Tips for Facilitating Virtual / Remote Teams

e (Call participants individually before meeting to brief them and break the ice. In this brief
discussion establish the meeting’s purpose and agenda, anticipate resistance, etc.

¢ (Create a written agenda and send it out in advance of the meeting—include goals, time frames,
speakers, what to bring, how to prepare, etc.

e Establish norms and ground rules up front ( i.e., don’t use the mute, no multi-tasking, etc.).
e Testthe media and technology beforehand to make sure it works.
e Verify whois on the line, and ask people to state their name before they speak.

e (Call each person by name as often as possible during the meeting. This helps create a greater
sense of connection and community.

¢ Reflect frequently; occasionally be more obvious by prefacing. For example, “Let me see if
Iunderstand what you're saying ...” or “Just to make sure I'm hearing you right, it sounds
like...”

¢ Check for understanding frequently: “How does that sound?”; “What do you all think?”; “Are
there any questions about what you just heard?”

¢ Announce your intention and preface questions: “I want to find out what each of you think...”
or “To make sure we’ve explored every avenue...”

¢ Avoid one-on-one conversations and side-bar conversations, especially with people physically
in room with you (or if you must, identify what you are doing).

e Wrap up and summarize at the end of the meeting.
e Soon after the meeting, distribute a summary that includes action items and accountabilities.

¢ Ininternational settings:
—verify languages spoken;
—speak clearly and slowly;
—use simple words;
—summarize frequently;
—avoid slang and acronyms;
—appreciate and acknowledge time zone differences.

¢ When using PowerPoint:
—use numbered slides, and announce what slide you’re referencing.
—avoid animation and special effects
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