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Virtual meeting etiquette  
 
To ensure that the meeting runs to time we have some gentle guidelines and tips. 
 

Connecting to the meeting: 

You will have received an email from the host which contains the following text at the bottom: 
 

Join Microsoft Teams Meeting  

Learn more about Teams | Meeting options 

 

When it is time, you need to click on the ‘Join Microsoft teams meeting’ text. When you do this you 
may be on hold for a few seconds until the organiser of the meeting admits you to the meeting. 
Should you be disconnected at any point, you can still use this link to reconnect.  
 

During the meeting: 

To avoid creating an echo for others, please turn off your microphone using the microphone button  
on the toolbar  
 
 
 
The toolbar (this is usually in the centre of the video call screen, if not, click on the centre of the 
screen and it should appear): 
 
You can now also use the ‘hands up’ facility. Just click to raise your hand to speak or click again to 
lower your hand.   
 

 
 
 
Please ensure that the ‘chat’ facility is in view, this appears at the right-hand side. This can be done 
by clicking the chat icon.  
 
 
 
If you wish to make a comment during the meeting, please indicate to the meeting Chair by raising 
your hand or add a comment in the chat so that the meeting host / chair is aware. 
 
When the Chair invites you to speak, please un-mute your microphone by again pressing the button. 
(Please remember to silence this when you have finished speaking). 
 
If you have a camera facility, please enable it by clicking the camera button  

https://aka.ms/JoinTeamsMeeting
https://teams.microsoft.com/meetingOptions/?organizerId=8079880f-76b7-40f2-b1df-077e3ccfff9e&tenantId=ebd7f252-30b8-454a-ab2e-648a697a5a05&threadId=19_meeting_NGVlMGJlYTYtOTA1OS00ZDhlLThiNDAtNjE4NWMyMmVjYzZk@thread.v2&messageId=0&language=en-US


 
Some devices will not have an inbuilt camera, this does not prohibit you from joining the meeting. 
Users do need access to sound to hear the content of the meeting. 
 
You may notice that the people who are visible on your screen changes, this is because MS Teams 
shows the person speaking and those who have recently spoken. 
 
Should you lose connection to the meeting, please go back to the original link sent by the meeting 
host, and re-click on the link. 
 

GDPR 
 
APSE will not be recording or saving the video call, please do not record any element of the meeting 
as you need express permission from all attendees. 
 
 
 
 


