
GOOGLE MEET 

CONFERENCING for MEETINGS 

 

Google Meet is a great tool to use during times when folks cannot meet in person.  A person does not have to 
have a Google email account to be able to join and participate.  There is no need to register or create a new 
Google account ahead of time, so participants can just access in whatever way they are most comfortable with 
and follow the prompts.  The best meeting experience is by logging in from a laptop or PC/desktop; if a person 
does not have a webcam or has sub-par internet service, he/she can still participate by listening in by audio only 
or an actual phone call. 
 
 

INSTRUCTIONS FOR MINISTRY CHAIR, HOST, and MONITOR 
 
The MINISTRY CHAIR should designate a HOST (Vicki Lawrence) and MONITOR (someone on your team who 
feels comfortable with the Google Meet technology).  The MINISTRY CHAIR should run and manage the meeting 
agenda; the HOST should set up the call; the MONITOR should watch the “CHAT” feature and interject questions 
and/or comments during the meeting.   
 
To invite participants, either the HOST will send an invitation to the chosen ministry group.  This is done through 
Google Meet.  When others are invited by email to join the meeting, they will receive an email which include 
something similar to the following: 
  

Joining info Join Hangouts Meet 

 meet.google.com/wza-hzcw-nkh  

 Join by phone 

 +1 405-578-5167 (PIN: 291776692) 
 
Invited participants can click directly on the links to access the meeting.  An additional email with PARTICIPANT 
INSTRUCTIONS should follow up this invitation so that participants can prepare and feel comfortable in meeting 
online.  If you have an agenda, include that in your follow up email as well. 
 
AT THE BEGINNING OF THE MEETING: 

 HOST, MINISTRY CHAIR and MONITOR should log on about 10 minutes before the meeting start time to 
familiarize themselves with the technology. 

 HOST or MONITOR should welcome everyone and name everyone on the call. 
 HOST or MONITOR should explain what the participants may be seeing on their screen.  You might have 

to spend 2-3 minutes walking folks through in real time on where to find various icons (mute/unmute, 
tile view, chat, etc.). 

o During meetings, keep yourself muted (on the bottom).  We will use the CHAT feature to ask 
questions or to ask for a turn to speak.  The MONITOR will call on you when it is your turn to 
speak…this will help prevent people from speaking over each other. 

o If you are having connectivity issues, try turning your video off.  You can also turn on CAPTIONS 
and the words being spoken will be typed on your screen. 



o If you are only seeing one person on your screen, you can change the layout, using the three dots 
on the right bottom of your screen (ADDITIONAL SETTINGS).  Select CHANGE LAYOUT and choose 
the Sidebar option. 

 Remind everyone 
o MUTE your microphone now.  If called on, you must UNMUTE yourself. 
o Use the CHAT function on right side of screen. 
o If you have issues, CHAT and I’ll walk you through it. 

 Begin meeting 
 Note:  If you are the HOST, you may be prompted to “admit” people into the conference.  Just click 

through the prompts to accomplish this. 
 Note:  HOST can sign off of meeting at any time and the call will continue until the last person hangs up. 
 Note:  Google Meet icon explanation below: 

 

 
 
RECOMMENDATIONS: 

 MINISTRY CHAIR:  It is important to streamline your meeting agenda so that it encourages only one 
person to talk/report at a time. 

 HOST or MONITOR:  During the conference, all participants should “MUTE” their microphones to allow 
for maximum clarity on the call.  Only allow the MINISTRY CHAIR, HOST and MONITOR to speak 
throughout the meeting; however, you may want only to UNMUTE a select few of your participants for 
the entire meeting.  When someone has something to say, participants can UNMUTE themselves.  
However, they should primarily only use the CHAT feature to interject comments or questions. 

  



INSTRUCTIONS FOR PARTICIPANTS 
  
Participants will receive a separate email invitation from the HOST (Vicki - assistpastor@firstumcfranklin.org) to 
join prior to the meeting time.   
 
The MINISTRY CHAIR can use the following message in a follow up email (by cut and paste) to send out 
information and agendas to their ministry team members so that they can join the conference and familiarize 
themselves with the ground rules. 
  
Call information for Participants 
We will host the video conference via Google Hangouts.  You do not have to have a Google email account to be 
able to join.  There is no need to register or create a new Google account ahead of time—just access in whatever 
way you are most comfortable with and follow the prompts.  You will have the best experience by logging in 
from a laptop or PC/desktop.  If you do not have a webcam, don’t worry—you can still participate by listening in 
by audio only. 
  
On your invitation email from our HOST (Vicki), you should see a section like this and you can click directly on the 
links to access the meeting: 
  

Joining info Join Hangouts Meet 

 meet.google.com/wza-hzcw-nkh  

 Join by phone 

 +1 405-578-5167 (PIN: 291776692)
 
We have streamlined the agenda in a way to get the most information out efficiently without 
interruption.  However, there will be a CHAT feature on the right side of screen for questions (this works a little 
like Facebook Messenger if you are familiar with that).  We will have someone monitoring CHAT as we meet so 
that we can address those comments in real time.  This video conferencing format is great but it is difficult for 
“normal” conversations to be held; best practice is to type your comments in the CHAT so we can keep 
conversation productive.  
 
Here's an example of what your screen may look like once you log into Google Meet: 

  
 



 
 

We will have additional time at the end of the meeting for folks to give feedback about the conferencing 
method.  Any feedback you can provide will help us with making sure we are all utilizing technology in the best 
way as we continue to serve Christ. 
  
Remember, we are all in this together and ALL of us old dogs are learning new tricks, so DON’T FEEL DUMB OR 
BEHIND THE CURVE.  We all are stretching WAAAYYYY beyond our comfort zones.  Just make sure you look good 
for the camera and chew with your mouth closed   

 


