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1. The Logistics Basics: Mute yourself when not speaking. 
Test your hardware and internet connection beforehand. 
Ensure your background is appropriate. Find a quiet, 
private space when possible. 

2. Be Considerate: Be considerate of attendee’s time and 
availability. Show up on time, or send a chat if you are 
running behind. Be prepared. 

3. Plan Smart, Schedule Smart: You’ll get the best from 
people if they have time to prepare for the conversation. 
Unless the issue is urgent, schedule meetings at least 
a day in advance. Also, be thoughtful about scheduling 
back-to-back meetings. Give your brain (and others’) a 
chance to switch gears between meetings.

4. Modify Meeting Lengths: Adjust your meeting times  
to slightly under what’s expected. 20 vs. 30 minutes, 
or 50 vs. 60. This helps create buffers for people to 
mentally switch gears, and allows colleagues to get 
a stretch break in even when they have back to back 
meetings.

5. Stay Focused: When on a video conference, it’s easy 
to get distracted by email and other things on your 
desktop, phone, etc. Focus your attention on the 
speaker. 

6. Use Your Time Wisely: Have an agenda and have the 
group stay on topic so you can accomplish what you 
need to. Use the “parking lot” method to keep track of, 
but postpone discussion on, off-topic items or issues 
that emerge in meetings.

 £ Were decisions made? Follow-up needed? Items placed 
in the parking lot? Wrap the meeting up with a summary 
of what was accomplished and action items or issues that 
require further discussion.
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7. Meet Smart: As with face-to-face meetings, schedule 
video meetings when a meeting is really the best way 
to accomplish the work, or further the work, and you 
have the right people available. Is a video call the most 
productive way to handle what you want to accomplish?

 £ Assess if a video meeting is the right “call” each time. Ask 
yourself, can this meeting really be an email? Do we need 
an update meeting, or can we track updates centrally 
somewhere digitally? Can we do this with a quick chat or 
email exchange, or would it be a long exchange, in which 
case it’s probably quicker to have a 15 minute video call. 

 £ As an invitee: ascertain what the goals are, and if you r 
eally need to be present. If you’re not a clear stakeholder, 
or it’s not high interest to you, politely decline and reclaim 
your time!

8. Consider changing the frequency: This tip comes from 
overall meeting tips. Challenge your norms for recurring 
meetings. Think about whether you frequently end 
early, or go long, and adjust accordingly. Set an agenda, 
and keep to it for a few weeks, and then see what 
adjustment is smartest or most efficient. 

 £ Perhaps your weekly 30 min meeting becomes a bi-weekly 
1 hour meeting, or your weekly hour meeting reduces to 
just 30 minutes; or try the daily SCRUM method – a quick 
15-minute check in to sync goals for the day instead of a 
weekly or bi-weekly longer meeting. 

9. Don’t Talk Over People: Use chat function or the  
“Speak Now” Teams app to ask questions/raise hand 
when there are many people on a video call to avoid 
speaking over each other.

10. If Impromptu, Ask First: Have a question or idea that 
you think can just be a minute or so? Ask first before 
starting a video call with someone on a platform that 
allows direct calls (MS Teams, FaceTime, GoogleDuo, 
etc). Think of it like knocking on someone’s office door, 
“Do you have a second to chat?” or “Can I ring you?” 
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