
When it comes to meetings, we will... 

Schedule all meetings for either 25 or 

55 minutes long as our 'new normal' 

(and stick to that timing!)  

We could all do with a breather between meetings. Adjust 
your meeting time when you send a calendar invitation in 

Outlook. 
 

Tech tip: here's how to do it 

Set expectations at the start of 
every meeting with regard to: 
 - agenda (no agenda, no meeting!) 
 - having cameras on 

 - muting when not talking 

 - meeting finish time 

 - how to ask a question 

 
  

Gives everyone a chance to state their preferences, 
say up front if they need to multi-task, or request 
cameras if necessary e.g. to enable deaf colleagues 
to lip read. 
If you are able to zone out completely during a 
meeting, you might need to question whether you 
need to be in the meeting at all!  

All have grown up profile photos so we 

can see who we're talking to when 

video is off 

The baby photos for last year's brand campaign 
were fun, but now we're not seeing each other 
face to face it's nice to be reminded what 
colleagues look like  
 

 Tech tip: here's how to do it 

Avoid scheduling meetings outside of 

core working hours (10am-4pm), or at 

least not before 9am or after 5pm, 

wherever possible 

We all need a clear start and end to our days, and 8 
hours is plenty of time for meetings. We all have a 
life and responsibilities outside of work!  

Introduce a daily 'time out' hour 

across SCUK! 

 

When we each choose to take our 'time 

out' is up to us, but when we see it in 

someone's calendar, we will not book a 

meeting over it.  

We all need to get away from our desks for a 
breather each day. By introducing a common 
language ('time out') there's less guilt in us all 
putting one in our diaries each day- it'll be 
something we all do so no raised eyebrows! 
 

  

Have a meeting-free hour right across 

SCUK between 1-2pm  

Having an hour guaranteed free of meetings gives us all a 

break, ideally to step away from the screen completely 
and do something that's good for our wellbeing 

Always be courteous and respecful 

when posting questions or comments in 

staff meetings, however strongly we 

feel about something. And only 'go 

anonymous' if absolutely necessary 

Tone of voice is as important for participants' 
comments and questions as it is for the presenters - 
and posting anonymously can end up eroding the 
trust and openness we all want from our workplace 
culture.  
 
  

Let's remember the Workplace Bahaviours at all 
times.  

https://support.microsoft.com/en-us/office/schedule-a-teams-meeting-from-outlook-883cc15c-580f-441a-92ea-0992c00a9b0f
https://support.microsoft.com/en-us/office/change-your-profile-picture-in-teams-7a711943-9248-420e-b814-c071aa8d9b9c
https://savethechildrenfund.sharepoint.com/sites/Thrive


When it comes to emails, we will... 

Not 'reply all' to large group emails 

unless our reply really is business critical 

reading for every person on the email (or 

worthy of a comedy-entertainment 

award) 

We could all do with fewer emails in our inboxes 
and this is one thing we can all do to help reduce 
unnecessary traffic 

Message someone on Teams rather than 

send an email if we just have a quick 

question or comment 

Teams is more informal, can get a quicker 
response and doesn't clog up inboxes. Information 
that someone will need to refer back to is best 
sent on email though. 
 
 

Tech tip: here's how to use MS Teams 

Respect status updates on people's 

Teams profiles which help us let each 

other know when we don't want to be 

disturbed 
  

If you need to concentrate, set your status to 'do 
not disturb' or put your Out of Office on – the 
virtual equivalent of shutting yourself in a focus 
room 
 

Remember to change it back when you're ready to 
be contacted again! 
  

Tech tip: here's how to use MS Teams 

Take extra care over the tone and 
wording of our emails and be kind in 
what we write  

Emails have a different impact when we're sitting alone 

at home compared to when we're surrounded by 
colleagues in the office so err on the side of saying 

things nicely 

Make use of the ‘delay send’ 
function on emails that we write 
outside working hours 
  

Let's try not to send emails at the crack of dawn or 
late in the evening - delay send but try not to flood 
anyone's inbox at 9am either! 
 
Tech tip: here's how to schedule 'delay send' 
emails  

Write shorter emails - get to the point as 

quickly as possible!  

Life is too short to read a dissertation when a couple of 
lines would be enough - the shorter the email, the more 

likely the recipient will read and respond 

 

https://support.microsoft.com/en-us/office/send-and-read-messages-in-teams-b29e60ec-76af-4d97-8c3c-a4e36f2b64aa
https://support.microsoft.com/en-us/office/set-your-status-message-in-teams-22e02023-3840-40c7-b701-6676821aeab3
https://support.microsoft.com/en-gb/office/delay-or-schedule-sending-email-messages-026af69f-c287-490a-a72f-6c65793744ba
https://support.microsoft.com/en-gb/office/delay-or-schedule-sending-email-messages-026af69f-c287-490a-a72f-6c65793744ba

