
GUIDELINES FOR USING VIDEO PLATFORMS 
With Computers, Tablets and Smart Phones 

First Church UCC, Harwich, MA 

 
Before using the video platform (GoToMeeting, Zoom, Webex, etc.) check their website and 
read about them. (You may choose to upload the free app sent to you by the host/manager.) 

1. Ten minutes before the meeting or service (fifteen minutes for the host/manager and 
participants) turn off any other computers/programs in your house. Press the “join” link 
to enter. 

2. Before you enter the “virtual room,” check that your audio is on and not muted. Check 
your presentation—video camera at right height (not above or below you), lighting from 
in front or to either side (never behind or you will be in silhouette), and background 
presentable. 

If during the meeting or service, you decide not to be visible, make sure your blank screen is 
identified with your name; if not, speak to the host/manager. The same for smart and landline 
phone users. 

4. Upon entering, study the shared screen to take note of yourself, your name, the icons 
that indicate whether you are visible or audible. Speak to your host/manager, if any of 
these need to be corrected. Please do not ask, “Can you hear me?” Just check the 
icons. 

5. For worship everyone -- except the host/manager, pastor, music director and lector -
- need to mute themselves/are muted from the prelude until after the postlude. 
Everyone can say something before or afterwards. 

6. For a meeting, the manager/host asks that everyone turn off other conflicting 
equipment and mute themselves, except the leader and host/manager. When you 
wish to speak, study your block, raise your hand so it can be seen, and when the 
leader recognizes you, unmute yourself. Look at your camera; this is important. Speak 
clearly (6 inches from your mic), stay on point and be brief. After you are finished, 
mute yourself (or the host/manager will mute you). [Muting prevents audio problems 
for the group.] 

7. The leader should keep the meeting to about 50 minutes to an hour; if more, designate 
a 5-minute break at which time everyone closes your video screen (not your 
programs!). When everyone returns, press open your screen and video icons. Return 
to #4 (above) and resume meeting for no more than 30 minutes. 

With Smart Phones and Landline Phones 

1.  See #2-6 (above) but use the phone number on the invite to join. 
2. Upon connecting/entering, speak to the host/manager to identify that you are a Caller 

(01, 02 etc.) S/he will try to add your name to the screen. No unidentified participants! 
3. Mute yourself. 



4. During the meeting, the leader will have to be sensitive to the phone users who are 
not visible; perhaps, plan to ask each one if they have something to say. 

Please help any, who wish to but cannot seem to get on our video-platform, even with landline 
phones. Let me know if I have left out anything as there is one thing for certain-- this 
technology is always changing! We appreciate your participation. 
 
—Pastor Dianne 
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