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3. INTERACTIVITY

How do I know when to speak in a distance meeting/lesson

CONTEXT

Chaotic virtual meetings – i.e. where everyone seems to be speaking at the
same time or someone starts dominating the conversation – do not usually
lead to problem-solving or productivity in a team. It is essential to find a way
to keep virtual meetings running smoothly and minimise negative emotions.

THEORETICAL BASIS

Participants who are listening must wait their turn to speak and in the case of
distance communication, this organisation of participation can be very
tedious for them. A challenge in all group work is to keep a few people from
dominating and give everyone an opportunity to engage. The moderator can
generate clear turn-taking instructions for the course (e.g. create a name list of
the student on chat, with the speaking order, and specify the use of hand-
raising or emoticons to ask for a turn to speak).

ACTIVITY IN A NUTSHELL

Clear rules for distance meetings not only make it easier for the moderator to
conduct a meeting or training but also enables participants to feel more
confident.

© Anna Shvets. Pexels.com



Activity/Solutions

C O N T A C T  T Y P E

T I M E  N E E D E D

N U M B E R  O F
P A R T I C I P A N T S

A C T I V I T Y  T Y P E

T A R G E T  G R O U P

V A R I A T I O N  O F  T H E
A C T I V I T Y

All target groups

If meetings are always
held with the same 
group, one introductory 
game might suffice. As 
such, you do not have to 
repeat the same game 
or rules every time.

Activity step by step

Instructions for the rule list:
1. Show the rules of communication to the participants at the
start of the meeting or course.
2. Make sure that the participants have constant access to the
rules: for example, send the rules to the participants via e-mail
or ask them to take a picture of the rules or write them down.
3. The rules can include, asking the participants to mute their
microphones while you speak, use emoticons as reactions, use
the chat box to ask questions, or produce a list of the speaking
order during activities.

Instructions for games:
If you want to practice the rules, you can try out this game with
your group:
1. Explain that the group is going to create a story together,
with each person contributing one sentence.
2. Assign the speaking order via the chat box.
3. Ask the first player to begin with a sentence that starts with
the word “unfortunately,” e.g. “Unfortunately, I could not enter
the ethnographic museum.”
4. The next participant adds one sentence that starts with the
word “fortunately...” e.g. “Fortunately, I met the museum guide.”
5. Keep the story going, for instance “Unfortunately, she
announced that I would only be able to enter the museum
tomorrow.”  “Fortunately, I will still be in the city tomorrow and
be able to visit.” etc.

To promote active listening.
To encourage group focus.
To show participants when to speak during distance
meetings.

Goal

How to prepare

Prepare rules to follow during the interaction shown at the
beginning of the group meeting: for example, if you’re not
talking, commenting, or presenting, you must keep your
microphone muted; raise your virtual hand; stay on topic, etc.

Online

10-20 minutes

10-20

Group work


