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Remote Meeting Etiquette Guidance 

  

1. Be prompt - Please join the meeting quickly. Try joining the meeting before it even begins so you are 

ready.  

 

2. Mute your microphone - if you are not speaking, please mute your microphone.  

 

3. If you are the chair of the meeting, and asking someone to respond, please be patient and give the 

attendees a moment to respond. Keep in mind they may be on mute (see point 3) or there may be a delay 

in their connection.  

 

4. Introduce yourself - it is advisable, to introduce yourself before speaking especially as people might be 

joining the meeting without video. People may know how you sound in person, but you may sound 

different on a virtual call. 

 

5. Leave the keyboard alone - the sound of typing is distracting to everyone else in the meeting (because 

your laptop’s internal microphone is inches away from your keyboard), it’s also preventing you from 

devoting your full attention to the meeting. 

 

6. Adjust your setup so that you face a window or are exposed to plenty of light. And please make sure your 

background is professional and work appropriate. Please be mindful of background noise. 

 

7. Stay seated, stay present and stay focused. 

 

8. The powers of the Chair, reflected in standing orders, to deal with disruptive behaviour applies to a virtual 

meeting as to a real one, including the power to exclude disruptive individuals and even the public 

generally if the disruption prevents the council from discharging its statutory functions. 

 

9. The use of waiting rooms will be applied with invitations to enter the room/meeting. You will be allowed 

to enter the meeting once the Clerk has identified you. 
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