
Paula Elsinghorst (716) 882-0805
Certified Etiquette & Protocol Consultant etiquette@elsinghorstgroup.com
© 2004, Paula Elsinghorst, Buffalo, New York

Published 4/04 www.littap.org
LitTAP (Literary Presenters Technical Assistance Program) is presented by the New York State Council on the Arts
(NYSCA) Literature Program in partnership with Writers & Books of Rochester, New York.

Protocol and Etiquette for Participating in a Conference Call
Q & A

by Paula Elsinghorst

Question: 

Our organization just contracted with a company to provide teleconferencing services.
What should I be aware of when participating in a telephone conference call?

Answer: 

When you are participating in a conference call you will most often experience clearer
connections if you call from a "land line" telephone rather than from a cell phone.

In addition, call from a place in which there will be no background noises such as
announcements via a public address system, talking co-workers, ringing telephones, pet
noises, chiming clocks, PDF alarms, knocking at doors or windows, crying/whining
children.  If you choose to work at a keyboard during the call, it is likely that other people
who are participating in the call will hear your keystrokes.

Also remember that if you need to attend to an interruption, use the mute function as
designated by your teleconference provider rather than placing the call on hold.  If your
organization has music or a recorded message for calls that are placed on hold as part
of the telephone system, all participants on the call will hear this.

When participating in a conference call, be sure to say your name before speaking so
that all others will know who you are and so that you receive proper credit for your
contributions.

Finally, if the conference call will be lengthy, you may want to use a headset to minimize
neck strain.

Incidentally, these tips apply to conference call leaders as well.


