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Guide for Chairing Microsoft Teams (MS Teams) Meeting 

 

This guide is in place to help support Meeting Chairs and Working Group Leads to 

effectively manage MS Teams meetings, provide a consistent approach for 

members, and ensure that all existing NAPB Standards are acknowledged and 

followed.    

 

Please use this guidance alongside the NAPB Team meeting Guidelines 
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1 The Chair/Lead will ensure that all documents which are going to be used and 

presented via Microsoft Team during the meeting are readily available to them 

and can easily be shared with other attendees.   

 

The Chair/Lead is responsible for identifying another attending member to be 

responsible for monitoring the Code of Conduct during the meeting. 

 Notes: While the Chair/Lead is fully responsible for ensuring all documents are 

readily available to display via Microsoft Teams, they can delegate the 

responsibility for holding and presenting them to another member to do during 

the meeting. 

 

Temporarily Saving the document files to your desktop or another local folder 

on your computer before a meeting may be helpful.   In cases when the VPN 

link to your home organisation’s servers are disrupted but your normal internet 

connection remains strong, you will be able to access to MS Teams but will 

lose access to your organisation’s folder structure.  Having a local backup 

ensures that all essential documents are constantly available.  Please 

remember to delete the local backup once it is no longer necessary. 
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2 To ensure a prompt start to the meeting, all members are asked to log in to 

Teams up-to 15 minutes before the official start of the meeting.  The 

Chair/Lead will need to log into MS Team prior to this time to admit attendees 

from the lobby.   

 Notes: While the Chair/Lead is responsible for ensuring all attendees can join 

the meeting, they can delegate this role to someone else.  This approach 

ensures that members can get into the meeting with plenty of time to resolve 

any technical issues they may experience and to allow for niceties prior to the 

start of the meeting.    

  

3 The Lead/Chair will announce the meeting start by Welcoming everyone to the 

meeting, introduce themselves and explain how the meeting will be managed.  

Microphone, Video, Chat Screen with prompts and Who is responsible for the 

code of conduct.  

 Suggested Script:  Welcome to the [NAME OF MEETING], I am 

[CHAIR/LEAD NAME], [NAPB ROLE].  I will be chairing/leading the meeting 

today.  Before we start please would everyone ensure: 

 Your microphone is switched to mute 

 Your video is switched off to prevent any technical issues 
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We will be using the CHAT Screen to manage the meeting.  Please could you 

ensure this is switched on and visible.  As Communication Cards are  

unavailable, please use the following prompts as required and I will bring you 

into the meeting: 

 

 HELP – I NEED SUPPORT 

 SLOW – TALKING TOO QUICK OR MISSED  

 YES – I AGREE 

 NO – I DISAGREE 

 TALK –  I WOULD LIKE TO SAY SOMETHING 

 STOP – I NEED A BREAK.   

 CODE – REMINDER OF CODE OF CONDUCT 

 

If the word CODE is written in the screen chat, the Code of Conduct will be 

managed by [MEMBERS NAME].  The meeting will be stopped and the person 

responsible for the Code of Conduct will remind everyone on the Code of 

Conduct and briefly advise about the issue.  The Chair will continue the 

meeting with the person contacted after the meeting to make a record of the 

issue and agree next steps.  

Please note that we are all learning a new way of working and it will take time 

to become familiar with it.  Please be understanding to one another! 
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4 The Chair/Lead will ask each member individually to introduce themselves and 

their role within the meeting. 

 Example Script:   

Chair: “We will now go around the room and introduce ourselves.  Member, 

could you please start?” 

member: “Thank you chair.  Hello everyone, I am member my role is and I 

contribute by ….. 

Chair: “Thank you member.  Another, could you introduce yourself?” 

[Chair continues to call on people to introduce themselves until all attendees 

have had a chance to speak.  If a member arrives to the meeting late they will 

be given a chance to introduce themselves at the earliest possible opportunity.] 

  

5 The Chair/Lead will remind attendees of the agenda and any planned breaks. 

  

6 The Chair/Lead will manage the meeting as they would a face-to-face one. 
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7 At the end of the meeting, the Chair/Lead will advise attendees about the 

following: 

 Confirm the date of the next meeting. 

 Actions will be emailed to all attendees within 5 working days of the 

meeting.   

 A link will be sent to attendees to an online Well-being check for them to 

complete within 5 working days.  The feedback will enable us to improve 

our new ways of working. 

 If any issues have been raised during the meeting regarding the Code of 

Conduct, the Working Group lead will be in touch with those individuals 

concerned in line NAPB guidelines. 

  

 


