Rules for efficient on-line meetings
SUPPORTING VETERINARY TEAMS

ON-LINE MEETING RULES
It's really important to us that we continue to communicate effectively in team meetings even though at times we may be
physically distanced from each other. We want everyone to feel supported and heard and to know that their contributions
matter. To help us achieve this, here is a list of rules we think will help those of us arranging meetings as well as those attending
them.

Be on time
This should apply to all meetings, whether online or in person. But bear in mind that turning up late online, is more
noticeable. When booking the meeting, be realistic about the length of the meeting so people can plan their day.
Test, test, test
Ensure your technology is working and everyone is comfortable using the chosen application.
To see or not to see
Decide as a team whether video should be optional. Experience tells us that seeing our colleagues faces is far more
effective and inclusive; that observing body language and facial expressions helps us be aware of mood and state. It
also makes it more personal and valuable. But some people will prefer not to use video and if you all agree it's personal
choice, respect those choices.
Why are we here?
Make sure everyone invited knows the purpose of the meeting and what they're expected to prepare beforehand if
necessary. Stating the required outcome at the outset is ideal.
A little detail goes a long way
If there are several agenda items to be covered, either send a list out to all concerned ahead of the meeting or run
through them at the start to help keep people focused (it's even easier to go off subject online!).
Capture Actions
It's so important to capture any actions, especially now that we might not be together all of the time.
If using Skype or Zoom for a meeting, nominate at the outset, who will collect the actions. That person is then
responsible for writing any 'next steps' in the chat space along with the initials of the person picking up that action. This
information will stay on the group chat so you can always refer to them or they are printable from Zoom.
Eliminate background noise
Remember, if your system isn't muted everyone can hear everything; the rustling of paper, typing on your keyboard,
eating your breakfast - everything! This also avoids potential sound feedback. And it soon becomes second nature unmuting yourself when you want to speak.
One last point on being seen...
If you need to get up and leave the screen during the session, it's best (safest) to turn off your video. The odd pet
walking across your desk is one thing but it's another altogether to have some poor unsuspecting family member get
'caught' on camera (!)

It goes without saying that we should all continue to observe the general etiquette rules when communicating with each other,
whatever the setting,
Is this meeting absolutely necessary? Would a 2 or 3 way telephone conversation suffice?
Treat everyone in your team with the same respect and consideration
There are no 'bad' ideas or 'silly' questions' - we encourage innovation and we welcome different perspectives.
#Bekind
Try to finish a meeting on a positive note
Make sure everyone understands any next steps they have been allocated
Agree the date and time of the next meeting

And finally: thank everyone for their time - it's valuable.

