
• Technology 
• Make sure that the location you choose 

to join your video conference from has a 
strong internet connection. High-quality 
streaming of audio and video requires a fair 
amount of bandwidth. 

• Test out your streaming ability—set up 
your computer and internet connection the 
same way you plan to before your video 
conference. Visit a website where you can 
stream a video (such as YouTube or Vimeo) 
and try to play a video or two. If you are 
constantly being interrupted for “buffering,” 
your internet connection might not be strong 
enough for your video conference. You might 
need to consider finding an alternative 
location or connection, if possible. 

• If, during the video conference, you 
experience connectivity strength issues, 
try turning off your video to alleviate some 
of the burden on your connectivity. OR 
utilize the phone dial-in information listed for 
the meeting. If there dial-in information is not 
provided, you can ask for it a couple of days 
before your scheduled video conference.

• Audio/Video
• Audio. Mute your microphone any time you 

are not speaking. This helps reduce feedback, 
interruptions, and distractions during the 
meeting. 

• Video. It is generally a best practice to turn 
on your video during video conferences, 

unless something limits you from that (i.e., 
connectivity issues, distracting backgrounds, 
etc.). 

• Body language. If you’re using your webcam, 
use attentive body language: sit up straight, 
avoid big, extraneous movements, and don’t 
let your eyes wander too much.

• Camera position. Try to position the web 
camera at or slightly above eye level, and 
practice talking to the camera. 

• Lighting. Soft, natural light is ideal for 
illuminating your face on a video conference. 
If natural light is unavailable, try positioning 
lamps in front of you and behind your web 
camera to illuminate your face and create 
even lighting. (i.e., try to avoid having half or 
all of your face covered by shadows). 

• Asking Questions & Meeting Materials 
• Prepare materials in advance. If you will be 

sharing content during the meeting, make 
sure you have any files or links ready to go 
before the meeting begins. If materials have 
been shared with you, try to have those 
printed or downloaded to your computer 
ahead of time. 

• Don’t interrupt other people when they’re 
speaking or attempt to speak over them. If 
you do so unintentionally due to internet lag, 
apologize. If you want to speak, physically 
raise your hand or use the “raise hand” feature 
that is available in the participant panel of 
your video conferencing tool.

VIDEO CONFERENCE ETIQUETTE
The rapid rise of video conferencing has led to a new set of protocols participants must learn to navigate in 
virtual settings. The following is a list of a few best practices for being a professional, engaged participant 
during video conferences. 
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• Questions. The meeting facilitator, presenter, 
or moderator should outline the question 
submission format. Make note of and follow 
that format to the best of your ability. 

• Backgrounds & Distractions
• Mute your microphone. To help keep 

background noise to a minimum, make sure 
to mute your microphone when you are not 
speaking.

• Be mindful of background noise. When 
your microphone is not muted, avoid 
activities that could create additional noise, 
such as shuffling papers or typing. 

• Limit distractions. Make it easier for yourself 
to focus on the meeting by turning off 
notifications, closing or minimizing running 
apps, and muting your smartphone.  

• Avoid multi-tasking. You’ll retain the 
discussion better if you refrain from replying 
to emails or text messages during the 
meeting and wait to work on that PowerPoint 
presentation until after the meeting ends. 

• Food, Drinks, and Breaks 
• Drinks. Use your best judgement on 

what types of drinks are appropriate 
for your meeting and make sure they 
are in appropriate cups. Make sure your 

microphone is muted to avoid interrupting 
the meeting with any sipping or slurping 
sounds. 

• Food. Plan to prepare and consume any 
meals before or after meetings, unless 
specified on an agenda (i.e., “a working 
lunch”). Small snacks may be appropriate, 
but make sure your microphone is muted 
to avoid interrupting the meeting with any 
chewing sounds. 

• Breaks. Check the meeting agenda for 
planned break times and try to plan 
accordingly. If you find it necessary to get 
up during the meeting for a break you turn 
off your video stream and make sure your 
microphone is muted until you return to your 
seat.

Sources:
https://www.technology.pitt.edu/blog/zoom-tips 

https://ottawa.cmha.ca/wp-content/
uploads/2020/04/Zoom-Meetings-Etiquette-For-
Online-Meetings.pdf 
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