ONLINE FACILITATION BEST PRACTICES AND

RELATIONSHIP BUILDING

TOP 10 TIPS FOR ONLINE FACILITATION

01 Spend the first two minutes of a call discussing the call agenda and objectives so participants know why
they are there.

02 Do a quick roll call at the beginning of the call, including participant names, organizations, and roles.

03 Review mute/unmute protocols are the beginning of a call. If possible, use software that allows
participants to “raise hands” as you control the mute/unmute to avoid participants talking over each
other.

04 Ask participants to state their name before speaking.

05 Keep everyone engaged by calling on all participants. Avoid individuals monopolizing conversation by
thanking them for their comments, and asking others what they think.

06 Do not spend time on group calls catching individuals up. Schedule separate calls or use email to ensure
participants are up to date on all information and action items.

07 Practice active listening and identify interests. Ask clarifying questions if ideas or comments are unclear.

08 Keep time. Remind participants how much time a particular topic is allotted on the agenda, and check
the temperature of whether to allow more time for discussion. Do a status check 5 minutes before the
end of the meeting.

09 Follow up with individuals separately on a given topic or action items that need further discussion.

10 Keep track of next steps as the call goes on, and review “next steps” at the end of your call.
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https://www.themuse.com/advice/the-27-unwritten-rules-of-conference-calls
http://eimagine.com/conference-call-etiquette-tips-you-should-strive-to-follow/
https://biz30.timedoctor.com/virtual-team-building/
https://blog.polleverywhere.com/more-engaging-online-meetings/

