How to Start a Clubhouse Room
and Moderate Like a Pro
If you're using Clubhouse in your marketing strategy, chances are you'll want to
plan for your room. In this case, you can schedule a room.
You can also create a room spontaneously if you find yourself with extra time and
want to talk with others. The downside to this is that you won't get a link to share
with others and you cannot add a description for the event.
How to Start a Spontaneous Room in Clubhouse
1. Open the Clubhouse app on your phone.
2. In the main hallway, click Start a Room.
3. Select which type of room you want to start. Your options are:
a. Open - It is open to every member of Clubhouse.
b. Social - Only open for people you follow.
c. Closed - Only for people you invite into the room.
4. Once you've selected the type of room you wish to start, click Add a Topic
5. Enter the event name. This is limited to 60 characters, including spaces.
Choose it wisely because it cannot be edited once the room is live.
6. Add a person to the room so it can go live. To do this, simply click the
Choose People option and search for the person you want to add.
It may be easier for you to start a closed room and get a few people on board,
then open it to everyone once it takes off. You can change the room from private
to open by updating the settings at the bottom of your screen.
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How to Schedule a Room in Clubhouse.
1. Open the Clubhouse app on your phone.
2. Tap the calendar icon at the top of your screen.
3. When the new page opens, tap the calendar icon again and an event screen
should display.
4. Enter the event name. This is limited to 60 characters, including spaces.
5. Add a guest or co-host if you have one.
6. Choose the date and time for your event.
7. If you belong to a club, you can select it as well.
8. Add an event description. The description is limited to 200 characters
including spaces.
9. Publish your event.
To view all your upcoming events, simply tap the calendar icon and select
Upcoming for You in the dropdown list, then My Events. If you need to edit or
delete an event, select the event you want to edit. Make the changes and publish.
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Moderating Your Room
The moderator's role is to keep the conversation on topic and flowing in a natural
way. You can moderate your room by yourself or add extra moderators to help
you out. If your room is full, having extra moderators is a good idea. This gives you
the ability to step away for a moment if you need to. It also gives you another set
of eyes and ears in case of issues with an attendee.
All moderators have the same powers so if you add one to your room, be sure to
establish their role and duties such as who will invite people to come on stage to
speak and such.
The first step in moderating your room is to let everyone know what the rules are
for the room. Don't make it complicated but do address how things will run, how
to ask questions, what behaviors are not acceptable, such as being rude, foul
language, etc.
If, after you have started, you see your attendee numbers continuing to increase,
you may want to pause for a moment to reset the room and reintroduce yourself,
the topic, and the rules. Depending on how long your call is, you may need to do
this more than once. Reset the room about every 30 minutes, but that may vary
depending on the room and club.
Speaking of bringing people on stage, just because someone wants to speak,
doesn't mean you have to let them. Before you invite them on stage, look at their
profile to see who they are and what they are involved with to determine if they'd
be a good fit.
Also, people are invited on stage, they are automatically unmuted so you may
need to mute them until it's their turn to talk. You can also encourage them to
mute themselves then unmute as they have something to say.
If you have a bunch of people on stage and the call goes on for a while, you may
want to see if all speakers are still active. Simply asking them to mute and then
unmute their mic will show you who is still listening to the conversation.
When it's time to close out the call and end the room, if people want to continue
the discussion, you ask if a moderator wants to take over the room. If so, they can
do that, and you can leave. Since you started the room, you can always come back
as a moderator if the room is still open.
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Clubhouse Room Reset Checklist
When you are hosting or you’re a moderator, you need to do what’s called a
room reset every 15 to 30 minutes or so. It’s a time to clarify the topic of the
room, identify your moderators and featured guests. Remind the audience of the
actions you want them to take, so you can continue connecting in the future. New
people are entering the room all t he time, so it gives everyone in the audience a
quick refresh of what is going on in the room.
Some of this will make more sense when you take the bold action to just try it
out. It’s a fairly simple platform with a short learning curve . The best thing to do
is just jump in and all these things will make more sense when you see them and
their happening before your eyes. Here are some examples of the types of things
you will say:
 Ask your audience to follow all the admins and click the bell by their name
so they can be notified of when that speaker starts a room in the future.
 Introduce yourself with your brief bio.
 Ask people to click the green button at the top of the screen to join your
club.
 Invite your audience to raise their hand to come up onto the stage. Remind
them that once they’re on the stage they should mute themselves until it’s
their turn to talk. You will call their name when it’s time.
 Remind everyone to do a PTR – stands for Pull To Refresh. As new people
come up from the audience, everyone can PTR to refresh the screen and
see the new people on the stage.
 Mention any lead magnets you may be offerings.
 Invite people to your other socials, such as your Facebook groups, your
website or podcast.
 Mention any sponsor messages.
There are more things you can put into your own checklist. The key is to be
consistent, make people feel welcome, provide clarity on what’s happening, and
have a call to action (CTA) so that you can stay connected with people and build a
relationship with them moving forward.
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