Guidelines for participants 
Starting the meeting
1. Please log on to the Zoom link you have been sent 5-10 minutes before the scheduled start time. 
2. When you enter the meeting your mike and video will be off. You can activate the camera to acknowledge others in the meeting.
3.  Once you've entered please change your name to show your country (and organization). You do this in the list of participants - hover over your name and select rename. (Names starting INT are interpreters.)
Mike, video and chat management
4. Your mike and video must be kept off when you are not speaking to avoid interruption and save bandwidth. If you have a very bad connection you may have to speak without video although it is preferable for the interpreters to see you.
5. Please ensure for your own comfort, and that of others when you are “online”, that there is no background noise (including moving paper, typing on your computer etc).
6. The host can turn off mikes/videos of individual participants if necessary, or request that you turn them on.
7. The chat is opened by clicking on the icon at the bottom of the screen (chat or converser). It is used to put your name on the speakers list (or to indicate a problem with interpretation if necessary). NOTHING ELSE PLEASE!
Interpretation
8. To listen to interpretation go to the button at the bottom of your screen on the right (on Android or iOS in your meeting controls, tap the ellipses icon (...), then Language Interpretation)
and select the language you want to listen to. 
Speaking in the meeting
9. To ask to speak please write your name in the chat, indicating the language - please write just your name and language - you do not need to write “I would like to speak”- the chairpeople may not speak your language. 
10. Activate your camera and disactivate interpretation while you are speaking.
11. Please speak facing your camera so that interpreters and others can see you full face.
12. Please do not change languages in the middle of your remarks, or smoke or chew gum while speaking.
13. The chair of the meeting will indicate visually the timing of your contribution. Please therefore look at the screen (the comrade doing the timing will be highlighted on the screen).
Interactions with other participants
14. You can see a list of who is in the meeting by clicking on “participants” at the bottom of your screen. The two co-chairs and the current speaker will be highlighted on your screen.
15. Do not use the chat to comment on what is being said. And do not vocally interrupt speakers!
16. You can send private messages through the chat to another participant - but be aware once the meeting is over the chat is lost.
 
