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The COVID-19 pandemic has seen an extraordinary shift to online usage, due to 

lockdown measures. People are now having to socialise and conduct business 

online, which has made the use of online video platforms such as Zoom.us and 

Microsoft Teams more prominent than ever.   

Whilst we can acknowledge that the move to online meetings have been beneficial 

for groups to access and deliver services to a wider audience, including those 

multiple health conditions who couldn’t ordinarily travel, it has proved a barrier to 

those with a disability, or otherwise digitally excluded.  

 

Here is a list of things to consider when hosting 

your meetings or services online: 

Choosing the Software and Equipment 
• Make sure you have the right equipment - when hosting or facilitating, use a 

headset with a built-in microphone (and volume control) for better sound 

quality. 

• What security settings does this software offer? Consider the security 

implications of using each tool and implement security controls – enable 

waiting room, mute all participants on entry, decide who can share screens, 

lock the space once you’ve started, kick people out, ask people to rename etc. 

• All videos produced and displayed must come with captions 

Tips for making online meetings  
more accessible  
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• Use the platform that your audience have access to. For example, if you are 

aware that your services users or attendees are most able to use Whatsapp, 

find a way to adapt and use it, as long as it fits your purpose. 

• Less is more: limit the number of software platforms you use to communicate, 

using too many can create confusion and overwhelm 

• Does the software include functionality (e.g. break-out rooms) that allow for 

one-to-one support during group sessions? 

Managing the Meeting 
• Structure: set ground rules at the beginning so attendees know what is 

expected from all involved 

• Speak slowly and clearly – use language for all abilities and regularly check for 

understanding when using technical or specific vocabulary. 

• Allow enough time, plan for questions and finish on time. 

• What can we or the software offer users who do not want to be visible on the 

call? Some people may feel uncomfortable showing themselves or 

surroundings 

• Stay on topic 

• Keep meetings to a maximum of 45 minutes max, if longer, schedule regular 

breaks 

• Need to receive the follow up afterwards - to add value. 

 

Privacy, Safeguarding and Boundaries 
• Respect boundaries: respect your participants’ individual preferences and 

limits they place on what they choose to share with you 

• Are procedures in place people may feel discomfort at being visible to identify 

risk and provide support when disclosures are made in a group video setting? 
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• Find out whether your platform allows users to hide their own image from 

themselves. If so, make participants aware of this feature and encourage them 

to use it. 

Adjustments for Hearing Impaired Users 
• Speaker view’ works for the hearing impaired, so they can lip read as well as 

hear.  

• Use ‘closed captions’ to help those follow what is being said 

o Microsoft teams have an ‘auto captions’ function which people found 

useful. 

• Have someone to manage the ‘Transcript’ function during meeting; it 

summarises what is happening/being said throughout the meeting 

• Hire a British Sign Language interpreter 

o When an interpreter is in a meeting, those who need this support should 

‘pin’ the interpreter’s video, so they are always present on screen to 

follow when others are speaking.  

• Mute everyone who isn’t talking - background noise can disrupt the hearing 

impaired very easily. 

 

Participation: Ensuring Everyone Has a Chance to 

Contribute to the Meeting 
• Signify when someone wants to speak by use the ‘raised hand’ function on 

Zoom, or ask members to raise their hands (Can be seen on ‘gallery view’). 

• Give clear and specific commands and explain how to take part by showing 

people around the tool/platform. 

• Encourage a response (verbal, via reaction or using the chat function) from 

everyone in the group early in the session to ensure everyone is engaged and 

able to participate. 
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Takeaway 
It is very difficult to meet a wide spectrum of needs in one meeting. It is helpful to 

acknowledge a range of disabilities and be aware that the measures put in place 

that would be of benefit to some (e.g. people with hearing impairments), could be a 

disadvantage to others (e.g. those with a visual impairment).  

Nobody is expecting 100%, but you should try to find a balance and do your best. It 

is also very important to have honest dialogue and ask your attendees what needs 

they may have well in advance so that you can adapt and cater to those.  
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