
 

Virtual Meetings Etiquette & Best Practices 
SETTING UP YOUR AUDIO, VIDEO AND ENVIRONMENT 

 Compatible browsers for the best experience using Zoom: Google Chrome, Mozilla Firefox, and Chromium 
Edge.  Safari and Internet Explorer also work but provide a lesser quality than the previously mentioned.  Please 
consider a wired network connection for stability rather than Wi-Fi connection. It is recommended that all 
unnecessary browsers and systems are closed to ensure the optimal bandwidth experience. 
 

 Use a headset with built-in microphone. This provides the optimal audio experience for both you and other 
meeting attendees. If a headset isn’t available, use your device’s built-in audio/mic. Call in via phone only as a 
last resort. If you DO call in, make sure your computer/laptops mic and speakers are muted.  
 

 Think about the background. Whatever is in the room behind you might not be appropriate for a meeting 
or could be distracting to others. Cameras pointed up at ceiling fans are also a visual distraction. Consider 
enabling a Virtual Background by changing the settings on your zoom account.  

 

 Close doors to avoid unexpected visitors or noise. Many of us are working in a home environment where 
others may pass by or inadvertently interrupt.  
 
JOINING A MEETING 
 

ü Join a few minutes early if possible. The meeting will open 15 minutes prior to start which allows you to make 
sure everything is working and gives time to make any adjustments.  

ü Mute other devices and apps. Make sure to mute your cell phone and close any other apps on your 
computer/laptop that might send distracting notifications.  

ü Enter meeting with your mic muted. Others might already be engaged in conversation.  
 

ATTENDING AND PARTICIPATING IN A MEETING  

ü To join a Zoom meeting, click on the link provided by the meeting organizer. You will then be placed in the 
waiting room until verified and admitted by the session moderator at which point you will join the roundtable.  
You can choose to either join on the web or download the desktop or mobile app. If you already have the Zoom 
app, the meeting will open there automatically. You do not need a Zoom account to join this engagement 
session.  
 

 If you're unable to use the Zoom App or Zoom webpage, you can join the meeting by calling the phone 
number provided in the link. Joining meeting by phone should be limited to those occasions when the meeting 
participant is experiencing issues with the app or web.  If you must step away to take a call, please hang up and 
then dial back into the meeting.   
 

ü Keep your mic muted. Most important: Keep your mic muted unless you need to speak or are leading the 
meeting. If your audio becomes distracting, anyone in the meeting can mute any attendee. You will need to 
unmute yourself to begin speaking when needed. Those attending via call-in only will need to press *6 to 
unmute themselves, if this occurs.  



ü Camera use. Using (or not using) your camera is up to you. We recommend use of camera to be enabled only if 
you are presenting or when speaking. 
 

ü Use chat window. Please consider providing supplemental input in the chat window to ensure the meeting time 
is used efficiently and effectively. This chat window is usually monitored and your input can be captured. We will 
also do our best to address your technical questions concerning your Zoom experience through the chat 
window. 

ü Be clear, concise. Speak in a concise and clear manner into the microphone so that everyone can hear what you 
are saying. Please ensure you unmute your mic before speaking.  
 

 Avoid talking over others. Unlike an in-person meeting, it is sometimes difficult to distinguish between multiple 
conversations leading to confusion. To speak during pauses for questions, you are welcome to use the ‘raise 
hand’ feature alerting the facilitator and moderator.  They will then advise on when it is your turn to speak.  
 

 Some meeting are recorded.  If this is a concern, ask the moderator prior to the meeting. 
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