
Teleconference Participation Guidelines 

To improve audio and visual conferencing, the bar association has significantly upgraded 

hardware, but that addresses only part of the issue.  We request that meeting leaders and 

participants follow a few simple guidelines.   

For Meeting Leader: 

1. Take and Track roll 

a. In Room: In an orderly fashion, ask participants in the room to introduce themselves.  

It helps remote participants hear names and voices.  

b. For Remote Participants: Ask remote participants to identify themselves in groups, 

and not all at once.  For example, take roll alphabetically in groups (A-H, I-Q, R-Z), by 

a list of who is expected, or by who is a group member before observers.   

c. Track Roll: Keep a list of those on the phone next to you for roll call votes.  If you 

hear a beep, ask if someone joined.    

2. Ask for Questions: Expressly ask for questions from remote participants before proceeding 

to a vote or the next item. 

3. Pause for Phone Vote: When taking a vote, please wait 10-15 seconds for the first set of 

votes to come in from remote participants as there is a short delay.  

4. Repeat Questions: For the benefit of everyone, presenters should repeat questions before 

answering them.   

For Participants in the Room 

1. Use your Outside Voice:  Rule of thumb, if they cannot hear you at the end of the table, 

they cannot hear you on the phone. 

2. No Side Conversations: Participants in the room should not rustle papers at the table or 

have side conversations.  If you need to have a side conversation, step into the hallway. 

For Remote Participants 

1. Click Web Cam: If attending the meeting through the computer link, click on your web cam 

so that when you speak your computer will show you on the screen. 

2. Mute your Microphone:  

a. By Computer: If participating by computer, use the microphone symbol to mute and 

unmute. 

b. By Phone: If participating by phone, use *6 to mute and unmute your phone.  

3. Use Handsets: When reasonably possible, presenters and speakers should use handsets and 

not the microphone on a speakerphone.  Sound quality matters!  Speakerphones impede 

hearing and understanding.   

4. Tell Us of Problems: Remote participants should speak up if any part of the meeting is not 

being heard.  






