TELECONFERENCE ETIQUETTE 101
Teleconferences are a great way to involve participants who are not able to join a meeting in person. There are teleconference etiquette rules we can all follow in order to have a smooth meeting and respect all participants. Here are some important tips to remember when you are joining a meeting by teleconference.

1. Call in from a quiet location

· Everyone on the call can hear every noise you make.
· Close the door and consider putting a “Do Not Disturb – Teleconference in Session” sign on the door. 

2. If at all possible, avoid using cell phones 

· The potential static and poor connection of cell phones is likely to lower the quality and value of the conference call for everyone.
3. Call in on time 

· Callers are announced by a chime when they call in. When someone joins the call late the chime is heard and a word or two of the discussion is lost for everyone already on the call. 

4. Be prepared with all relevant documents for the meeting

· Meeting materials are sent out in advance by email to all members. If you haven’t received any materials the day before the meeting, please call 517-334-6123 to request they be resent.
5. Avoid shuffling papers or talking with others, etc.

· Noisy activities make it difficult for others to hear. 

6. Use the mute button or press *6 to mute the call
· This keeps background noise from disrupting the call.
7. Un-mute the phone (or press *6) when you want to join the conversation and speak to the group.
8. Never put the call on hold 

· When a call is placed on hold, many offices play music or have a loud beeping sound every few seconds. This greatly disturbs the conference call. 

· If you need to leave the meeting for an extended period of time, either mute the phone by pressing *6 or hang up and dial back in when you return.

9. Introduce yourself when you begin speaking 

· People may not recognize your voice. Simply say, “This is [Name]” before stating your comment.
10. Try not to talk over another person 

· It is important that everyone gets a chance to be heard.
11. Stick to the agenda

· This ensures that all items on the agenda are covered.
· Stay on topic – your comments should only be about the topic being covered at that moment.

HOST:

· Start the call on time
· Periodically check in with the people on the phone to see if they have any comments.  
