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BASIC REMOTE MEETING TIPS 

There are no silver bullet solutions on how to run the perfect remote meetings. That being 
said there are some basic practices that can help bring a little more clarity and focus to your 
remote meetings, regardless of the context.  

AGENDA & OUTLINE 

Have you ever been in a meeting that should have been an email? If you've thought 
deeply about why you're having a meeting and have a plan for how it will go you should 
be able to make the agenda and outcome visible and transparent. Starting a meeting with 
a quick introduction for the agenda and outcomes means that everyone knows what to 
expect and what is expected of them. 

INSTRUCTIONS 

If you're running a workshop and you have an activity/activities planned, it's useful to 
clearly write the instructions and expectations for each activity. We know that even in the 
best of times people have problems with connectivity or maybe the spoken language is not 
their first language and they just have trouble understanding what you're asking. Having 
instructions clearly visible means that you don't have to constantly re-explain or disrupt the 
whole group to explain instructions once more. It's just an extra layer for people to grasp 
what you're asking of them. 

SESSION RULES & EXPECTATIONS 

If there are specific ways in which you would like people to interact in your meeting or 
workshop it's useful to make this transparent and explicit upfront. For example, if you are 
anticipating a large group you might want to remind them to mute their mics if they have a 
lot of background noise. Maybe you want to make it explicit how participants can ask 
questions. You could ask people to use the raise hand function or our favourite, asking 
participants to pop a "q" in the chat to ask a question or a "c" to comment on something 
someone else has mentioned. These may seem obvious, but virtual spaces lack all body 
cues and making them explicit can really help the group navigate the space more smoothly 

TIMEBOXES 

It may seem like a small detail, but having a rough idea for timeboxes for your workshop/
meeting can be the difference between arriving at outcomes or being stuck on one topic 
and not getting anywhere. It's also useful to create visual indicators for each activity so that 
the participants themselves have an idea of how long they can be invested in each topic. 



 

 

VISIBLE OUTCOMES 

How many times have you walked out of a meeting wondering who was the person that 
said they would do what? Often, people don't forget on purpose, there is just so much 
information that flows within the meeting that it can be hard to keep track of it all. 
Visualising outcomes as you go is a simple way keeping track of what was agreed, by 
who and by when. We like to use a table with three columns; what, who and when. 

STAY FLEXIBLE 

No matter how much you prepare sometimes curveballs are inevitable. It can be hard to 
pivot in a remote meeting (especially if you've spent a long time preparing) but in the end 
if the format you've chosen is not working be prepared to pivot in the moment. One time 
we were facilitating a session and suddenly the very popular whiteboard tool we prepared 
was suddenly offline. Participants were waiting and rescheduling would mean pushing it 
out by a few weeks. We had to quickly pivot to Google Slides, creating the workshop in 
the moment. It can be a challenge but things happen and being able to adapt in the 
moment can be beneficial. 
 
We'd also like to encourage you to not get too attached to the sessions you create, even if 
you've spent a lot of time preparing. If in the moment what you prepared is not serving 
the group then acknowledge that and pivot. It's okay if things don't go according to plan. 

AVOID SCREENSHARING 

While screen sharing is helpful to ensure everyone is on the same page, it's less effective 
when trying to engage in interactive activities. People often easily confuse the video call 
screen with the whiteboard and get frustrated. Instead of screen sharing rather create 
signposts on your document to guide people along. If using a whiteboard tool you can 
say "we are busy on section 1" or "We are starting on the upper far left corner"; most 
whiteboard tools out there allow you to summon participants to your view. Allowing 
people to navigate for themselves also provides them with a sense of autonomy in the 
space and also a way for them to get familiar with the tool. 

LASTLY, DON’T FORCE VIDEO 

"Reading the room" and making sure people are engaged can be extra challenging in 
remote meetings and even more so if you can't see everyone's faces. It can be tempting to 
encourage or even force everyone to turn on their cameras but this can damage the safety 
and autonomy of the participants. There are many reasons why people choose to keep 
their camera off when working remotely. It could be that their home circumstances are not 
ideal and they're afraid that it will be seen in their background. It could be that they are 
struggling with their internet connection and their video on means that their connection is 
fuzzy, preventing them from hearing properly. Instead of trying to force people to turn 
their camera on, think about ways to make your session more engaging and interactive. 


