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Start up your Conference Call as well as you can: 
 
Here’s an overview of the things you need to go through at the start of your call:  

 
 
We are here to… 
It’s really important to make sure that everyone on the call is clear on the point of the call. 
 
Today we will... 
Run through the main objective for your call. 
 
Our plan 
Remember to keep the call within an hour if you can, with a maximum of 1.5 hours. 
 
Who’s doing what 
Without being able to see everyone, this step becomes even more important – not just who is 
doing what, but who is on the call! Make sure that everyone knows who everyone else is and 
why they are present. Make sure that only people who need to be there are on the call. It helps 
where trust has been established beforehand. 
 
On your conference call, make sure that these roles are covered: 

Timekeeper; 
Scribe - to write down actions and share them real-time if possible, otherwise 
summarise at the end. Record who will do what, and by when. Who will follow up? 
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How we work together 
Your ground rules for the call should include the following: 

� Always state your name at the start of any contribution you make to the call.  
� Mute when not speaking, unless you are in a small group with no noise issues. 

 
What’s next 
Explain how you will review the call before the end.  
Run through what will happen after the call and how actions will be circulated and followed up. 
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How to ask a question to get answers back: 

 
This one is straightforward and works really well. Instead of asking a question to the whole 
group, poll the group. Polling means asking each person or sub-group in turn. Let people know 
at the start that you will be asking them direct questions and they are more likely to stay tuned 
in throughout the call. 
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The three top ways to engage people:  to keep them focused on your call, rather 
than their e-mail or instant messenger 

 
Graphics 
 
 
 
 
 
 
 
 
 
 
 
 
 
Stories 
 
 

 
 
 
 
 
 

 
 
 
 
 
 

(For more information on the research, see here: http://www.onlinestory.net/docs/story.htm) 

 
Give those disembodied voices something to associate with. Make them 
real. 
 

 

 

 

 

 

 

(For an example of a real picture map, see http://www.onlinestory.net/docs/researchers.htm)
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How to improve your calls over time: the more you do, the better they can get. 

Ensure you end your call with a very short review. I recommend that you ask 
these two questions: 

1. What went well today? 

2. What could we do differently to make it even better next time? 

Although this is a start, without any further action, it won’t make much difference. 
So make sure that you review these when planning your next call and remind 
people beforehand what they need to do differently next time. 
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A real conference call agenda: 
 
Here’s an example of a real call that worked.  

------------------------------------------------------------------------- 

The purpose of the call is to set up this group for success in 2008. 
 
The objectives of the call are: 

• Review and update the events plan for 2008. 

• Review and update plans for the next meetings: including our next face to face.  

• Review and update plans for what we’re doing with our website.  
 
I propose that we use the time as follows: (let’s amend at the start of the call – this is just a straw-man 
suggestion) 
4pm      Roll Call; 
4:05      Clarify purpose, objectives, agenda for the call; 
             Allocate timekeeper and action scribe;  

Agree ways of working and who does what. 
4:15      Events for 2008 – go through event by event. 
4:30      Next face to face meeting – 13

th
 March – check people can make it, along with time and venue. 

4:40      Set times for next two conference calls. 
4:50      Action review. 
4:55      Review of the call – ‘what went well’ and ‘I wish that…’  
5:00pm CLOSE (this time will NOT slide). 
 

------------------------------------------------------------------------- 

So what elements can you re-use in your calls? 
 

� Don’t plan to start bang on the start time – allow time for a roll call. This helps people to 
check in and realize who else is on the call. 

� Clarify everything up front (as on the start up graphic). 

� Allocate specific roles: timekeeper and scribe for actions. 

� Agree ground rules up front – refer to previous call reviews if you have them with this 
group. 

� Keep each agenda point clear and precise. 

� Allocate time to planning the next call (if in a series.) 

� Review the actions near the end of the call. 

� Review the call. 

� Close on time (or slightly earlier!) 

� Send out actions as soon as you can (perhaps your action scribe can do this for you.) 


