WebEx Standards and Tips


Important Note: If you would like to use webinars and webcams to hold board meetings, please make at least one physical location available where the public can view the proceedings in “real time.” This can be accomplished by setting up a webcam in a conference room that is open for public attendance or connecting a dummy terminal to the main computer so that the public can view the meeting from another room.  

Per WIA Section 117 (e) Sunshine Provision.--The local board shall make available to the public, on a regular basis through open meetings, information regarding the activities of the local board, including information regarding the local plan prior to submission of the plan, and regarding membership, the designation and certification of one-stop operators, and the award of grants or contracts to eligible providers of youth activities, and on request, minutes of formal meetings of the local board. (See also 20 CFR Section 661.307.)


1. Remember that some features must be enabled through the meeting invitation you create. Decide which features you’d like to use during your presentation – including whether to mute all phones on entry and whether to enable the participants to use the chat function privately amongst themselves prior to creating and sending the meeting invitation through WebEx.
1. Practice using WebEx and going through the presentation at least once BEFORE THE DAY OF YOUR MEETING to work out any bugs and to ensure your files are loaded correctly. (You will need to set up separate WebEx meetings for each practice.)
1. Log into and start the meeting and join the teleconference at least 10 minutes before the scheduled start of the meeting. You can always pause your screen on your title slide if you don’t participants to see you clicking around your desktop.
1. Decide in advance how you will handle your participants’ phones (do you want them muted on entry, allowed to be unmated for the duration of the meeting, etc.). If you mute their phones on entry, tell them so upfront. If you don’t, ask everyone to mute their phones lest someone disrupt the meeting with side conversations or hold music.
1. As participants join, let them know you’re waiting a few minutes for others to join before beginning your presentation, if that’s the case. Try not to leave them hanging on the phone line in silence for more than a couple of minutes at a time.
1. Decide in advance how you’ll handle questions, whether as the presenters are speaking or at the end, and communicate that clearly to your participants.


1. You might want to utilize the “raise hand” function or the “chat” function in order to gather participant questions. This prevents two people from asking questions at the same time and talking over one another, which makes it difficult to hear either party and can be frustrating for all.
1. You might consider starting off the meeting with introductions by asking each person to state their name and office in turn (both in the presentation room and on the teleconference). This might lead to folks talking over one another, so be prepared for that.
1. If folks in the room must convene during the presentation to collaborate on an answer to a question or clarify a point, mute the host phone – if appropriate – but be sure to make it quick. Audience members tend to get anxious when they can’t hear what’s going on, and try not to leave folks hanging on mute for more than a minute or so during a presentation is inconsiderate. 
1. If you need to track down a document or a resource during a webinar and it isn’t readily available (i.e. you didn’t download it or already have it open and waiting), pause your screen before you dig. That way, your participants won’t be distracted, nor will they wonder if your rapid clicking around is something they’re supposed to be following.
