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Questions and answers from webinars on good practice for virtual board meetings 
held on 7 April 2020 and 15 April 2020 

 
 

1 CONSTITUTIONAL POINTS 
  

 
1.1 

 
Several people asked if it was necessary to change the articles/constitution to allow virtual board meetings.    
 
As we mention in the guidance note, for UK registered companies this should not be necessary as the Companies Act 
2006 permits electronic communication.  See also articles 8 and 9 in the model articles for public companies, which 
are very flexible in their drafting.  (There are equivalent clauses in the model articles for private companies limited by 
shares and private companies limited by guarantee.)  See https://www.gov.uk/guidance/model-articles-of-
association-for-limited-companies  If you are working with an entity constituted under different legislation or in 
another jurisdiction then it is worth checking that virtual board meetings are allowed (or not prohibited).  See also 
question 4.1 below about charities. 
 
Note, the constitution will probably not say “virtual meetings are permitted”.  The wording could permit meetings by 
telephone or video conference or have more general wording (as for the model articles, noted above) which provides 
that everyone must be able to communicate with each other.   There were some questions about whether it is 
necessary for all participants to “see and hear” each other.  You can communicate with each other without video, so 
a phone conference or audio call should suffice.   
 
Given the current circumstances I would not be taking time now to amend the constitution.  This will often need 
member approval and holding general meetings is another challenge.  But once more normal life has been resumed 
then making the constitution more permissive at the next sensible opportunity would certainly be helpful. 
 
This must be a time to ensure good governance by allowing boards to meet in the best way possible and discuss the 
key issues which the organisation is facing.  That may mean finding workarounds to deal with the legal points (for 
example if you are not sure if a decision made at a virtual meeting could be challenged, hold the meeting anyway and 
use the written resolution procedure afterwards to confirm any decisions that have been made).  Don’t allow the 
uncertainty to prevent you holding a call and having the discussion. 
 
The situation for general (shareholder/member) meetings is different.  Please refer to the separate guidance on 
those – see section 5 below for the link. 
  

 
1.2 

 
There were also several questions about the location of the meeting.   
 
This will depend on the articles.  It may be the place where the Chair of the meeting is attending.  The model articles 
(referred to above) allow the directors to decide on the location of the meeting themselves (this has to be where one 
of them is located) and do not prescribe any particular place. The model articles clearly envisage all meetings being 
held in a specific place so it is good practice that the location of the meeting is included in the minutes of the 
meeting. 
 
Care may need to be taken if there are issues of “management and control” which could affect tax residency.  This is 
beyond the scope of the guidance note but HMRC has issued guidance on its approach to company residence in 
response to the COVID-19 pandemic. See https://www.gov.uk/hmrc-internal-manuals/international-
manual/intm120185 
  

https://www.gov.uk/guidance/model-articles-of-association-for-limited-companies
https://www.gov.uk/guidance/model-articles-of-association-for-limited-companies
https://www.gov.uk/hmrc-internal-manuals/international-manual/intm120185
https://www.gov.uk/hmrc-internal-manuals/international-manual/intm120185
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1.3 

 
Can you guide on how the notice should read regarding the venue of the meeting? 
 
For the “notice” / agenda for a virtual board meeting there is no need to put a venue.  I would include the details of 
how to join the call instead.  This will avoid confusion.  In the minutes, the location of the meeting can be included as 
per the constitution (see question 1.2 above). 
 

 
1.4 

 
Does there need to be a specific provision to allow the virtual meeting to make decisions? 
 
If the organisation’s constitution allows virtual board meetings then decisions made at such meetings will be valid.  
They should be minuted in the normal way. 
 

 
1.5 

 
How do you handle reserved business and recording personal or pecuniary interests? 
 
Any matters reserved to the board should still be dealt with by the board.  The business of the meeting will need to 
be prioritised to deal with the most pressing items in the current circumstances.  This may mean that more routine 
and less urgent matters are deferred.  However, a note should be kept of those so that they are not forgotten.   
 
Recording directors’ interests can be done in the usual way.  These interests will have to be disclosed under 
legislation and/or the organisation’s constitution.  They can be noted orally at the start of the meeting or in a 
schedule which is sent out with the board pack and which can be noted at the start of the meeting.  This should not 
be skipped where disclosure is required. 
 

 
1.6 

 
Practice in my Board is that the directors sign a conflict of interest declaration form and that is provided in the Board 
Charter.  How would that be handled in virtual meetings? Would we need to amend the Board Charter and allow for 
verbal declarations? 
 
Often these declarations have to be made in writing annually rather than at every meeting so it’s worth checking the 
exact wording in your Charter.  While face to face meetings cannot be held declarations can be made as described 
above and signed documents produced in due course.  An alternative would be for directors to sign the declaration 
and scan it across to the Company Secretary, if they have the necessary technology. 
 
The next time the Board Charter is reviewed and updated this issue could be reconsidered, in the same way as the 
provisions in the constitution regarding virtual board meetings. 
 

 
1.7 

 
If you only want to approve some policies can this be done just via email and answers sent to the Clerk or does one 
need to hold a virtual meeting to do this? 
 
It should normally be possible for routine items to be dealt with by written resolution/email consent – see section 6 
in the guidance note.  This will also help free up time during meetings to deal with more substantive matters. 
 

 
1.8 

 
How do you prove the quorum requirement has been met?  Is there any legal advice on how you know who has joined 
the meeting if the video of a participant is turned off? 
 
If the meeting is held with the use of video then you can see who is present as in a face to face meeting.  If the 
meeting is held over the phone or just with an audio link then the Chair or Company Secretary can do a roll call at the 
beginning to find out who is present.  Attendance should be recorded in the minutes in the normal way, which will 
demonstrate that a quorum was present. 
 
One of the webinar participants shared that they check who is in the virtual “waiting room” and tick those names off 
their expected list of attenders. 
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1.9 

 
When taking note of people joining/ leaving do you note when someone drops out due to technology? 
 
If someone drops off the call for a very short period of time, I would not minute that.  However, if they are missing 
for a while then it would be worth noting – and also trying to contact them to help them rejoin. 
 

 
1.10 

 
How do you keep evidence of a virtual meeting?  How do you deal with minuting a meeting? 
Any tips on recording who said what for the minutes, it’s hard to look at the screen and write at the same time. 
 
The Company Secretary should take notes at the meeting in exactly the same way as they would do at a face to face 
meeting.  Minutes should be drafted, circulated and approved as usual and become the formal record of the meeting.   
More help can be found in the Chartered Governance Institute guidance on minute taking.  It is not always necessary 
to record who said what.  Minutes should include a summary of any discussion and the decisions reached.   
 
Although it is helpful to look at your webcam when you are speaking, so that you address the others in the meeting, 
if you are taking minutes it is not necessary or possible to do that the whole time.  As for a face to face meetings you 
have to look up sometimes (to see who is speaking, give advice or respond to a question) and to look at your notes or 
board papers at others.  It just takes a bit of practice. 
 
In the guidance note we recommend that board meetings held virtually are not recorded.  This would be the same 
recommendation for face to face meetings.  More information can be found in the guidance note on minute taking 
referred to above.    
  

 
1.11 

 
Is there anything specific you should note in the minutes referring to the meeting being virtual. 
 
This can be covered in the list of those who are present by stating that they were present by phone/video link etc 
and/or by saying the meeting was held by video/telephone conference (as appropriate). 
 

 
1.12 

 
When you say approve by email, can the Board approve just in an email or does a written resolution have to be in a 
separate document to which they have to affix an electronic signature? 
 
It should be possible for them to approve by email, without the need to sign anything – see section 6 in the guidance 
note. 
 

 
2 

 
PRACTICALITIES 
 

 
2.1 

 
I am considering getting Board approval for routine items in advance of the virtual meeting to speed up the meeting - 
such as approval of minutes, but conscious to maintain good governance. However, if an item did not get sufficient 
support or members raised queries this would then be discussed at the virtual meeting. Is this usual practice for 
companies using virtual meetings more regularly? 
 
Is it appropriate to submit simple agenda items for pre-approval before the meeting and for the Chair to confirm them 
during the meeting, thus leaving the meeting time to concentrate on substantial items? 
 
If this works for your organisation and everyone is content, then it would certainly be a way to save time at the 
meeting.   It would be worth agreeing the list of items to be dealt with in this way with the Chair in advance. 
 

 
2.2 

 
Should it be necessary to set some kind of policy around virtual meetings? Having some dos and don’ts wouldn’t hurt. 
 
See the example “ground rules” in appendix 4 of the guidance note. 
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2.3 

 
Do you have any specific good practice ideas on inclusion/ accessibility? 
 
One way to approach this would be to call each director individually ahead of the meeting to check if they have any 
questions or issues with the technology, either the equipment they will need or the system being used.  At this point 
you can pick up any issues of accessibility and work with them to find the best solution. 
 

 
2.4 

 
For conference calls without video - what would you recommend the Chair do to avoid Board Members talking over 
each other? Particularly when the Board is asked for any general comments? 
 
On a phone conference call, this can be hard to manage well.  If two people begin to speak at the same time, the 
Chair could intervene and ask one to speak first, remembering to come back to the other immediately afterwards.  It 
might be better in a smaller meeting to ask each person individually if they wish to contribute than to open the 
discussion up for general comments. 
 

 
2.5 

 
When opening questions up to board or committee members, how do you manage responses to questions from the 
floor effectively, to ensure responses are concise and do not go off subject? 
 
As Chair, how do you stop someone speaking? 
 
This can be a challenge in a face to face meeting too.   There should be discussion/debate, which means everyone has 
a chance to put their point of view if they wish.  So this needs a bit of careful handling.  Most people will know when 
to stop speaking so a little patience would be the first thing to try.  Failing that, a gentle (but firm) interruption to say 
the debate needs to move on and ask them to allow someone else to have a turn.   
 
If you are chairing, part of your role is managing the meeting and ensuring a good/orderly debate.  If this behaviour is 
persistent and becomes a real problem then a quiet word outside of the meeting might be best.  
 

 
2.6 

 
Do you generally find directors are less willing to speak up or challenge on a conference? If so how do you think this 
can be encouraged? 
 
I haven’t found this in my own experience.  However, it is up to the Chair to be aware of it as a potential issue and to 
make sure everyone has the chance to speak.  This can be done by inviting people individually to make a point or 
when there appear to be no more contributions, to check and to ask if anyone else wishes to say anything. 
 

 
2.7 

 
Do you see virtual meetings becoming the default for board meetings going forward? 
 
Personally I don’t see virtual meetings as becoming the default way for boards to meet in the future.  There are many 
advantages to meeting in person and site visits are also considered good practice.  However, conference calls to 
discuss urgent items of business between scheduled board meetings might change to video calls rather than phone 
calls, which could be an improvement, once we are all used to them. 
 
It may also be that one or two scheduled board meetings each year might move to virtual meetings which would 
reduce the need for travel (saves money and reduces carbon emissions). 
 

 
2.8 

 
Could you please advise how to confirm attendees on the telephone?  We have a virtual boardroom system but would 
be grateful for advice on how to confirm who is present and dialled in throughout a phone call without interrupting 
the meeting.   
 
If you are holding a telephone conference call you will have to do a roll call at the start to find out who is on the call 
and check again at the end to see if everyone remains.  Some systems alert you to a caller joining and leaving the 
meeting. This can be very disruptive and may happen if someone has a poor signal.  You don’t really want to have to 
keep checking who has joined and left. 
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If you use one of the meeting apps, people can dial in as if it is a conference call and just use audio.  However, only 
the phone number (not the name) will be displayed so you will need to know everyone’s phone number to match 
them up. 
 
If this is an issue, it may be better to try with video when you can see people and the list of meeting participants will 
include everyone’s names. 
 
If some people attend the meeting by phone, it is inevitable that you have to have some “interruptions” to make it 
clear what is going on, who is joining to present an item and so on.  This is necessary so that everyone can keep track 
of where you are.  It may also mean the meeting takes a little longer than normal.   
 

 
2.9 

 
Some board meetings have an Attendance Register - is there a way of doing this virtually, or just the CoSec making a 
note of who's on the call? 
 
The Company Secretary should definitely note who is on the call.  If there is a physical register which should be 
signed, this will have to wait until everyone is able to meet face to face again.  There will be a similar issue with 
getting the minutes signed although this could be done with a signed copy being scanned to the Company Secretary 
to file electronically until it is possible to insert it in the minute book.   
 

 
2.10 

 
Should the Chair verbally recognise participants leaving and rejoining the meeting? 
 
If someone is joining to present an item and then they leave, then yes, it is definitely helpful to acknowledge their 
arrival and departure, in the same way that you would during a face to face meeting. 
 
However if people are dropping on and off the call it can be disruptive to mention this every time.  If someone knows 
they have to leave early they should advise the Chair and Company Secretary beforehand (as they would for any 
meeting).  If someone drops off the call unexpectedly and has not reappeared after say 10 to 15 minutes or at the 
end of the item, then it is worth someone messaging them to make sure they are not having technical issues. 
 

 
2.11 

 
How do you verify who is on the call for voting purposes? 
 
How do you manage voting on decisions virtually?   Is there a particular approach you suggest? 
 
I was planning on using the chat window for Governors to signal their approval for items instead of unmuting their 
mics in turn - has anyone found that system works? Does that seem sensible? 
 
When you get to a vote, if you have video connectivity people can raise their hands as normal.  This can be done 
physically or by a feature on the meeting app.  If people are present by phone/audio link then it will be necessary to 
“go round” and ask everyone if they agree with the recommendation put to the meeting. 
 
The chat window is another feature which could be used.  I would explore all of the features of the app and decide 
which one you think will work best for your board and give it a try (mentioning it to the Chair in advance, so they 
know what to expect).  It would also be good to explain the process to all of the directors at the start of the meeting 
and maybe even having a trial run to make sure everyone understands what they are doing.   
 

 
2.12 

 
Would you advise it is better to have more frequent meetings but a shorter rather than a longer meeting? 
 
This may be better to ensure everyone can concentrate and there is a good discussion.  It may not be a problem to 
defer some items to a later date but if the “stay at home” situation remains in place for some time then they will 
likely need to be addressed at some point. 
 

 
2.13 

 
We have been paring down our agendas for Board and Board committees in the current circumstances, as well as 
getting decisions agreed in advance.  Have you got any advice about the sorts of agenda items that should be kept on 
Board agendas, and what could be put aside temporarily? 
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Obviously the impact of the current situation will be at the top of the list.  Key reports will continue to be an update 
from the CEO and the financials.  Some routine items can be dealt with very quickly, such as approving minutes and 
declarations of interest. 
 
Beyond that I would agree priorities with the Chair and CEO, work out approximate timings and produce a draft 
agenda based on those, given that you may want to set a maximum time for a virtual meeting and include breaks. 
 

 
2.14 

 
I will need to run a remote Board meeting with four new NEDs.  Any tips? 
 
It may be worth a call with each of them individually beforehand to find out a bit more about their previous 
experience with virtual meetings and if they need any support using the technology.  How you approach the meeting 
more generally will depend on whether they are experienced NEDs but new to your board or whether this is their 
first NED role.  How your particular board runs should be covered as part of their induction when they join the board.   
You may like to give them the notes for NEDs and the ground rules which are included in the guidance. 
 
During the meeting you could check that they are keeping up with where the board has got to, for instance if they are 
not used to the board portal which you use.  Other than that, I would treat them in the same way as any other NEDs 
– perhaps inviting them individually to comment on an item if they have not contributed much.   
 
You could check with them after the meeting if everything was ok, or if they have any questions or feedback on how 
the meeting ran or on its content.   
  

 
2.15 

 
Are there any specific precautions we need to take in terms of dealing with confidential items? 
 
It’s a good idea to make sure you are happy with the security of whichever system you use.  Find out what security 
features are offered (such as passwords being required for access to phone conferences or the host having to allow 
people to enter a virtual meeting room) and use them.  I find a risk based approach helpful, ie think about what could 
go wrong, what the implications of that would be and how you can mitigate or reduce that risk.  A virtual meeting 
with “good enough” security is better than not having a meeting because you can’t find a way to 100% guarantee 
everything. 
 

 
2.16 

 
Are there any platforms that we should avoid?  I know for example HouseParty (which is obviously not meant for 
business) T&Cs that say all content discussed is their intellectual property. 
 
We have given brief overviews of some of the more popular providers used in Appendix 5 to the guidance note.  
Larger organisations often have a preferred platform which is set up and managed by the IT department.  For smaller 
organisations you have the flexibility to choose one which suits you best.  Ease of use and functionality are two things 
to consider, as is security. 
 

 
2.17 

 
Is there a maximum number of people recommended for a virtual board to keep it manageable? 
 
The short answer is no.  However, there may be a limit to the number of people you can see on screen at any one 
time.  Some apps allow you to scroll up and down to see everyone.  For many, the picture on screen will track the 
microphone which usually means the person speaking is the person everyone can see.  However you have to watch 
for background noise as this could also have an undesired effect. 
 
What is manageable will depend on the person chairing.  If a board functions effectively in a face to face meeting it 
should be possible for it to function effectively in a virtual meeting, if everyone knows what they are doing.  See also 
section 6 below, where a meeting had 88 participants and went smoothly.  Not sure if that is a record!! 
 

 
2.18 

 
Is there a duration for a virtual meeting beyond which it become non productive? 
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Is there an optimum time for a virtual meeting? I spent around two and half hours in a meeting and left feeling as 
though my eyes were frying. 
 
This will depend on your board, the business being discussed, the use of breaks and so on.  It will be trial and error 
but we do recommend prioritising the agenda to make sure the most important items are dealt with while everyone 
is still fully focussed.   
 
Do schedule breaks.  After an hour people will begin to get screen weary and after 90 minutes everyone will probably 
benefit from a 10-15 minute break. 
 
I would expect that after three hours in total people may begin to struggle and it might be better to adjourn the 
meeting and reconvene for another day, or later the same day if the matter is urgent.   
 

 
2.19 

 
I'm concerned that older members of the board will be resistant and just not able to join a video meeting without 
physical help with setting up. Any tips? 
 
I’m not convinced that this is necessarily an age-related thing – but it could be a problem for some board members.  
If you take a bit of time to speak to everyone beforehand and explain what they will need, perhaps providing links to 
online tutorials for the system you are using and offering a practice run then I think most people will be fine.  Laptops 
and tablets have built in cameras and microphones and work wirelessly so it should be straightforward enough for 
people to work out the basics.  I do think it is worth making the effort to do this in advance to reduce the risk of 
issues during the meeting. 
 

 
2.20 

 
What do you do if a board member refuses/ doesn’t want to participate virtually? 
 
Try to find out the reason why.  If it is about the technology you can offer assistance.  As a last resort they could join 
by audio if video is causing them an issue.  However, this method of working has already become far more 
commonplace and in my experience most people are happy to give it a go. 
 
If you get stuck, I would ask the Chair to have a word.  This is a time when normal options aren’t available and 
everyone has to make more effort to do their bit and fulfil their responsibilities. 
 

 
2.21 

 
How do you balance the different time zones issue where your Board members are in different time zones? 
 
Do the best you can.  Check availability as usual and try to find a time which is reasonable for everyone.  Working 
across two time zones is usually manageable, there can be a challenge when you have to accommodate three – one 
ahead of the UK and one behind.  In which case, if it is the middle of the night for someone, try to make sure it is not 
the middle of the night for the same person next time. 
 

 
2.22 

 
How do you deal with observers attending a virtual meeting? 
 
If I needed to allow observers to attend a virtual board meeting I would treat them in the same way as a presenter.  It 
would be important for them to understand which parts of the meeting they were allowed to be present for, and 
whether or not they were permitted to speak or contribute, as well as any instructions about keeping matters 
confidential.  As an observer, they would not be allowed to vote.  It is also important to make sure the directors 
attending the meeting are aware that observers are to be present, who they are and what the purpose is for them 
being there.   
 
These would all be the same if they attended a face to face meeting.   
 

 
2.23 

 
If a Company Secretary is new at a company and taking minutes for the first time (or not familiar with the voice of 
board members), is it alright to request that they introduce themselves before they speak, so you can record 
contributions accurately? 
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That would seem reasonable, particularly if the meeting has no video link.  However, do check out the guidance on 
taking minutes, it is not necessary to record the whole discussion in terms of “he said/she said”. 
 

 
3 

 
TECHNOLOGY 
 

 
3.1 

 
Have you found particular times of the day that are better for video meetings - in particular as a result of quieter 
internet traffic perhaps? 
 
The feedback we had when producing the guidance note was that on the hour and half hour the internet can be 
busy.  So in the guidance note we suggest that you might consider staggering the start time to a little before or after 
these times.  In any case if you start / open the meeting online 10-15 minutes early so that not everyone is joining 
simultaneously, that should help. 
 
Also, as I mentioned in the webinar, if it is possible for participants to connect their computer to their broadband hub 
with an ethernet cable, they will have a much faster and more stable internet connection.   
  

 
3.2 

 
What is the maximum time you would recommend for a virtual meeting before taking a break? 
 
This will depend on your board and what you are discussing.  It seems that virtual meetings require more 
concentration than face to face ones.  For a “normal” board meeting I would recommend a break every 2 to 2.5 
hours.  For virtual meetings it seems a short break after an hour or 90 minutes is a good idea. 
  

 
3.3 

 
To what extent have you seen the chat functions used well within meetings? How so? 
 
I have not seen these used in a board meeting yet.  Some people have indicated they will try to use them for voting.  
They could be used for any communication between the Company Secretary and the Chair or between individual 
directors.  It’s important to make sure you message the right person, it can be awkward if a message intended only 
for one director is sent to everyone in the meeting. 
 

 
3.4 

 
What is the best technology when someone refers to a document and you need to show on screen what and where it 
is? 
 
Zoom accommodates this, as does Go to Meeting.  Other systems may do too.  Otherwise if you use a board portal or 
have sent out a pdf of the board pack then it should be easy enough to refer to a particular page number in the pack 
and help people to find it that way.   
 

 
3.5 

 
 Do you think sharing the pack as the meeting is progressing is a good idea? 
 
I would not do this for the whole meeting as it could become a distraction.  It could be useful to do this for any item 
where someone would be giving a slide presentation.  Otherwise people can follow the board papers in the same 
way as they would during a face to face meeting. 
 

 
3.6 

 
Should we ask if participants consent to the meeting being recorded or is it assumed?  Should the question or consent 
on recording the meeting be a matter for the Chair or the entire Board? 
 
In the guidance note we recommend against recording meetings.  This is covered in more detail in the Chartered 
Governance Institute’s guidance on minutes.   People may feel inhibited about contributing openly if the meeting is 
recorded, you have more issues around security and destroying all copies afterwards and any recording could be 
“discoverable” ie used as evidence in any legal or regulatory proceedings or enquiry. 
 
If it is proposed to record a meeting all participants should be told in advance and their consent obtained.  
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3.7 

 
In situations where the technology is provided by a third party and not the company, do we then advise the third party 
against recording and how can we ensure the third party does not indeed record against our wishes? 
 
I assume “third party” refers to the meeting app provider.  There should be reference in their terms and conditions to 
recording the meeting.  This should be exclusively under your control. 
 

3.8 Do you have to have the video on for board meetings, or can the video be switched off and conference calls / audio 
only suffice? 
 
Isn't it harder to hear people on a virtual call as opposed to via telephone conference. Why are virtual calls 
preferable? 
 
You can hold a meeting with or without video.  There are some advantages with being able to see everyone, however 
you do need better internet connectivity for it to work well.  I have found audio calls with a virtual meeting app /over 
the internet are no less effective than a telephone conference and some of the functionality offered by the app can 
be an advantage.   
 

 
3.9 

 
Are there any rules about the email addresses used to connect / sign up for apps (for instance, company email address 
only instead of gmail, etc)? 
 
There are no rules, this is a matter for the organisation to decide.  It will probably depend on the size of the 
organisation and whether or not everyone has a company email address. 
 

 
3.10 

 
What about breaks? Do we switch off and reconnect? 
 
If you are having a short break it may save time if you stay connected, however whoever is hosting the meeting could 
mute everyone and switch off their video. 
 

 
3.11 

 
Which board portal do you use?  Or recommend?  Is there a particular board portal system that works better than 
others in a virtual scenario do you think? 
 
I use Board Intelligence and Diligent.  There are many to choose from and I am not able to recommend any particular 
one.  Some board portal providers are moving into facilitating their use in virtual meetings so it is probably worth 
taking the time to research the functionality offered if you are thinking of investing in one. 
 

 
3.12 

 
Do you recommend any app which is the best to be used?   Is software a matter of choice, or is there a best practice 
format so to speak? 
 
There are no rules.  This is entirely a matter of choice.  For larger organisations one package may be mandated and 
others not allowed.  I have now had calls using four different systems and Zoom was the only one where there were 
no technical issues.  For two of the four systems, the initial meeting had to be abandoned because the technology 
didn’t work (in both cases the sound quality was very poor) and we transferred onto Zoom.  The two systems which 
did not work well were ones mandated by larger companies.  
 

 
3.13 

 
Do you know of a phone number that Zoom support has where we can speak to a real human being? I tried this 
morning and only got a machine after paying to join Zoom. 
 
No, I don’t know of a phone support number for Zoom but they have some very good tutorials online, which seem to 
address most of the things you are likely to want to do.  The paid version of Zoom does offer better features 
(including security) and allows longer meetings, so the small cost is probably worthwhile if you are hosting often. 
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3.14 

 
What do you do when connectivity lapses? 
 
See comments about having a stable internet connection in 3.1 above. 
 
If connectivity is lost for one or two people for a short period of time, try to get them back on the call.  If it is lost for 
several people it may be worth closing the call and getting everyone to dial back in again. 
 
If after some time (say 15 minutes) it is proving impossible to get the connection up and running again then some (or 
all) participants should join by dialling in.  Phone numbers can be given out with the meeting invite/agenda 
beforehand, although it may also be necessary to recirculate them at the time. 
  

 
3.15 

 
How do you measure the effectiveness of board virtual meetings?  
 
This is definitely one to add to the next board effectiveness review.  However, don’t wait until then. Ask for feedback 
after each board meeting on what went well and what could be improved and take whatever action you need to in 
time for the next meeting. 
 

 
4 

 
DIFFERENT SECTORS 
  

 
4.1 

 
There were some questions about whether charities could hold virtual meetings of their trustees.   
 
This is not my area of expertise, however, guidance from the Chartered Governance Institute specifically for charities 
may be helpful https://www.icsa.org.uk/my_cg/technical-archive/covid-19-updates-for-charities.  

 
The Charity Commission website also contains “Guidance to help with running your charity during the coronavirus 
(COVID-19) outbreak.”  https://www.gov.uk/guidance/coronavirus-covid-19-guidance-for-the-charity-sector 
This recommends that charities check their governing documents which may permit virtual meetings. 
https://www.gov.uk/guidance/coronavirus-covid-19-guidance-for-the-charity-sector#holding-meetings-online-or-by-
telephone 
 

 
4.2 

 
Working for the NHS, are you familiar with inviting observers (the public) into a virtual meeting? 
 
I don’t work for the NHS but I believe the technology is there to allow the public to attend meetings virtually, having 
spoken to someone recently about how they were holding a hybrid AGM.  This allows the board and “home team” 
access to the platform through one channel and there is a second access channel (which is moderated by the 
provider) through which shareholders can ask questions at the appropriate time.   
 
Having said that, I doubt that now is the time to be looking at this with all the other pressures on the NHS.  It might 
be one to investigate once this is over. 
  

 
4.3 

 
NHS Boards should have a clause in their constitution to hold meetings in private - and guidance has been issued that 
Governors' meetings don’t need to be held. 
 
There is a general point that even during a crisis (or particularly during one) governing bodies do need to be kept 
aware of what is going on and involved in an appropriate way (see my Linkedin article 
https://www.linkedin.com/feed/update/urn:li:activity:6656943700490493952/).  However, given everything which is 
going on in the NHS at the moment I would agree it is for each governing body to work out the best approach given 
its own specific circumstances.   
 
I have found the following comment online: 
 

https://www.icsa.org.uk/my_cg/technical-archive/covid-19-updates-for-charities
https://www.gov.uk/guidance/coronavirus-covid-19-guidance-for-the-charity-sector
https://www.gov.uk/guidance/coronavirus-covid-19-guidance-for-the-charity-sector#holding-meetings-online-or-by-telephone
https://www.gov.uk/guidance/coronavirus-covid-19-guidance-for-the-charity-sector#holding-meetings-online-or-by-telephone
https://www.linkedin.com/feed/update/urn:li:activity:6656943700490493952/
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A Department of Health and Social Care spokesman said: “We haven’t issued any specific advice regarding board 
meetings or CCG meetings during the covid-19 outbreak. However, we would advise that these are approached on an 
individual basis using the latest general guidance on social distancing.” 
 

The Good Governance Institute has also come up with some interesting posts - see  https://www.good-
governance.org.uk/covid-19/. The last one on this page deals with virtual meetings. 
  

 
5 

 
ANNUAL GENERAL MEETINGS AND GENERAL MEETINGS 
  

  
Questions about AGMs – please refer to the separate guidance on AGMs/GMs being held in the current “stay at 
home” situation.  See https://www.icsa.org.uk/knowledge/resources/agms-and-impact-of-covid-19 
 

 
6 

 
COMMENTS RECEIVED 
  

 
 

 
We ran a Zoom meeting with 88 people yesterday. We issued ground rules for participants and notes for Chairs and 
presenters in advance, and the Chair reminded them of the ground rules at the opening of the meeting.  We found the 
Chartered Gov Institute's guidance really helpful in issuing these, and we had absolutely no problems during the 
meeting! Thanks for your support. 
  

  
We are finding that online meetings are shorter and more focused. 
 

 
 

 
I have found it really helps the Company Secretary if you say your name each time before you speak. 
 

 
 

 
I have taken notes for a Board meeting last week, my experience was that the meeting ran much more smoothly and 
items were addressed well, and actually reduced a lot of the waffle, I was able to take minutes well and the software 
was clear. 
 

 
 

 
My first meeting was a mess with some people connecting late.  Conducted training with members who were 
struggling and the second meeting was FLAWLESS. 
 

 
 

 
Our CEO was having a conversation on the chat with one of our Trustees about coffee envy - hardly relevant for our 
Board meeting but it made lots of us laugh! 
 

  
 
Thank you for all the feedback and tips, there is going to be a lot to learn on this journey and it’s helpful to share 
experiences.  It’s good to keep a sense of humour too, in these difficult times! 
 

 
  

https://www.good-governance.org.uk/covid-19/
https://www.good-governance.org.uk/covid-19/
https://www.icsa.org.uk/knowledge/resources/agms-and-impact-of-covid-19
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Notes: 
 

• The slides are circulated to participants after the webinar, with a link to a recording of it. 
 

• The guidance note should give all the other information which you need and this is also circulated after the 
webinar or see https://www.icsa.org.uk/knowledge/resources/good-practice-for-virtual-board-and-committee-
meetings  The checklists (or notes) for meeting participants plus an example set of ground rules are appended to 
the guidance note. 

 

• The guidance note and these Q&As are based on UK company law and refer to meetings of boards of directors and 
other governing bodies.  They do not refer to meetings of members or shareholders, for which other guidance is 
available - as the law is different – see section 5 of the Q&A above. 

 

• The views expressed are the personal opinions of the author based on her many years’ experience of working with 
boards and reflect the need in the current circumstances to find the best ways for boards to discharge their 
responsibilities when normal face to face meetings are not possible. 

 

• The legal position on some matters may differ across sectors and it is not possible to cover all of these in the 
guidance note and the Q&A.  However, it should be possible to find practical workarounds to any perceived legal 
barriers to holding virtual meetings so that directors can fulfil their duties and have discussions all together when 
these are necessary and/or desirable. 

 

• Certain terms have been used in the guidance note and Q&A but these can also be read as referring to the 
alternatives in different sectors as appropriate, for example: 

 
- Company Secretary – can also refer to clerk, governance lead etc 
- Articles – or constitution 
- Board of directors – may be board of trustees, governing body 
- Directors – may be trustees, governors etc 

 
 
Lorraine Young Board Advisory Services 
 
April 2020 
 

https://www.icsa.org.uk/knowledge/resources/good-practice-for-virtual-board-and-committee-meetings
https://www.icsa.org.uk/knowledge/resources/good-practice-for-virtual-board-and-committee-meetings

