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Do’s and Don’ts for Online Meetings



1. Test 
Everything 

● Find another person and 
test all equipment. 

● Log on 5 or 10 minutes 
early and invite people who 
are new to online meetings 
to come early. 

● Be aware of any team 
member limitations.



2. The 
Power of 
Mute 

● Make sure all attendees can 
locate and use their mute 
button in case there is 
background noise at their 
location. 

● Hosts of online meetings can 
usually adjust settings and 
control the participants’ 
mute options. 



3. Headsets 
and 
Earbuds 
Encouraged 

● Avoid poor audio quality and 
feedback or echos.  

● Provides a simple 
microphone. 

● Increase participant focus 
and participation. 



4. Create a 
Meeting 
Agenda 

● Create an agenda.  
● Include breaks if applicable. 
● Outline timelines for each 

topic. 
● Set goals for the meeting. 



5. Choose 
the Right 
Meeting 
Software  

● What features do you need?   
● What other third party tools 

are you using? Are there 
integrations?

● Who will host and take the 
lead on the tech? 

● Free versions often have 
limitations. 



Suggested Meeting Tools



GoToMeeting

https://www.gotomeeting.com/meeting/pricing


Zoom

https://zoom.us/pricing


Zoho

https://www.zoho.com/meeting/free-online-meeting.html


Other Favorite Tools

https://www.ringcentral.com/
https://www.join.me/
https://www.bluejeans.com/
https://www.webex.com/
https://www.bluejeans.com/
https://www.bluejeans.com/


Common Companion Tools



Tips for Keeping People Engaged



Make it easy to get started and conclude with next steps. 

● start with ice breakers, meme of the week, check-ins, 
breathing, etc. 

● end with rose and thorn, gratitude, shout outs, etc. 
● with large groups, consider breakouts

Simple Beginnings and Endings



Seeing each other increases focus and attention.  

● ask people to prepare a space at home where they can 

be on camera

● make exceptions for participants with slower internet 

● set standards for appearance 

Meet with Cameras On



Agree to approach the meeting with the same values.

● What is good behavior? Example: don’t talk over each 

other. 

● How to relate to others? Example: assume good 

intentions. 

● How will we vote on ideas? Example: thumbs up, down, 

or center.

Set Meeting Norms/Agreements



Shout outs and recognition builds confidence and 
connection. 

● Who has lived the brand values and how? 
● Who went above and beyond for a customer, project, or 

coworker? 
● Who has excelled, improved, or learned a new skill? 

Highlight Team Members 



Be sure everyone understands the outcomes of the 
meeting.

● What are the next steps for the team?

● Who has individual tasks or action steps they need to 

take? Are there deadlines?  

● Were all of the goals accomplished? If not, why? 

Clearly Identify Next Steps 



#d2cc2dLarger groups may require  multiple 
facilitators for meetings.

● One person leads the conversation and 
agenda.

● One person manages any technical 
difficulties and the chat.

● One person records notes or audio/video.

Pro Tip



#d2cc2dCreate feedback loops with people 
attending meetings.

● Ask them to rate the meeting.
● Send a poll to see what worked and what 

didn’t.
● Regularly solicit new ideas about how to 

connect.

Pro Tip



Questions

You do amazing things. 
More people should know.  



#d2cc2d
Free learning opportunities:
★ Free Monthly Webinar: Our next Digital Drop-in is Wednesday 

April 8, 2020
★ Free Community Webinars: more to be announced April 1, 2020
★ Free Digital Marketing Toolkit

Online courses and Asheville events: 
Find out more about the Content Strategy Roadmap and our upcoming 
online April 14th half-day bootcamp on "New Social Media Strategies 
to Increase Engagement: How to Build Personal Relationships with 
Messaging Apps and Chatbots."

https://www.jbmediagroupllc.com/free-webinar/
https://jbmediagroupllc.com/community/
https://www.jbmediagroupllc.com/toolkit/
https://login.jbmediainstitute.com/library/introduction-to-tourism-and-local-marketing-copy-96e8b26e/99878/about/
https://www.eventbrite.com/e/new-social-media-strategies-to-increase-engagement-tickets-97783736789
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Connect with me on social media! 
http://www.facebook.com/SarahDBenoit
http://www.twitter.com/SarahDBenoit
http://www.linkedin.com/in/SarahDBenoit 
http://www.instagram.com/sarahdbenoit
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