
 

 

Tech Tips for a Successful Online Annual Meeting 

The following information is based on experience gained at the Diocese of Virginia’s 2020 
Annual Convention conducted via Zoom. Questions not covered by this document, linked 
resources and diocesan Chancellor’s memo regarding temporary protocol for congregational 
meetings during social distancing can be directed to Erin Monaghan Kamran, diocesan 
Communications Associate.  

1. Gather your tech team 
Having a team of people managing your Zoom meeting is an essential part of a successful 
online annual meeting. If you expect less than 75 people in attendance at your annual 
meeting, 2-3 people on your tech team, each with specific roles, should suffice. 
Tech roles to consider: 

• Launching and creating zoom polls 
• Screen sharing the necessary slides and documents 
• Monitor chat and who will speak next 
• Mute and unmute participants as needed 
• Offer tech support to church members 

 

2. Communicate early and consider practice sessions 
Make sure to communicate with your congregation early and in detail about how you will be 
conducting your online annual meeting.  

• Will you vote using Zoom polls or an external voting system such as Election Runner?  
• How will an attendee be recognized to speak?  
• Will you host a practice session for church members so they may gain confidence in 

their ability to use the necessary technology?  
You may edit this tip sheet from Annual Convention to give instructions on how members 
will participate fully in the annual meeting. Make sure the tech team and those who will 
present and conduct the meeting do have a rehearsal before the meeting.  
 

3. If you choose to vote using Zoom polls 
Polls can be created before and during your meeting. Note that you can download poll 
results from your Zoom account after the meeting has ended, but if you re-launch a poll, the 
results of the first polling will be erased from your Zoom account. If your clergy 
person/senior warden-in-charge needs immediate results of elections, make them a co-host 
and they will see results as they are submitted.  
 
 

https://files.constantcontact.com/34e574c7001/acfd42ca-269a-46ab-bd49-33ae69417d29.pdf
https://files.constantcontact.com/34e574c7001/acfd42ca-269a-46ab-bd49-33ae69417d29.pdf
mailto:ekamran@thediocese.net
http://www.thediocese.net/Customer-Content/www/CMS/files/Annual_Convention_2020/tech_tip_sheet.docx
https://support.zoom.us/hc/en-us/articles/213756303-Polling-for-meetings


 
 

Each Zoom account logged in to the meeting will get one vote. That means, if there are 
multiple voting members of your congregation in one family participating in the meeting, 
encourage them to each log in to the meeting from separate devices if possible.  
 

Participants who dial in by telephone will not be able to participate in a Zoom poll. 
Alternative solutions, such as asking them to unmute to give their vote, may be considered.  
 

4. If participants will need to be recognized to speak 
Depending on the size of your annual meeting, you may need to mute all participants and 
give microphone permission to specific people when it is their turn to speak. Note that if this 
setting is turned on, once an unmuted participant mutes themselves, they will not be able to 
unmute again without another unmute request from the zoom host. If there is someone who 
will need to repeatedly mute and unmute (e.g. your priest, senior warden, treasurer, etc.) 
consider making them a cohost so that they can mute and unmute themselves as needed.  
 

If there is a discussion portion of the meeting where participants are invited to comment, an 
efficient way to keep track of who’s up next to speak is to ask participants to type “SPEAK” 
into the chat. This will give the moderator of that portion of the meeting a list of who to call 
on next and, if all participants are muted, the tech person in charge of unmuting will be able 
to request that person to unmute in a timely manner.  
 

5. How to accommodate members without technology 
For a Zoom meeting, members of your church may join using a computer, tablet or 
smartphone and participate fully. If there are members of your community who do not have 
a device that can be used to access the meeting, consider loaning them a device that belongs 
to the church or helping them find someone that they can borrow a device from. If 
necessary, they may dial in to the meeting using a telephone, but alternate methods of 
voting will need to be considered if you plan to use Zoom polls.  

  

https://support.zoom.us/hc/en-us/articles/203435537-Muting-and-unmuting-participants-in-a-meeting
https://support.zoom.us/hc/en-us/articles/203435537-Muting-and-unmuting-participants-in-a-meeting

