
PRODUCTIVE [VIRTUAL] MEETINGS - ENGAGE

BEGIN WELL  
Begin the meeting by sharing some meeting etiquette and ground rules and ask meeting 
participants to comment and commit. These are especially important for virtual meetings. 

USE THE TECH (or DON'T USE IT)  Use of chat boxes and emoji responses are possible with 
many platforms. Decide how and if you will use these and communicate that. Assuming 
that the meeting leading is paying attention to the chat box, for example, can lead to 
confusion if those comments are not acknowledged.

ENGAGE PARTICIPANTS FREQUENTLY 
Virtual meetings can easily become a place for one-way communication and minimal 
conversation.  Good basic facilitation skills are needed online as well as face to face.

• Use roll call questions (every person answers) to hear from the whole room.
• Use voting or polling methods as appropriate. 
• Use a quick answer strategies.  (“I’d like to hear briefly from each of you on this.   

Share 2-3 words that sum up this issue for you.”) 
•  Do a check in when leaving an agenda items and moving on to the next.  (“Is this 

clear for everyone? Are we ready to move on?”)  If some meeting participants are only 
joined by phone be sure to directly ask them for input. 

TAKE A BREAK 
Virtual meeting should not last longer that 90 minutes without a break.  Plan breaks.

USE A PARKING LOT
Keep a “parking lot” list for items that come up that aren’t directly connected to the 
agenda to be reviewed at the end of the meeting. This helps ensure that a conversation 
needed between two participants doesn’t take time for the entire group. This also ensures 
that important conversations aren't missed.

ENSURE FOLLOW-THROUGH and CLARITY
Before wrapping up the meeting get clarity on action items, assignments, deadlines, and 
timelines.  Do a review of the agenda, decisions made, issues discussed, and actions 
planned.  Consider a simple shared document that includes: action, owner(s), start date, 
and complete date. Share notes following the meeting.




