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Guidance on good practice for online meetings

We have experienced a huge increase in the number of remote meetings we are attending on Zoom,

Teams,

and other online platforms. The following tips and resources are intended to ensure we get

maximum value from these meetings, while being inclusive and reducing ‘Zoom fatigue’.

Planning the meeting:

Consider whether an online meeting is necessary and is the best option. Sometimes other
options such as shared folders may be more appropriate.

Online meetings should be no longer than they need to be. A maximum of one hour is
desirable, although this is not always feasible. If longer meetings are unavoidable, incorporate
breaks.

Ring-fence some meeting-free time in your diary e.g. allocate one meeting-free day per week.
Try to schedule gaps between online meetings to move around or do something different.

As a change, and for exercise and fresh air, consider a "walking meeting" using your mobile
phone.

Setting up:

The task of setting up online meetings should not automatically fall to professional services
colleagues. All staff and students should know how to set up meetings and send calendar
invitations, and should do so when possible, for meetings they are hosting.

Try to avoid sending multiple notifications about the same meeting (e.g. calendar invitation
followed by separate email containing online meeting link), as this increases email burden and
can lead to confusion. Use the integrated meeting app add-ins within your Outlook calendar,
or the calendar export function within the meeting app. (For more information on how to do
this, see Outlook integration in the Zoom/Teams resources, below.)

Familiarise yourself with the screen-sharing, chat and whiteboard functions in the online
meeting environment, so you can collaborate more productively during the meeting.

If you are using an adjustable webcam, consider positioning it to one side rather than face on,
to avoid having to stare at yourself for long periods. You may also be able to adjust your
settings so that your camera image is hidden from your own meeting display screen, while
remaining visible to others.

A decent camera, microphone and speakers can improve the quality of the meeting
experience. Please contact your HoSub/HoPS (or Arts IT Support) to discuss any additional
requirements.

During the meeting
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Turning on the camera is normally optional. When the camera is on, a blurred or virtual
background can be used to protect your privacy.

If you are using the camera during a long meeting, consider switching it off from time to time
so you can move around the room.

For more formal meetings or those involving people who do not know each other well, the
chair/host should invite people to use the ‘hand up’ button and/or type non-urgent comments
in the chat box. Since online meetings lack the body language and eye contact cues we are
accustomed to in in-person meetings, the chair/host should try to invite contributions from
attendees periodically throughout the meeting.

The sometimes-abrupt way that, unavoidably, Zoom or Teams meetings may come to an end
can feel strange and uncomfortable for some colleagues. If you are chairing or leading a
meeting, consider leaving the session open for a few minutes at the end, and invite attendees
to stay and chat, in much the same way as happens after face-to-face meetings (another host
can be assigned).

Inclusivity

Be aware of accessibility and inclusivity in online meetings, e.g. the impact on those with
speech, hearing, visual or cognitive difficulties. Blurring your camera background may improve
the experience for other people who read lips or find the background distracting.

Online meetings involving people working from home may increase the possibility of
unconscious bias, arising from assumptions about people’s appearance, home environment
and personal belongings and family circumstances. Be especially aware of this in formal
meetings e.g. interviews.

When working from home, interruptions during meetings from family members, pets,
deliveries etc are to be expected, and should not be judged negatively. Everyone should feel
able to be themselves and be comfortable in their home environment. There is normally no
formal dress code for online meetings.

Using online meeting tools for work-related social events

If you are organising or participating in a work-related social event on Zoom, Teams or another online
platform, please continue to comply with University of Glasgow policies relating to conduct e.g.
Dignity at Work and Study Policy and Procedure. This would include making sure that all relevant
colleagues/team members are invited and treating everyone with dignity and respect.

General resources

Zoom fatigue

Why Zoom video chats are so exhausting - https://www.bbc.com/worklife/article/20200421-
why-zoom-video-chats-are-so-exhausting

Zoom anxiety

Dealing with Zoom anxiety - https://www.psychologytoday.com/gb/blog/lifetime-
connections/202004/dealing-zoom-anxiety

Inclusivity and bias
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3 ways video conferencing can unintentionally cause bias -
https://www.newsbreak.com/news/1561612873709/3-ways-video-conferencing-can-
unintentionally-cause-bias

Inclusive online meetings: top tips and best practice -
https://www.lawsociety.org.uk/en/topics/coronavirus/inclusive-online-meetings-top-tips-
and-best-practice

6 ways to have inclusive virtual meetings - https://www.workfront.com/blog/virtual-
meetings-6-tips

UofG Dignity at work and study policy and procedure -
https://www.gla.ac.uk/myglasgow/humanresources/equalitydiversity/dignityworkstudyover

[

Glasgow Anywhere

Collaborating and meeting online -
https://www.gla.ac.uk/myglasgow/anywhere/#d.en.714767,collaboratingandmeetingonline

Zoom-related resources

Microsoft Qutlook integration - https://support.zoom.us/hc/en-us/articles/115005223126-
Zoom-for-Outlook-add-in-web-anddesktop

Adding a virtual background - https://support.zoom.us/hc/en-us/articles/210707503-Virtual-
Background

Hiding your own camera image - https://support.zoom.us/hc/en-us/articles/115001077226-
Hide-or-Show-My-Video-in-My-OwnDisplay

Microsoft Teams-related resources

Microsoft Outlook integration - https://docs.microsoft.com/en-us/microsoftteams/teams-
add-in-for-outlook

Blur your background - https://support.microsoft.com/en-us/office/change-your-
background-for-a-teams-meeting-f77a2381-443a-499d-825e-509a140f4780
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