
The Group

What is the purpose of the group and who will be invited to participate?

Has the group been run in person before? If so, will any changes to the content and planned interactions 
be required to achieve the group’s aim? Is the group content already designed to be delivered online?

Do you already have a Group Consultation Waiting Area? How to set up a Group Consultation Waiting 
Area

The Staff

Do you have experience running video group meetings e.g. Microsoft Teams meeting?

How confident are you with trouble shooting simple problems e.g. camera & sound? Troubleshooting 
guidance.

How many staff will the group need to run and what roles will they have?

Do you have all the necessary equipment? i.e. Webcam, headset, private space, 2nd screen etc. Technical 
set up guidance.

Have you used Near Me before and if so, are you familiar with all the functions? Link to Basic training 
videos.

Undertake some “practice groups” with colleagues to confirm you are ready to deliver your video group to 
your group participants.

The Group Participants

What are the Digital Skills of your group participants like & how will you know?

Will they have access to devices and connectivity plus know how to use them?

Will they have a safe space from which to join the group?

How much support will they need to successfully join the video group?

Have you considered a group orientation process which might include:

- A test call with individuals to ensure they can join and are familiar with the set up? Test call guidance.

- A group call to troubleshoot any joining difficulties, meet the team, agree to the video group’s “etiquette” 
and expectations?

The Planning

How will you decide who is suitable for a "Group Consultation"?

Will you need admin support to set up the group – sending invites and group information?

What information & guidance will you send to the participants?

How will they receive the link (URL) to join the video group?
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https://tec.scot/programme-areas/near-me/resources/interim-guidance-running-groups-video-near-me
https://www.vc.scot.nhs.uk/near-me/support/
https://www.vc.scot.nhs.uk/near-me/tech-requirements/
https://www.vc.scot.nhs.uk/near-me/training/
https://tec.scot/sites/default/files/2022-02/Near%20Me%20Test%20Call%20V3%20Checklist.pdf
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Resources embedded above:

[1] How to set up a Group Consultation Waiting Area

[2] Troubleshooting guidance.

[3] Technical set up guidance.

[4] Link to Basic training videos.

[5] Test call  guidance.

https://tec.scot/programme-areas/near-me/resources/interim-guidance-running-groups-video-near-me
https://www.vc.scot.nhs.uk/near-me/support/
https://www.vc.scot.nhs.uk/near-me/tech-requirements/
https://www.vc.scot.nhs.uk/near-me/training/
https://tec.scot/sites/default/files/2022-02/Near%20Me%20Test%20Call%20V3%20Checklist.pdf

