Check availability

Check the availability of your colleagues before booking in a
meeting. It's simple and easy to do. Send an email or give them a
call to see if they're available. If you are on 0365 remember you
can utilise the calendar facility on there.

Encourage regular respite breaks
during lengthy meetings

In meetings lasting more than one hour, ensure you give the option
for breaks to get a drink and stretch your legs.

Rest your eyes

Give your eyes a break from the screen by switching

off your video intermittently for a few minutes in some of
those longer meetings. During breaks, try to step away from
your screen altogether and remove the temptation to get stuck
into other work.
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Timekeeping and punctuality
is essential

Be polite and punctual by joining your meeting on time.

If you join late, make yourself known at a convenient time or use
the chat function to give your apologies.

The chairperson is responsible for ensuring the meeting starts
promptly and finishes on time.

Own your availability

If you are sent a meeting invite, be sure to respond so the organisers know whether
to expect you. You may not be able to make every meeting, if you are unable to
attend letting people know may allow for a change in time/date or for relevant
papers to still be reviewed.
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