
   

TIPS AND GUIDELINES FOR ONLINE SESSIONS 

To help keep our sessions prayerful and productive, we urge you to follow these simple virtual 

meeting etiquette guidelines and tips. 

1. Confidentiality: As we may enter a sacred sharing space in these sessions, we ask you to ensure that only 

participants can hear the conversation of the call by: 

• Using your headset and not your computer speaker system 

• Type your name so that we can see your name in Zoom 

• Switch on your camera so that we can see you in Zoom.  Sitting in front of a neutral wall is good.  Make sure 

that you are comfortable sharing what is showing as your background.  

2. Be on time. We aim to start and end on time. The chat room will be open 10 minutes before the session starts so 

that you can log on early and meet other participants. If you arrive late, please don’t interrupt the call. Remain 

silent until the facilitator welcomes you. 

3. Intentionally make ‘heart’ connections. As you join our virtual session, take a moment to look at each of your 

fellow participants and smile! It is really important to ‘feel’ connected to each other when we are physically 

separate. This will also help us to build and strengthen our community.  

4. Be Prepared. Please review any material that has been sent to you before the start of your meeting.  

5. Mute yourself when you are not speaking. Background noise disrupts the meeting for everyone and might prevent 

us from hearing the information that we need. Choose a quiet location – away from pets, children, etc. There is a 

mute button on your phone/computer. The mute button is your friend. Use the mute button when you are not 

speaking. 

6. Everyone is invited to Participate. Everyone in the meeting is invited to share ideas, ask questions, and contribute.  

7. Participation and Sharing: In the larger group, if you want to share use the “raise your hand” icon. Unmute your 

microphone and share your thoughts with the other participants. If you want to indicate that you have finished 

your sharing, feel free to express your appreciation to the rest of the participants for listening (e.g. Thanks for 

listening). The Facilitator can also acknowledge the participants sharing.  

a) Identify yourself. Before you start to speak, please state your name so we know who is talking. Everyone might 

not recognize your voice. 

b) Keep your video on throughout.  When people communicate face to face on video, it helps the group dynamics 

to be virtually present. There’s a whole bunch of information being transferred that isn’t verbal. The way we 

sit, make eye contact, our appearance, etc., help the other participants engage more actively with our sharing.  

c) Avoid using speakerphones. They really interfere with the quality of the call. Please also use 

headphones/headsets if possible, especially if there are other people in the house. This ensures privacy for 

the rest of the group. 

d) Do not multi-task. Stay mentally present. It is easy to get distracted on a video call. But our objective is 

important, and we need your full attention during the sessions.  

e) Speaking slowly and clearly. Please try not to talk over another speaker. If there are multiple participants, 

people tend to talk at the same time – making conversations extremely difficult to understand. Try to speak 

one at a time so that we can follow your point in its entirety. 

f) No one-on-one sided conversations. All discussion or sharing is meant for everyone. 

8. Ask for clarification. If there is something that you don’t understand, please ask for clarification. If you don’t 

understand the issue, then there are probably others that also don’t understand. 

9. Respect the person.  There will be differences of views when sharing. Always be open to hearing other people’s 

perspectives. If you don’t agree, respectfully talk about the idea – not the person. Respectful, constructive sharing 

goes a long way. 

10. Leaving early. If you need to leave the session early, you may wish to do so by quietly going offline. 

THANK YOU 


