EXQUISITE CLIENT SUPPORT

WEBINAR / TELECLASS ETIQUETTE
To ensure that your participation in the group coaching/teleclass/webinar experience is beneficial to you, I wanted to share with you some of the etiquette as to how teleconference calls/webinars work.  Since we don’t have the luxury of seeing one another, can’t recognize faces, etc. here are a few simple guidelines that will allow you and others to fully enjoy the group coaching experience.

1) Announce your name when you enter – upon entering the conference line, simple state your name. That way I, the facilitator and the other participants will know you’ve arrived.

2) State your name first when you ask a question – because we can’t recognize your voice, be sure to say “this is {insert name} and I have a question” every time you speak on the conference line.  That will help everyone put voices to names.

3) Mute your line – if you have background noise in the area from which you are doing your call from (pets, children, noisy office, construction work, etc), then to be sure everyone can hear me as the facilitator and the other participants on the call, be sure to hit *6 on your pone to mute yourself

4) Un-mute your line before you participate – be sure to hit *6 again to un-mute your line so we can hear your question. If you ask a question, make a statement, etc and as the facilitator, I am not acknowledging you, check to see if your line is muted.

5) When multiple participants attempt to speak at once – as the facilitator I will announce which participant will speak first, then who is right behind them to ensure that everyone gets a chance and the other participants can hear the contribution you are making.

6) Arrive silently when arriving late – if something causes you to arrive after the starting time of the group session, then simply join the call and arrive silently. As the facilitator I will be notified when a new caller has joined the call and will acknowledge you or welcome you when it’s appropriate.

7) Ask your question or make your statement – what I have discovered is that if one person in the group is thinking of a question, then most likely 3 others on the call also have the same question. I encourage you to tap into your courage and ask your questions and share your statements, as it will benefit everyone on the call.

8) Use the Webinar Dialog Box - In the event you must remain muted for the duration of the webinar, type in your questions/comments into the “Questions” webinar box in the upper corner of your monitor. These will be displayed on the facilitator’s dashboard and they will integrate it into the call.


