
PARTICIPATING IN
EGP VIRTUAL MEETINGS

GUIDELINES
If you are actively participating in an EGP Virtual Meeting (as a speaker, moderator or participant 
ready to engage), make sure you go through the following checklist beforehand. It will help you 
be prepared and contribute to the event unfolding smoothly, as planned.

Have you used this online platform (e.g. Zoom, GoToWebinar) before? Do you know how it works? 
Make sure you join the meeting 10-15 minutes in advance, to figure out how things work (where 
buttons are, how to unmute yourself, to turn on the camera etc).

Close other programs on your computer and tabs in your browser to improve the signal on the 
online platform you are using.
 
An internet cable often works better than wifi.

Do you know who to contact if you have a technical issue? Note down the contact details of the 
event organizers and other useful websites.

If you occasionally need to reboot your computer to keep it from getting bogged down, do this 
ahead of the meeting.

If possible, it is recommended to use headphones, as the quality of the microphone is often better 
than that of the computer and it better filters any background noise.

Know the platform 

Make sure you have good internet connection 

Be ready to face technical issues

Reboot your computer

Use headphones

THE VIRTUAL MEETING PLATFORM

TECHNICAL ASPECTS



Where are you joining the meeting from? Make sure you find a quiet space with good lighting. 
You may need to turn off your fan, close a window or whatever else you have to do to keep your 
environment quiet.

Did you need to prepare anything for the meeting? For example, to read a document or to bring 
something with you. Make sure you have any documentation or files where you can easily get 
them without having to look around or leave during the meeting. It might be a good idea to have 
a glass of water next to you, too.

When speaking, make sure you place the camera at eye level, so that participants can see you 
looking at them.

If at any point in the meeting you are going to present your Web browser (by sharing your screen), 
hide any unnecessary toolbars. This can include your Favorites Bar (Internet Explorer), your 
Bookmarks Toolbar (Mozilla Firefox) or your Bookmarks Bar (Google Chrome).

If you are logged into any instant messaging services on your computer (e.g. Facebook 
messenger), it is advisable to log out completely or set your status to “do not disturb”. When 
sharing your screen, other participants could potentially see any instant messages you receive 
during the meeting, which could contain private data.

Be very aware of what is in the background behind you or on your desk in front of you. Try to keep 
your desk as clean and clutter free as possible. Be very careful about having people walk behind 
you, as it can be distracting to the audience.

Find a suitable place

Come prepared

Set up your camera

Clean up your browser 

Turn off messaging applications 

Try to have a clean, de-cluttered background

LOCATION

CONTENT

APPEARANCE



When you join a meeting from a computer, make sure people can see your name and know who 
is joining them. If you join from a phone, you can always leave a comment so that organizers can 
easily identify you.

When using the chat function, make sure you know who you’re writing to. Some platforms allow 
you to select the target group, so you can send a message only to the speakers, to all attendees or 
to a particular person, for example. Make sure you change the default option, if needed.

The pace of virtual meetings is usually a bit slower than in-person meetings, because there is a 
two to three-second delay for most systems to communicate. If you’re leading the meeting, make 
sure there are sufficient pauses after asking a question. If you are a participant, bring attention 
to yourself before addressing the group by signaling with your hand or saying “question” or 
“comment” and then waiting a couple seconds before continuing.

Remember that we miss out a lot on non-verbal cues, like body language, when we organize 
online, so take care to explain yourself and ask questions before making assumptions.

Identify yourself 

Make sure you know who you’re chatting to 

Know how to keep the pace 

Take the lack of non-verbal communication into account

COMMUNICATION


