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Videoconference Roundtable Meeting Guidelines

This document provides guidelines and sample agendas for holding Roundtable and Forum meetings via videoconference. Please use these agendas and forms as a starting point and modify as you wish to suit your timeframe and needs. 
We do know that a four-hour videoconference is too long for most people. Two or three hours works well, so we’ve included sample agendas for both of those timeframes.
Tips and guidelines
· The first time or two, you may want to start 15 minutes early to work through challenges with sound and video and connections.
· Leader formally opens and closes the meeting, stating the timeframe and expectations.
· Leader covers ground rules at the start – mainly any differences from normal meeting rules.
· Participants must prepare updates in advance.
· A diligent timekeeper is necessary to keep this on track.
· Join remote forums from a quiet, private area. This is a confidential meeting.
· Speak at 75% speed and over-articulate your words
· Ensure your microphone is well positioned. Headsets are better than laptop speakers.
· If you’re speaking for the first time, ask for a quick sound check. 
· When you are not speaking – go on mute
· Everyone must turn on their video! It’s important that we can see each other while we’re remote, and audio-only conferences promote distraction and inattention.






Two-Hour Videoconference Roundtable
1 Presentation 
Agenda
 
	
	Update forms completed before session begins

	
	Soft Start

	1:00
	Hard Start

	1:00
	One word open

	1:05
	Ground rules / confidentiality reminder

	1:10
	Updates – 5 minutes each

	2:00
	BREAK – give Presenter form to complete. 

	2:10
	Presentation 
· Communication Starter – 5 minutes
· Presenter presents / uninterrupted – 10 minutes
· Clarifying questions to gain more understanding – 5 minutes
· Experience sharing – 30 minutes
Go in order around the table. 3 minutes each. It’s OK to pass if you don’t have an experience to share.

	3:00
	Quick Hits as time allows on other parking lot items – 1 min to present / 5 min experience share

	3:05
	Wrap up – Administrative – What worked/didn’t work

	3:10
	One Word Close
Adjourn









Three-Hour Videoconference Roundtable
2 Presentations 
Agenda
 
	
	Update forms completed before session begins

	
	Soft Start

	1:00
	Hard Start

	1:00
	One word open

	1:05
	Ground rules / confidentiality reminder

	1:10
	Warm up exercise

	1:20
	Updates – 5 minutes each

	2:10
	BREAK – give Presenters form to complete

	2:25
	Presentation 1
· Communication Starter – 5 minutes
· Presenter presents / uninterrupted – 5 minutes
· Clarifying questions – 5 minutes
· Experience sharing – 20 minutes
Go in order around the table. 2 minutes each. It’s OK to pass if you don’t have an experience to share.

	3:00
	Presentation 2
· Communication Starter – 5 minutes
· Presenter presents / uninterrupted – 5 minutes
· Clarifying questions – 5 minutes
· Experience sharing – 20 minutes
Go in order around the table. 2 minutes each. It’s OK to pass if you don’t have an experience to share.

	3:35
	Quick Hits as time allows, on other parking lot items – 1 min to present / 5 min experience share

	3:50
	Wrap up – Administrative – What worked/didn’t work

	4:00
	One Word Close
Adjourn









Videoconference Roundtable
Presenter Form

Presenter describes the situation and is not interrupted. Interruptions break the presenter’s train of thought and the emotional unburdening process. 

· Topic & Background







· Boundaries





 
· Obstacles






· Feelings






 
· Communication Starter for your colleagues. 
“Tell me about a time when you felt __________ because _________.”
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