


Purpose of virtual meeting guidelines: 

“To empower those involved in Highland dancing to utilize 
virtual meetings in a safe, sensible and professional manner 
which promotes the sport and protects the safety and 
wellbeing of all participants”.  
(RSOBHD website) 



ScotDance Canada Member Responsibility 

 to optimize duty of care responsibilities to the 
member organizations(s) you represent  

 to ensure the minimization of personal and corporate 
risk pertaining to conduct while attending virtual 
meetings   

 



Overview: 
 

 Virtual meetings continue to grow in popularity and are a 
much-needed tool to communicate, teach, lecture and 
educate. 

 Caution must be taken in how these meetings are 
conducted as well as the conduct of all participants. 

 Participants must consider words and actions that are 
seen and heard which can give a positive or negative 
outlook on the meeting. 
 

 



Overview cont’d: 

 Participants must be respectful and considerate to all 
involved in the same way as in-person meetings. 

 Posture, attire and background setting shows how the 
participant perceives the importance of the meeting as 
well as showing respect for other participants. 



 
 
 
 
Guidelines outlined in the next slides should be 
practiced during all virtual meetings organized by or on 
behalf of ScotDance Canada, its Affiliates and 
Committees, as well as ScotDance Canada member 
attendance at online meetings organized by the RSOBHD 
and Examining Bodies of the RSOBHD. 



General expectations: 

 Unnecessary background noise and movement are distractions 
to everyone on the call. 

 Instructions will be given at the beginning of the meeting 
whether microphones and/or cameras should be turned off 
and how participants should respond to questions asked, i.e. 
using chat function to respond or unmuting one’s microphone. 

 Meetings where the host requires cameras to be turned on for 
attendance purposes must be abided by unless the host of the 
meeting asks that all cameras be turned off. 

 



 
 
 
 
 
 
 
 
 
 
 
 
General expectations cont’d: 

 
Attire: 

 Appropriate attire should be worn showing no 
inappropriate slogans or logos.  

 Attire should be business casual, comfortable and 
tasteful. 

 Ask yourself—would you wear this to an in-person 
business meeting? 



 
 
 
 
 
 
 
General expectations cont’d: 
 
Communication during the meeting: 

 Refrain from unnecessarily disclosing personal information 
either verbally or in the chat function  

 Do not communicate with attendees or the presenter/lecturer 
outside of the public chat as this is a distraction.  

 Do not text the lecturer/presenter during the meeting as they 
have a job to do and an agenda to follow. 

 If you have questions/comments, type into the chat function– 
these will be answered at the appropriate time. 



 
 
 
 
 
 
 
General expectations cont’d: 
 
Communication during the meeting: 

 Be respectful to those who can see you. 

 Try not to move around excessively or walk with your device 
while you are on camera. 

 Ensure you are in an appropriate setting conducive to a 
business meeting (i.e. office, home office, quiet/private room 
of home).  

 Ensure there are no background distractions that can be seen 
by others—this creates a distraction not only to the 
presenter/lecturer but to you and those trying to focus on the 
meeting. 



 
 
 
 
 
 
 
 
 
Optional expectations as directed from the host: 

 Familiarize yourself with all instructions regarding the virtual 
meeting platform prior to the meeting (allow time to 
download, login, etc.) 

 Arrive on time—some meetings will be locked after they start. 

 For security and safety, ensure your name shows properly on 
your account/camera shot so that the host can accept you into 
the meeting. Random names such as “iphone” or “no name” 
do not identify you as an invited attendee. 

 



 
 
 
 
 
 
 
 
 
Optional expectations as directed from the host: 

 Be on-camera the entire meeting if this is required by the host. 

 Be on-camera (if required by the host), when asked to give a 
report, presentation or update to the attendees. 

 If you must leave the meeting for any duration, ensure your 
camera and microphone are turned off. Remember to turn 
your camera on upon your return (if required by host). 

 The host may also require that you advise in the chat function 
if you have stepped away and when you have returned so that 
attendance and any voting requirements can be accounted for. 



 
 
 
 
 
 
 
 
 
Optional expectations as directed from the host: 

 If confidential information is being discussed at the meeting, 
ensure you are in a closed-door space or private room. 

 Consider wearing headphones so that only you can hear any 
confidential information. 

 The host should advise the attendees if the meeting will be 
recorded and rationale for recording prior to recording the 
meeting (i.e. documenting minutes of the meeting, use of 
footage on social media, etc). 

 Consent to record the meeting should be obtained from the 
attendees. 




