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Patient care by people who care




Annual Leave Guidelines                                       



As our working lives have changed somewhat during the last year, so has the things that cause us stress.  Below are some ideas for those team members who schedule, or host video meetings.

To ensure that everyone is put at ease at the start of a video meeting perhaps we could take a little time to catch up before diving into business. Spending this small amount of time checking our colleague’s wellbeing is a way to reconnect with each other, to maintain trust and, reduce fatigue and concern of all participants.

Being on a video call requires more focus than a face-to-face chat. This means that video meetings ask us to work harder to process non-verbal cues like facial expressions, the tone and pitch of the voice, and body language; and paying more attention to these consumes a lot of energy. 

Video meeting hints and tips

· Always Have an Agenda.

· Schedule Breaks, good practice would suggest that meetings should be scheduled to start at 5 past the hour and, finish at 5 to the hour. This then allows an attendee who must attend multiple meetings to take a bathroom break, make a drink and have a stretch. 

· For meetings that are scheduled to last for more than 2 hours, allow for a 5-minute break per hour. Also take mini breaks from video during longer calls by minimizing the window, moving it to behind your open applications, or just looking away from your computer completely for a few seconds now and then.
· Encourage team members to stretch and stand during a meeting if they need to.

· Hide 'Self-View' if this makes an attendee feel more comfortable.

· Avoid Multitasking whenever possible, close your email browser / put your phone away, and stay present.
· Schedule Screen-Free Time - we acknowledge that some team members may be involved in numerous video meetings per day.  It would be good practice for these team members to diarise an hour of screen free time to ensure that they take a rest from video meetings.
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