
 

How to schedule your video conference
Go to •	 www.n3.nhs.uk/videoconferencing and login to  
N3 Meeting Manager  

You'll need the time and date of the video conference, •	

the name of the chairperson and the location of the other 
participants

You will then need to inform the invited participants of •	

the date and the time of the video conference.

Video Conferencing 
Services
 
Meeting face-to-face with colleagues and patients 
nationwide is easy with N3 Video Conferencing.  

N3 Video Conferencing can be used for a wide 
variety of meetings where the visual element can 
significantly enhance a normal audio call, including:

Executive broadcasts•	

Multi disciplinary team meetings (MDTs)•	

Training seminars.•	
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Tips for a successful video conference 
Draw blinds to block out the light•	

Make sure that the room is well lit and people are  •	

not sitting in shadows

Wear white or solid colour clothes•	

Place the microphone in a central location•	

Avoid any external noise, such as side bar conversations  •	

or tapping of pens

Ensure correct audio levels from TV speakers to reduce •	

echo. 

P
lan ahead
B

efore booking, contact all participants to ensure 
•	availability

A
ppoint a chairperson and distribute an agenda

•	M
ake a note of your booking reference

•	H
ave the telephone num

bers of the other sites readily 
•	available.

B
e P

repared
A

rrive 15 m
inutes before the start of your video conference 

•	to fam
iliarise yourself w

ith all the equipm
ent 

A
rrange the room

 and ensure that there is enough seating
•	P

lace the m
icrophone and keypad in the m

iddle of the table
•	M

ute the m
icrophone until you are ready to start the call. 

•	

Types of meetings
N3 Video conferencing can be used for a wide variety 
of meetings where the visual element can significantly 
enhance a normal audio call, including:

Executive broadcasts•	

Multi disciplinary team meetings (MDTs)•	

Training seminars.•	

Need help?
Call the N3 Conferencing Helpdesk:
0800 085 0503 option 4

www.n3.nhs.uk/videoconferencing
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