Technical guidelines for remote participants in videoconferences 
To obtain optimal quality of sound and image for the purposes of simultaneous interpretation, webcasting and general intelligibility, there are some minimum requirements that must be met by remote participants. This document details these requirements, together with relevant technical information useful for videoconference organisers and their technical support team. 
I. Venue
· The venue should be an indoor facility. All doors and windows should be kept closed to avoid any noise interference from outside 
· Make sure there are no extraneous sources of noise in the room itself (other people, air-conditioning, ventilation…). If other people will be present in the room during the videoconference, please ask them to be as quiet as possible.
· Any loudspeakers in the room should be muted whenever someone is speaking. 
· Rooms with high ceilings should be avoided, to reduce reverberation.
· Rooms with full glass walls should be avoided, to reduce reverberation.
· Blinds and curtains may need to be closed to avoid external light blurring the image. 

II. Connection
· Use a cabled (ethernet) connection wherever possible.
· If a cabled connection is not possible, ensure that your WiFi network is strong and stable – you may need to move closer to the modem, for example.
· Minimum upload and download speed per device, if connecting to the videoconference from a computer, should be 10Mbps. This can be measured on sites such as www.speedcheck.org, www.fast.com or www.speedtest.net.
· The sound codec should be AAC with either 48khz or 96khz sample rate, either Mono or Stereo

III. Device
· If connecting from a personal device, rather than from a conference room, this should always be a computer. Other devices such as mobile phones and tablets should NOT be used.


IV. Microphones - choosing a microphone 
· Each speaker should use a unidirectional microphone (cardioid polar pattern) with muting capabilities.
· If participating from a conference room facility rather than via a computer, this should preferably be a gooseneck microphone.
· If participating using a computer, the microphone should be a USB-connected, desktop microphone, used together with a separate set of headphones, to avoid feedback loops via the computer loudspeaker. 
· Ensure that your computer has recognised the desktop microphone, and not defaulted to the integrated computer microphone.
· Microphones should have a frequency response of 20Hz - 20KHz. 
· Max SPL: 110dB (THD 0.5% 1KHz)
· Omnidirectional microphones should NOT be used, as, inter alia, they pick up too much extraneous noise. Spider phones, table-top microphones and computer-integrated microphones are examples of omnidirectional microphones that are NOT suitable for interpretation.
· Bluetooth microphones, smartphone microphones and headset microphones should also not be used as they do not transmit the required range of audio frequencies.
· Telephone receivers should NOT be used as microphones. 
· For participants using their computer to connect to the video conference, recommended models of USB-connected, standalone, desktop microphones include: Razer Seiren Mini, Rode NT USB Mini, AKG ARA, Samson Meteor, Beyerdynamic FOX USB, Blue Snowball, Shure MV5, Shure MV7 USB, Elgato Wave 3, Amazon Basics Desktop Mini condenser microphone, Hyper X Solo Cast or similar. Models in bold type are particularly recommended and require no adjustment to settings. 

V. Microphone use during the meeting 
· Microphones MUST ALWAYS BE MUTED whenever the remote participant is not speaking. UNMUTE your microphone only when speaking.  
· Optimal distance from the microphone while speaking varies depending upon the type of microphone, so participants should familiarize themselves with the instructions for the microphone they are using and test it before use. For example, professional conference microphones generally require the speaker to be at a distance of 20 - 40 cm, while a handheld mobile microphone should be held at a distance of 10 cm. If the speaker is too far away from the microphone, they will be inaudible no matter how loudly they speak; if the speaker is too close, the sound will be saturated and muffled. 
· Speakers should sit facing the camera with the microphone directly in front of them and no obstacles between them and the microphone which could block the sound (such as a laptop). 
· When the remote speaker is given the floor and turns on the microphone, they should pause for a couple of seconds before starting to speak, in order to give the VC system time to switch between locations. Otherwise, meeting participants in Geneva will not hear the beginning of their statement. 
· While speaking, participants should look into the camera, talk directly into the microphone and should not turn their head from side to side while talking, as their voice will fade in and out. 
· Speakers should maintain a normal voice and avoid shouting. 
· Speakers should avoid touching or fiddling with microphones while they are on. 
· Paper shuffling when the microphone is on should be avoided to reduce background noise. 

VI. During the meeting - other points 
· Mobile phones should be on silent mode.
· Notifications on computers, mobile phones or other devices must be silenced.
· Any loudspeakers in the room must be turned off whenever a microphone is live. 
· The presence of a technician before and during the videoconference is essential Any written material (statements, PowerPoint presentations, etc.) used during the videoconference, should be shared with the interpreters via the meeting secretariat. NB: access to a copy of a statement does not compensate for poor audio which renders it difficult/impossible to check against delivery.
· Walking around during the videoconference should be avoided. 
· Once the VC is over, make sure to turn the link off. Otherwise, the background noise created by the open link will disturb the rest of the meeting in the conference room itself. 




VII. Image 
· It is necessary, for interpretation and webcasting purposes, to have a high-definition picture, synchronized with the sound, of a quality which makes it possible to distinguish clearly the facial expressions and gestures of the speakers and participants. 
· The camera used should be HD (1080P or higher).
· H.264 (AVC) video codec should be used. 

VIII. Camera positioning 
· Participants should look into the camera when speaking. 
· Camera should be at the same height as the speaker’s head 
· The picture should be zoomed in to the degree that allows for each speaker to be visible from the waist up (head, torso, arms and hands). If more than one speaker will take the floor during the videoconference, the camera should be able to zoom in on each speaker individually. 
· The speakers should not be positioned in front of a very bright source of light, such as a window. 

