
 
Video Conference Etiquette 

Mute yourself when not speaking. 

Background noises, feedback, and even the sounds of you breathing can be picked up by microphones 

and interfere with the audio that everyone hears. When you’re not speaking, mute your mic. Just 

remember to unmute yourself when it’s time to talk! 

 

Be clear and visible in your camera. 

Be sure you have proper lighting so it doesn’t appear that you’re sitting in a dark corner. You should be 

clearly visible and viewed at an angle that isn’t distracting (don’t tempt other attendees to count your 

nose hairs).  You should be the center of attention in your screen, so get close enough that the view isn’t 

of the entire room around you, but not so close that your entire face isn’t visible.  

 

Prepare a distraction-free location. 

Set up your meeting area, and check that your background will be free of distractions such as people or 

pets passing by, squirrels outside your window, laundry hanging to dry, your collection of Beanie Babies, 

or a sink full of dishes. Clear the space behind you and between you and the camera. 

 

Look into the camera and use names. 

Looking into the camera may feel awkward at first, but your listeners will feel more connected if you can 

create eye contact. But also remember that eye contact and body language that would engage girls in 

person is limited in video conferencing, so use names frequently to remind girls you’re connected. 

 

Mind your facial expressions, body language, and movement. 

Although your peers are not around you, you are still visible to others. Don’t forget this. Someone 

making faces, using body language that appears negative, hostile, or unengaged, moving around a lot, or 

doing other activities during a meeting can cause distraction for others who will choose to watch these 

faces and actions instead of paying attention to the speaker.  This isn’t a good time for rolling eyes, 

laying down on the couch, eating, stretching, going to get a snack, or rearranging your meeting space.  

 

Be polite. Try not to speak at the same time as others. 

Navigating how to speak in turns without talking over one another can be a challenge in virtual 

meetings. Here’s a technique you might try: Start comments by introducing yourself and then waiting 

for acknowledgement from the leader.  “This is Melissa…”  “Yes, Melissa?”  “I think that something we 

could consider…”  

 

Treat the meeting like a meeting. 

Dress like it’s a meeting. Behave like it’s a meeting. Participate like it’s a meeting. Keep as close to the 

usual structure as you would a meeting.  


