
Public Guide to online meetings 

1. How can I participate in the meeting? 

Register in advance 

If you wish to ask a question, or make a statement at a meeting, please refer to the 

information in the agenda which requests details in advance. You will be sent a 

hyperlink to participate online, this link is different to the hyperlink on the agenda 

which would only allow you to watch the meeting.  

Check your personal hyperlink in advance to ensure you can gain access. You 

should be able to get as far as the screen advising that the meeting hasn’t yet 

started.  

PLEASE NOTE: It is your responsibility to attend the meeting to read your statement 

or question. If you cannot attend, please let the Democratic Services Officer know 

who will attend to speak on your behalf, otherwise your submission will not be made 

at the meeting.   

On the day of the meeting 

Join the meeting 15 minutes before the start time, using the personal hyperlink 

provided. You will be kept ‘in the lobby’ and let into the meeting shortly it is due to 

start. 

At the relevant item on the agenda, the Chairman will invite you to read your 

statement. Once the agenda item is finished, you will be removed from the meeting, 

this is necessary to manage high numbers participating in a meeting. 

If you wish to observe the rest of the meeting you can do so via the link on the 

meeting agenda that is open to everyone to watch. 

Please note, if a member of the public causes disruption to the meeting, the 

Chairman may ask for them to be removed. 

2. How do I access the online meeting via laptop? 

 

Accessing the meeting depends whether you wish to watch the meeting only, or if 

you have requested access to participate (see details on next page). 

Watching 

 

a. If you simply wish to watch the meeting, follow the hyperlink on the 

agenda to the online meeting. 

 

b. You will then see the Microsoft Teams welcome screen, below, asking 

if you wish to watch the event through the Teams App. If you don’t 

have the Teams App click on ‘watch on the web instead’.  



 

 

 

c. The live event page will then appear and if the event hasn’t started yet 

it will say so. 

 

d. Once the event starts you will be able to view the live stream. Once the 

meeting has finished, the recording is automatically uploaded. 

 

Participating 

 

e. If you have submitted a statement or question in by the deadline, an 

email containing the hyperlink to join the meeting will be sent to you by 

the Democratic Services Officer for that meeting. 15 minutes before the 

start of the meeting, open this link. 

 

f. The Microsoft Teams welcome screen will open, asking if you wish to 

watch the event through the Teams App or the web. If you don’t have 

the Teams App click on ‘watch on the web instead’. 

 

 

 

g. Choosing ‘watch on the web instead’ will take you to the screen below: 

 



 
 

 

 

h. Click on ‘allow’ 

i. If you don’t have a Teams account, enter your name to join the meeting 

as a guest. Please use the name you registered to speak with 

otherwise you may not be let in by the meeting organiser. 

 

 
 

j. You can choose whether you enter the meeting with your video and 

microphone on or off. It is best to join with both off. 

 

k. You will be waiting ‘in the lobby’ and will see a notice to let you know 

that you will be let into the meeting soon. 

 

l.  Once in the meeting, if you move your mouse over the centre of the 

screen, you will see the control bar, which allows you to mute and 

unmute your microphone and decide whether your video is on or off.  
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m. When you are called to read out your statement/question click on the 

video and microphone icons to make them live so the councillors can 

see and hear you.  

 

n. It is important to ensure your attire, location and the background being 

picked up by the video are appropriate for a public meeting. 

 

o. When you have finished speaking click on the video and microphone 

icons again to turn them off.  

 

p. You can remain in the meeting until the item you have spoken on has 

finished and the Committee move onto the next item.  

 

q. You can then leave the Teams meeting and re-join watching the public 

broadcast part of the meeting via the link on the agenda webpage.  

 

3. How do I join the meeting by mobile phone or tablet? 

When joining on a mobile phone or tablet you will have to download the MS Teams 

App on your phone (for free) from the App Store. Follow the prompts you are given 

to do this. 

Watching 

a. If you wish to watch the meeting, follow the hyperlink on the agenda front 

sheet to the online meeting. 

 

b. You will then see the Microsoft Teams welcome screen, below, asking if you 

wish to watch the event through the Teams App, the meeting will 

automatically open.  

 

c. The live event page will then appear and if the event hasn’t started yet it will 

say so. 

 

d. Once the event starts you will be able to view the live stream. 

 

Participating 

 

e. If you have submitted a statement or question to ask at a meeting, then an 

email containing the link to join the meeting will be sent to you by the 



Democratic Services Officer for that meeting. Prior to the start of the meeting 

open this email and click on the link. 

 

f. You can then select whether to ‘sign in and join’ or ‘join as a guest’, as below. 

You can join the meeting either way. 

 

g. If you don’t have a Teams account, select ‘join as a guest’. Please use the 

name you registered to speak with otherwise you may not be let in by the 

meeting organiser 

 

 
 

 

 

h. You will be kept ‘in the lobby’ until a meeting organiser admits you before the 

start of the meeting. 

 

i. You will receive a message to let you know that you will be let into the 

meeting soon. 



  

  

 

 

 

j. When you are called to read out your statement/question click on the video 

and microphone icons to make them live and so the councillors can see and 

hear you.  

 

k. It is important to ensure that your attire, location and the background being 

picked up by the video are appropriate for a public meeting. 

 

l. When you have finished speaking click on the video and microphone icons 

again to turn them off.  

 

m. You can remain in the meeting until the item you have spoken on has finished 

and the Committee move onto the next item.  

 

n. You can then leave the Teams meeting and re-join watching the public 

broadcast part of the meeting via the link on the agenda webpage.  

 

4. How can I access the meeting without a computer? 

Please contact the officer named on the agenda in advance, who will be able to 

assist you to join via a landline or mobile number. 

6. Will my personal details be shown if I join the meeting online? 

If you are participating in a meeting, your video will be shown during the meeting if 

you have activated it. Your email address will not be shown, however the name you 

entered to access the meeting will be visible to all those attending the meeting. 

Please ensure you use your full name to log in so that you can be identified by the 
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Chairman. If we cannot recognise you as a person who has registered to speak you 

may not be permitted access.  

If you are only watching the meeting online via the link on the agenda, your details 

will not be displayed. 

7. Will subtitles be available for the meeting? 

If you are participating in the meeting and have installed the App you will be able to 

access subtitles or ‘captions’ as they are called in Teams.  

 

 

If you are simply watching the meeting from the link in the agenda, captions will be 

automatically set up. 

8. Will I be able to watch the meeting again? 

Once the meeting has finished you can watch the recording using the link on the 

agenda. This recording is held indefinitely and by participating in the meeting you are 

consenting to being recorded.  

 

9. What happens in the event of technical problems? 

If, during the meeting you have a technical issue which means you drop out and lose 

the link to the meeting, click on your meeting link again to try to re-join the meeting. If 

you are not able to re-join the meeting, you statement, or question will be read aloud 

by an officer. 

If we become aware of technical problems preventing the public from viewing the 

broadcast, every effort will be made to resolve these, if this is not possible, the 

meeting may be rescheduled.  

 

For any questions on the above, please contact the Democratic Services Officer 

supporting the meeting, or committee@wiltshire.gov.uk  

Click here to 
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