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%. '#"(#)*Z ]ive the cell phone number of an IT person from the institution to the 
team chair and the institutional host for each session in case of problems. 

&. '#"(#)*Z Let participants know that the team will stick closely to the schedule to make 
sure that meetings do not run over time. 

'. '#"(#)*Z Worgo sidebar conversations in the Zoom chat. 
(. '#"(#)*Z ^nswer questions directly and briefly. The team will have limited time to pose 

their questions. 

P1#86)<$A//81,($:81K6/88/U 
./01/2$3/)*$),-$'#"(#)*Z To promote engagement by all participants, there will be a team lead for 
each session who will introduce themselves as lead and explain how people can indicate they have 
something to say. This way the lead can call upon speakers to take turns. 

Having everyone follow a common set of rules and reminders will ensure that virtual sessions run 
smoothly and the team can get the answers to the questions they pose. Below are a few reminders and 
tips for all participants. 

• _oin the meeting on time or a few minutes early.
• Xake sure you are in a quiet area so others can hear you clearly.
• Xute your microphone when you are not speaking to limit background noise.
• Xute all devices around you such as landlines, cell phones, and notifications for email

and text messages.
• Xake sure your name is spelled out in Zoom so everyone knows who is speaking.  To 

do this in a Zoom meetingZ click on `Uarticipantsa in the menu at the bottom of the
screen.  Wind your name, hover over the camera icon next to your name, then click on
`Xore,a and then go to `Renamea and type your first and last names.

• Ulease try to use the video function, if possible. Everyone wants to see you when you
speak, and you will communicate a great deal through your facial expression and
body language. Sometimes you may need to turn off the video and use audio only to
maximibe the connection.

• If Yoining after the meeting has started, wait for the team lead to announce you. Wait 
for the team lead to notify you when it’s your turn to speak and never interrupt the
current speaker.

• During the session, when you begin to speak, unmute your microphone and start
with your name so everyone will know who is speaking. When you are done
speaking, mute your microphone again.

• Stay engaged throughout the entire session; avoid the urge to try to multitask.
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