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Who is Triangle 
Associates?

 Our mission is to foster 
equitable and informed 
environmental decision-
making.

 Our vision is a sustainable 
planet with engaged 
communities and leaders.

 We offer facilitation, 
community engagement, 
mediation, conflict 
resolution and education.



Use the chat 
box

What’s one thing 
you are hoping to 
learn during this 
webinar?



Today’s Objectives
• Explore what to consider when planning 

for, facilitating, and following up from a 
small to mid-sized remote meeting 

• Share overarching principles and best 
practices

• Q&A from audience – put your questions 
in the chat box as you think of them!



Today’s 
(other) 
Objective
Help you avoid 
disastrous online 
meetings

@twitteruser



Part 1: Preparing for the 
Meeting
Preparing for an engaging and inclusive meeting



Triangle of 
Satisfaction

Iceberg Principle

Successful Meeting

Double-check all technology

Agenda Setting

Materials and Handouts

Select the right virtual 
meeting tool

Decision-making 
protocols

Groundrules



Triangle of 
Satisfaction

PROCEDURAL

RELATIONALSUBSTANTIVE

Square of Satisfaction

TECHNOLOGICAL Was the virtual meeting 
tool appropriate for the 
audience? Easy to use?

Is the meeting 
topic relevant and 
supplemented with 
useful materials?

Did everyone feel 
like they were 
heard and valued?

Were the expectations for participants clear? Who decides?



What is the 
purpose of the 
meeting?

Purpose Suggested Format

Provide a training or share out 
information

Webinar

Meet with colleagues you 
already know regarding a low-
conflict topic

Phone conference

Meet with more distant 
colleagues and/or the topic is 
sensitive

Video conference

Design, co-create, and 
brainstorm as a group

Video conference with 
online collaboration 
tools



Who is the 
audience?

How many participants are you 
expecting?

Is the meeting public?

What’s the best virtual meeting platform 
for your audience?



Which virtual 
meeting 
platform 
should I use?

TOP 10 CONSIDERATIONS

1. Security and firewalls

2. Barriers

3. Financial resources available

4. Application availability

5. Screensharing

6. Number of participants

7. Recording capabilities

8. Computer audio versus call-in

9. Language interpretation or closed captioning

10. Webinar functions



How to 
address digital 
inequality?

Know your audience – lookup broadband availability 
and speed in the area.  

Microsoft products do not easily open on smartphones. 
Send meeting materials as PDFs instead.

Video conferencing consumes a lot of data – allow 
participants to dial into meetings.

Offer micro trainings on the virtual meeting platform 
ahead of meetings



What are some 
accommodations 
you can provide?

Use closed captioning for deaf participants

Explain any visuals on the screen for blind 
participants

Create alternative text for any images that are part 
of meeting handouts

Hire an American Sign Language interpreter for 
video conferences



How to plan 
for a 
multilingual 
meeting?

Select a virtual meeting platform that allows for 
different “rooms” for interpreters.

Make sure interpreters are familiar with the 
meeting platform.

Have presenters speak slowly and clearly to allow 
for simultaneous interpretation.

Consider multilingual captioning instead of 
interpretation.



How to 
plan a 
secure 
meeting?



How to plan a 
secure 
meeting 
(con’t)

Require participants 
to use a password

Use a “waiting room” 
feature

Turn off screensharing 
for everyone but the 
host

Turn off public chat

Lock meeting after all 
participants are 
present

Remove unwanted 
participants

Familiarize yourself with your platform’s settings. Most of these security features are available across platforms.



Who is doing 
what?

Facilitator

Notetaker
Technology 

Wizard

How will the team 
communicate 

during the 
meeting?



Part 2: During the 
Meeting
How do you facilitate the beginning, middle, and end of a 
meeting? 



How are you 
going to open 
the meeting?

Manage introductions

Get people focused on the meeting purpose

Announce if you are recording the meeting



How will you 
facilitate a 
structured
conversation?

     

Question 
Queue

(raise your hand & 
create a queue)

Round Robin 
(by Name or Org.)

Chat or
Question 

Box

When to 
be 

organic?



How can you 
make the 
meeting 
interactive?

Create 
a poll!

Hold an informal vote 
or survey using “hand 

raising!”

Live edit a 
document!

Use breakout 
groups! (Think, 

Pair, Share) 

Get creative with 
the chat box! Use an online 

brainstorming tool! 



How can you use visuals to engage participants?

Source: Fuselight CreativeSource: Mural.Co

Collaborative Brainstorming Tools Digital Visual Recording



Poll time!



Part 3: Post-Meeting
Ensuring accountability and forward progress



How will you 
close the loop?

Meeting summary with 
action items

Task Deadline
Assigned to 

specific person

Set a time to check in on 
progress



How to share 
information?

• Copy and paste 
important comments 
and links from the 
chat box since 
participants won’t be 
able to access notes 
in the future.

• Email participants 
referenced 
documents, links, or 
other key pieces of 
information.



How will 
you get 
feedback?

Send a quick poll to understand the strengths and weaknesses of your meeting



Questions and 
Answers
Put your questions in the chat 
box!

We can stay on the line for an 
additional 30 minutes



Follow up 



Thank you!

Reach out to us with questions about facilitating 
successful, equitable, and engaging virtual meetings!

Triangle’s Phone: 206-583-0655

Annie Kilburg – akilburg@triangleassociates.com

Katrina Radach – kradach@triangleassociates.com

Rachel Aronson – raronson@triangleassociates.com

Sophie Glass – sglass@triangleassociates.com
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mailto:kradach@triangleassociates.com
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