noise on both ends. Laptop mics can’t really cancel out 
extraneous noise, and have a 180* field in most cases – shuffling papers, dogs, cats, babies, office noise, 
arguments about what you are having for dinner, and bingo hall noises are all are going to be picked up 
(I have had the pleasure of all of these!). A headset will sound better for people on the other end and 
most headsets have noise cancelling or a smaller, more direct audio field.  
 

b. Please, no food. Coffee , Water OK, just mute yourself.  
 

2. Hosting – make sure all participants are muted upon entry. This will avoid any type of screeching or audio 
feedback, as well as unaware participants saying things they may not want to be heard. 
 

a. This is generally a setting in most remote meeting software and an option when setting up a meeting. 
 

b. Do a test run before the meeting to make sure everything is working, and your settings are good.  
 

c. Allow extra time for some users to join and get their bearings. Be respectful of participants time as well. 
 

3. Joining – Make sure you are muted unless speaking.  
 

a. Arrive somewhat early as to not disrupt the meeting, and make sure everything is working and you can 
connect. Different platforms have different requirements to connect. 
 

b. Be aware of your surroundings, especially both audio and video. Close office doors or find a quiet place.  
Pay attention to camera positioning if in a video conference. You can usually preview your camera 
before joining a meeting. Some programs even let you blur your background or replace it with another 
image!  

 
More rules for virtual meeting etiquette form GoToMeeting & Owl Labs : 

 
https://blog.gotomeeting.com/7-rules-virtual-meeting-etiquette-every-professional-know/ 

https://www.owllabs.com/blog/remote-meetings  

https://blog.gotomeeting.com/7-rules-virtual-meeting-etiquette-every-professional-know/
https://www.owllabs.com/blog/remote-meetings

