
LEARNING IN 
LOTHIAN GUIDE 
TO GETTING THE 
MOST OUT OF MS 
TEAMS TRAINING

You are expected to be present and engaged 
throughout the course

Mobile phones should be OFF for the duration of 
the training- unless agreed in advance with the 

Course Leader

Test your headphones are working PRIOR to the 
start of the Training/Event

Join the Link AT LEAST 5 minutes before 
the start of the learning/Event

This is YOUR protected time away from 
your role. Remind those around you 
that you are not to be interrupted.

Your learning is expected to be done on 
an NHS PC and not from home unless 
agreed in advance with your Practice 
Manager and GP Training Manager

Join from a private area 
within the Practice, 
where you won't be 

interrupted

ONLY staff booked into the training 
will be allowed to join the training

If you are sharing the 
same screen, confirm 

this in the chat with the 
Trainer/Facilitator



• Always participate- keep 
your camera on

• Set microphones to mute 
when not speaking

• Use hand icon (or 
equivalent) to indicate you 
would like to speak

• During presentations or 
longer discussions, try to 
add questions or thoughts 
to the chat channel

• No question is a silly one

Ways of Working



5. Raise your hand

6. Open and close the chat panel

7. Open and close the participant 
panel

8. Leave the meeting

1. Turn your camera on and off

2. Mute and unmute your audio

3. Share your desktop, or a 
presentation

4. Access more in-meeting options

Online Meeting Etiquette Tools
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