
SPEAKER’S 
GUIDELINES

OVERVIEW OF THE MEETING 
PLATFORM & BEST PRACTICES



Platform: Streamyard

Before the broadcast, 

Make sure you have the following:

• A laptop or desktop with a webcam and mic

• A recent version of Chrome

• A strong internet connection. If possible, connect to your router with an ethernet cable instead of using Wi-Fi

• We recommend wearing earbuds or headphones to prevent audio echoes

https://support.google.com/chrome/answer/95346?co=GENIE.Platform%3DDesktop&hl=en


Platform: Streamyard

Follow these steps to enter the broadcast studio:

1. The host will provide you a joining link. Which you can copy paste to your chrome browser, and you’ll be taken to their recor ding studio.

2. Allow Streamyard to access your camera and mic.

3. Make sure you have the correct camera and mic selected using settings. 

4. Enter a display name which you want to be displayed.  e.g. John Jacob, Then enter the studio.

5. The host will be informed that you’ve arrived. You won’t be part of the main studio until the host add you in.

6. You can do private chat with host and other guests.

7. The page will update to let you know when you’ve been added. Then everyone will be able to see and hear you. This is your tim e to start speaking.

8. In the studio, there’s a toolbar at the bottom of the screen. Click the “Share Screen” button.

9. After  your session you can leave the room by clicking on leave studio

10. Any communication prior or during the session will be done over the Streamyard chat. 



Home Studio Set Up with Laptop/Desktop 
(most preferred setup)



Home Studio Set Up with Phone 
(least preferred setup)



Checklist & Tips

CHECKLIST FOR REMOTE SPEAKER

▪ Use high-res webcam. Camera should be positioned 

above eyeline
▪ Please use USB mic that plugs into computer or 

headset vs. computer mic
▪ Setup LED lights on either side of webcam

▪ Create tight-shot close-in on shoulders and head

▪ Assess best spot in house for natural light. Be sure light 
source is behind your computer/monitor screen, not 

behind you
▪ Ensure background looks clean and appealing and not 

too busy

▪ Hardwire into internet if possible. Turn off any other 
devices using Wi-Fi streaming (gaming, Netflix, etc.)

APPEARANCE & BODY LANGUAGE TIPS

▪ Be mindful of body language –facial expressions, posture, etc.

▪ Lean forward to look like you’re invested in the discussion and don’t use 
your hands excessively

▪ Avoid excess movement. Keep your body still and do not move around 

in your chair.
▪ Avoid wearing busy prints or loud colors; they get distorted and become 

distracting. Use powder to reduce shine on your face.
▪ Look forward, never up at the ceiling, off in the distance, or down at your 

feet

▪ Is using notes, keep them somewhere near the camera, but out of sight. 
That way you aren’t constantly looking off to the side, potentially giving 

the impression you are distracted.
▪ Smile, and most of all…relax!



Pro Tips for Speakers

1) Focus on your camera, not your audience.
- Every presentation coach will tell you that direct eye contact is a vital way to reinforce your point. In a video 

conference, this means looking into the video camera.

2) Maintain a strong voice
- Strong voices convey authority, credibility, and confidence. 

3) Frame yourself wisely

- In a video conference, your head and the top of your shoulders should dominate the screen.

4) Be present and mindful

- Multi-tasking is perilous because you don’t want to be caught unprepared

5) Don’t become your own distraction

- make sure you’re remembered for what you did right, not what went wrong, so be mindful of the power you 

have over both your virtual and physical environments. 



Pro Tips for Speakers Contd…

6. Use the chat window as your partner
- The chat window is a unique opportunity in virtual meetings to elevate your presence, add dimensions to 

your ideas, and demonstrate that you’re fully present.

7. Familiarize yourself with the technology
- Do a trial run to understand the technology better to be more efficient

8. Review your speech and presentation

- Record, review and correct yourself if required prior to going live

9. Test your equipment

- It’s imperative that the equipment you are using is checked thoroughly to avoid technical difficulties during 

your speech/presentation

10. Understand the difference in the environment

- Your skills as a speaker/presenter in a virtual environment must be different than what it takes at a live 

event



Best Practices

▪ Hair and makeup. Fix hair and makeup like you would for any stage presentation. Cameras pick up 
lighting shadows and glare, so keep hair out of face and wear powder to avoid shine.

▪ Attire. Look polished and neat. Avoid patterns and wear solid colors if possible—bold jewel-tones look 
great on camera. Avoid wearing flashy jewelry as it tends to be reflective.

▪ Communicate naturally . Keep still and focus on the camera as if it is your audience. Align your body 
language with your message and avoid too much movement.

▪ Teleprompting. If using notes, keep them somewhere near the camera, but out of sight. That way you 

aren’t constantly looking off to the side, potentially giving the impression you are distracted.

▪ Watch your tone. Remember your message and deliver it clearly. Avoid vocal fillers and remember to 

focus your attention to your camera lens

▪ Smile! You’re on camera



THANKS!


