Conference Call Protocol

Making The Most Of Our Time Together

· Notify participants of the date and time as early as possible, but no less than 10 days before the date of the call.

· Take time zone differences into consideration.  List the conference call time for each time zone.

· Calls should be 90 minutes or less in duration.

· Provide clear directions about how the call will be conducted: participant calls in to a central location or is called at a prearranged phone number.

· Participants should be at their phone 5-10 minutes before the appointed time.

· Make sure that the agenda, expected outcomes and supporting materials arrive at least 4 days before the meeting.

· If possible, instructions should be provided if a participant is late or disconnected.

· A roll call should be taken at the beginning of the meeting.

· Every participant should be fully prepared to discuss the issues

· Participants should identify themselves each time they speak.

· The facilitator should frequently call on members for their  

opinions.

· Each participant is responsible for actively participating.

· Periodically, the facilitator should go around the “table” in random order to assure all attendees are participating.

· Participants should wait until all others have provided their input, before speaking a second time to the same issue.

· If voting is necessary, take it by random roll call.

· The facilitator should summarize the decisions and any needed follow-up at the end of the call.
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