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Most of us are familiar with joining hangouts but don’t necessarily stop to consider the 

behaviours and etiquette that help to make the experience a good one. Whilst we’re home 

working these will be important for maintaining good connections with your colleagues. Try 

to get into the habit of using these tips as soon as you can. 

 

Environment 

 

Make sure that you’re in a quiet, well-lit room so that others in your conversation can see 

and hear you clearly if you choose to share your screen. It can be very distracting to have 

lots of background noise. 

 

Camera  

Switch on your camera if you’re willing and able to. (We know that bandwidth issues may 

mean that some people can’t use your camera). This helps everyone know who’s talking on 

the hangout and builds much better engagement when people are working remotely. It’s not 

about how tidy/well decorated your house is or your visual appearance! No judgements, 

please. 

 

The camera on your device should be at or just above eye-level so that your 

face is the focal point of the screen. Put your screen on some chunky books if you need to. 

 

Lighting  

 

Try to ensure that your face is lit evenly with lighting in front of you. Facing a window should 

provide you with good natural light. If not, a desk lamp behind the camera or your computer 

monitor can provide adequate lighting. If your light is behind you, you’ll appear as a dark 

silhouette. 

 

Stable 

 

Make sure that your laptop or device is secure and stable. A wobbling screen can be 

distracting. 

 

Orientation 

 

If you’re holding a call on a mobile phone, make sure that the orientation is set to 

landscape as this is easier to view. All computer screens are landscape, so a standard 

handheld portrait shot on a phone will look tiny. 

 



 

Check your technology is working in advance 

 

Well before the time of your hangout, check that your microphone, speakers/headphones 

and camera are all working. There are alternative ways of keeping in touch if your tech does 

play up e.g. mobile phones and direct messaging. You can find out how to do this here. 

 

Prepare 

 

Make it clear what your hangout is about and if appropriate, circulate a clear and 

concise agenda beforehand. This lets attendees know what to expect and helps them plan. 

For example, it will allow them to check any documents they need are open and ready to 

look at.  

Body language and voice 

Look at the camera lens and not the screen, wherever you can. This is more engaging as it 

feels like you’re looking the person you’re speaking to in the eye. On the other hand, try to 

avoid staring into the lens, as this can be off-putting! 

 

Remember your body language and posture will impact the message you’re trying to get 

across. Even if people can’t see you, your tone of voice and other verbal cues (such as 

sighing) alert your fellow attendees to your mood and attitude. Talk to your laptop camera 

just like you would to someone in person.  

 

Be polite. Please avoid checking email or other messages during your hangout if possible 

and give your colleagues your full attention. 

 

Audio  

 

Be aware of and try to eliminate all background noise. If there is noise, mute your audio 

when not speaking so that it is not distracting for the other people in the hangout. Please 

mute your mobile phones unless needed for the call. 

 

Don’t wear accessories that could clink against your microphone. Please be aware that your 

mics pick up a lot of background noise as they're so sensitive eg coughing, tearing paper, 

typing, doors opening, touching your mic, pushing your chair back etc all produce a 

disproportionate amount of noise! 

 

Be punctual for business meetings 

 

A virtual meeting is no different from a face to face meeting 

 

 

 

 

 

Appoint someone to lead the hangout actively  

https://support.google.com/a/users/answer/9302964?hl=en


 

This will help everyone follow the conversation and signal to the speakers when it’s their 

time to speak. When asking questions, be specific and direct your queries to individuals. If 

you ask everyone an open question, you’ll probably face an awkward silence or have 

everyone trying to answer at once. 

 

Help people connect  

If you’re leading a hangout, give people the opportunity to build rapport. If you have time, ask 

people to introduce themselves at the start of the hangout. Try an icebreaker - ask everyone 

to share something interesting, maybe their favourite film. At the very least make it clear 

who’s in the hangout. 

Communicate clearly  

Speak slowly and clearly. Pause after each key point. It’s also a good idea to check people’s 

understanding from time to time. It’s easy to miss cues when we aren't working together in 

person, so don't be afraid to ask, "Is this clear?" You may want to repeat back what you 

heard the other person say, to make sure you interpreted the meaning correctly. 

Finishing the call 

Make sure you end the hangout clearly - remember you’re not going to get up and move 

away from a desk as you might in the office.   

 

 

 

 

 

 


