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Checklist
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NOTE: people currently located in US-embargoes countries will not be able to join a Zoom meeting. Access this link for the list of US-

embargoed countries

NOTE: information related to video-conferencing (Zoom) is accessible here.

Keep in mind the time zone of everyone attending the e-meeting. Remember to consider the change of summer and winter times when
scheduling a meeting. Here is an example of meeting planner you can use: https://www.timeanddate.com/worldclock/meeting.html|

LD Best practice
| Before the first Know your members
Virtual meeting

O Define the virtual meeting
protocol and explain the
virtual interaction process

Ol Test the tool

O Activate the recording
feature for your virtual
meetings

Explanation

It’s important to know the expertise and cultural orientation of
each members of the virtual WG.

Tips: ask each member to fill out a short biography and save it under
Livelink. Everyone will know the subject matter expertise of each member
and start associating the expertise with the individual.

Protocol and process will help members know and understand
what is expected of them.

Include a link to the ISO Code of Conduct to members.

Define how decisions are going to be made, what level of
participation is expected, how cultural and language barriers may
be addressed and what communication style is used prior to the e-
meeting.

Define policy or usage of the webcam (not everyone is happy to be
in front of a camera).

Be prepared to discuss and amend at the first virtual meeting.

Valid for all virtual meetings. Make a test meeting with a colleague
to test the different features

The record button is not visible (activated) by default for ISO
experts (except for ISO/CS staff). If hosts want to record a virtual
meeting, they need to activate the option in their settings (it's
activated by default ONLY for ISO/CS staff).


https://connect.iso.org/display/it/2018/08/24/Zoom+currently+unavailable+in+Cuba,+Iran,+North+Korea,+Sudan,+Syria+and+Crimea+Region+of+Ukraine
https://connect.iso.org/display/it/Video+Conferencing
https://www.timeanddate.com/worldclock/meeting.html
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Before each virtual
meeting

During the virtual
meeting

Set clear objectives

Draft a clear agenda

Upload materials, ensure
access to tools

Plan and check virtual
meeting technology

Allow time for
introductions and/or to re-
establish relationships

Review the technology,
virtual interaction process,
objectives at the start of
the first virtual meeting

Take the minutes and
record the virtual meeting
Do process checks

Poll the virtual room
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Internal note: currently, only ISO/CS staff can record on the cloud. External
users can only record locally on their computer (meaning that they will
record what is on the screen).

- For privacy reasons, the host must ask the audience if he/she can
record the virtual meeting.

- Specify if a meeting will be recorded and what will be done with the
recording after the meeting (only to help take notes?)

Members need to know and understand why there are on the team, what
their role is and what they are trying to achieve

- Explain how each agenda item will be handled (for information,
discussion, or decision?).

- Ensure ownership of each agenda item: who will handle it, how
decisions will be made, and how each member will be engaged in
the discussion.

Follow-up with members to make sure they can access materials (agenda
incl.) on Livelink

- Only use what you need.

- Have an alternative plan for technology glitches.

Ensure that every member is welcomed into the virtual meeting and can
socially connect with the other members.

Tip: for the first virtual meeting, ask each member to provide a short
introduction of skills, expertise, and personal profile.

- Review how to use mute buttons for teleconferences, pass control
to another member for real-time views/edits.

- Review the tips to interact virtually, the objectives and draft
agenda.

- Mention the ISO Code of Conduct (to ensure it is respected during
virtual meetings)

- Ask for input/comments (as appropriate)

Use whatever you need and keep a record of each virtual meeting. It is
helpful for follow-up and helps to address misunderstandings.

Ask for feedback on the virtual meeting process and how the technology is
working. It will help members adjust and keep them engaged.

- To compensate for the lack of verbal or visual communication (if
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After the virtual
meeting

Use first names

Confirm all terminology
and watch/listen for
language differences that
may cause
miscommunications
Assign tasks and deadlines

Plan the next meeting?

Send meeting minutes

Ensure members
understand their
commitments

April 2020
Version

videoconferencing is not in use)

Use the non-verbal feedback mechanism (explain the audience how
to use it): Yes, no, slower, faster, etc.

Create polls (before the virtual meetings) to use them during the
virtual meeting

Ask for explicit feedback from each member as topics are discussed
Help members remember who is attending

Assist them with staying personally connected to the virtual
meeting

Ensure everyone has the same understanding

Remember that there are fewer body language cues available to detect
confusion

Ensure all tasks are clearly identified and assigned with a clear due date to
maintain progress towards objectives

You can use a poll for that, or ask the audience for a date and everyone can
use the yes/no button

State the status of each agenda item

List any follow-up actions

List outstanding tasks and owners

Specify deadlines for each task

Contact them to ensure communication was clear throughout the
meeting

Invite them to feedback on the virtual meeting (e.g. +/-, anything
they wanted to address but forgot or didn’t have the time)

Remember that members can have different cultures and languages. They
may feel more comfortable sending input in writing (sometimes after the
virtual meeting)
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