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Ten tips for online 
meeting etiquette 

The coronavirus pandemic has changed the way we work, 
communicate and collaborate with each other.  With so many 
of us working from home and with social distancing measures 
making face to face meetings almost impossible to conduct in 
a safe way, most meetings are taking place online. But for those 
of us not used to meeting in this format - what is the meeting 
etiquette we should be following to keep our meetings productive 
and professional? Below are some useful tips to help you: 

1. Test your technology before the meeting starts
Joining an online meeting is mostly a straightforward experience 
but it can take a few minutes to get the technology set up. Make 
time before the meeting starts to set up your camera, speakers, Wi-Fi 
and so on. Don’t delay the meeting start because you need an extra 
5 minutes to sort out your technology first. 

2. Find a quiet area to attend the meeting 
This isn’t always going to be possible at the moment, particularly if 
you are balancing childcare and work responsibilities whilst many 
schools are closed, or you share your home with others who are 
working from home also. If you can find a quiet area in your home 
though, free from distractions and noise, that will allow you to get 
the most out of the meeting. Let other people in the household 
know that you in a meeting and shouldn’t be interrupted to avoid 
distractions or interruptions. 
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3. Dress appropriately 
Working from home gives you the freedom to dress more casually 
than you would if you were attending work in the office. But 
remember you are still at work. If you are attending online meetings 
with colleagues or customers you shouldn’t be doing so in your PJ’s 
or dressing gown. 

4. Mute your microphone when you are not talking 
There is nothing more annoying than the echoing sound of 
conflicting microphones during an online meeting, or the sounds 
of your house, street or neighbourhood. Whether that’s a dog 
barking, a doorbell ringing or a police siren passing by. It distracts 
the participants and makes it really difficult for the meeting chair. If 
you’re not speaking just go on mute!

5. Stay seated and present 
As tempting as it is to listen to your voicemail, respond to an email 
or send a text whilst someone else is talking, don’t do it. Not only 
might you miss really important information from the meeting but 
it’s also rude and distracting to other colleagues. Participate fully 
in the meeting like you would if you were meeting face to face. It’s 
worth putting phones on ‘do not disturb’ or ‘silent so that there are 
no interruptions from calls during the meeting either. 
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6. Think about the meeting audience 
Some meetings are more formal than others. Think about who else 
is joining the meeting and what the meeting purpose is and than 
will give you some ideas on what’s appropriate. For example at a 
team meeting you might grab a packet of biscuits to go with your 
brew when catching up with colleagues but at on online training 
session or formal meeting eating can be distracting to others that 
attend the meeting. 

7. Introduce yourself when you join
It isn’t always obvious when someone has joined the meeting, 
particularly if you join late and a conversation has started. Always 
announce yourself when you arrive and introduce yourself to others 
in the meeting if you don’t know them, in exactly the same way you 
would if the meeting was face to face. 

8. The camera is not for everyone and that’s OK
Not everyone feels comfortable being on camera or having their 
homes visible to colleagues on camera. And that’s OK. Remember 
most people working from home haven’t chosen to do so. Respect 
their personal boundaries, space and privacy. 
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9. Don’t interrupt people or talk over them 
A well chaired online meeting will ensure that everyone has the 
chance to participate. In a face to face meeting the chair would be 
able to see that you wanted to speak but that’s harder online. Still, 
don’t interrupt or talk over colleagues. Ask the chair to make time 
for everyone to contribute in the discussion as they would if the 
meeting was face to face. 

10. Just practice common courtesy 
When in doubt about what to do in an online meeting just practice 
common courtesy. People in an online meeting want to be heard, 
want to contribute and want to be treated with respect in exactly 
the same way as they would if you were meeting with them in 
person.  


