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Engaging Online Meetings: in-person venue to virtual

When meeting in person isn't feasible, clubs can still engage with their members in virtual
settings. Here are some tips, resources, and best practices to help your club embrace the
flexibility that comes with meeting online.

How to get started
Let your peers inspire you! Here's how Rotarians are making the shift:

e Embracing virtual meetings for your club by Suzanne Gibson, governor of District
6440 (northern lllinois, USA)

e |deas for staying connected during social distancing by Ingrid Waugh, Assistant
Rotary Coordinator and Past Governor of Rotary District 9920

¢ 5 questions about meeting online with George Robertson Burnett

e Let e-clubs help you get online by Diana White, club treasurer and past governor of
Rotary District 7020

o Find e-clubs and ask for help

Best practices for online meetings
As the organizer, online meetings come down to two essentials: technology and content.

So, You’re Organizing an Online Meeting...

You know what it takes to keep a meeting going when you’re all gathered in a room. Here are
seven steps for transitioning your in-person meeting to a virtual setting.

1

Stick to meeting basics

Use an agenda, set ground rules, and clearly outline next steps at the end of the meeting. If
background information is required, share it beforehand.

2

Rethink your meeting

Adjust your content to maximize the online format. For example, fellowship time could
become online breakout rooms where members socialize in small groups.

3
Choose the best tech
Before selecting a platform, consider the equipment members may or may not have.

4
Rehearse

Practice with presenters so they know how to request control and share their screens. Log on
early to test audio and make sure all presenters are on.

5

Make it accessible

Not everyone can join via video. Provide an audio option and consider recording the meeting
to share later. Inform participants the meeting will be recorded, so they can switch off their
cameras if they prefer.

6



Keep it engaging

Minimize presentation length and maximize discussion. Use polls, Q&A, and other tools that
focus participant attention on the content and each other.

Image

7

Ask for support

Build a team to monitor chat boxes, answer questions during the meeting, and troubleshoot
technical issues. Solicit feedback from participants and adjust accordingly.

Source: "What it Takes to Run a Great Virtual Meeting;" Harvard Business Review; 3 March
2020; https://hbr.org/2020/03/what-it-takes-to-run-a-great-virtual-meeting

Tips for engaging members in virtual settings
Your club provides your members with a feeling of belonging and opportunities for personal
growth. You can continue to engage members even in a virtual setting.

e Learn how to engage members during the coronavirus pandemic

e Stay true to your unique club culture, even online

e Consider adding an option for members to stay online and connect informally after
each meeting

e Invite prospective members to virtual meetings and events

e Conduct new member inductions virtually and share widely

Did you know?
Rotarians and Rotaractors can receive a 15% discount off Zoom accounts through Rotary Global
Rewards.

Rotary resources for online meetings

¢ Hybrid meeting best practices course

e Virtual/In Person Meetings video

e Meeting Online Learning Topic

e Watch membership speeches from recent Rotary events in the new Club Programming
collection on Vimeo.

¢ Club meetings (PDF) poses some helpful questions to consider when organizing your
meeting

e Club flexibility FAQ offers insights into how other clubs are adjusting to meet the needs of
their members in a virtual space

e Club and District Support representatives can also help

Explore the tech
e Zoom
e GoToMeeting
¢ Google Hangouts
o LINE
¢ Skype

e WhatsApp
e Tencent

e Microsoft Teams
Try out one or two and pick what works best for you.
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