
NLU3A Annual General Meeting (AGM) 12 October 2020 

Technical arrangements  

If you wish to attend the Zoom AGM on 12 October you must register your intention by 

sending an email request to meetings@nlu3a.org.uk as soon as possible.  An email link 

to the meeting will then be sent to all members who have registered on 9 October.  

Those without email access who wish to attend with the help of a friend or relative 

should pass a copy of these notes to that person so they can register your attendance 

for you.   

As a large Zoom meeting is not easy to manage, there are a number of technical 

arrangements that are essential.  These arrangements are for the benefit of everyone 

attending, as well as those running the meeting, to ensure that everyone can hear 

clearly what is going on and so that an accurate record of the proceedings can be 

made.  Please ensure that you re-read this handout shortly before attending the 

meeting. 

1. Remember that two members using the same email address/computer or tablet 

can only both vote if one of you completes a proxy voting form in advance.  If you 

forget to do that it cannot be rectified on the day. 

2. Do not attempt to join the meeting until shortly before it is due to start. If you do 

you may find yourself in a virtual waiting room for a long time. 

3. You will normally join the meeting with audio and video switched on.  However, 

you will find that the meeting host will switch off everyone’s microphone and 

video remotely.  This is to minimise disruption of the meeting by extraneous 

sounds, stray animals, coughing, etc and unwanted feedback from other 

equipment in your home.  Only the presenters (committee) will appear on screen. 

4. If you wish to ask a question or make a comment during the meeting please use 

the Zoom Chat function, open to all attendees.  Type your question or comment, 

ensure that you include your name and post the question to all.  The question will 

appear briefly on everyone’s screens to reduce the possibility of many people 

asking the same question. The host will either read out your question at the 

appropriate time or ask you to speak if necessary (and will switch on your 

microphone) and the relevant committee member will be asked to respond. 

5. Please note that we will not be using the hands up symbol as it disappears too 

quickly. 

6. Please keep all comments and questions as brief as possible as there is a lot to 

get through and Zoom meetings are tiring for all concerned. 

7. Voting will be done using the Zoom Polling function.  This is done by a question 

appearing on your screen at the appropriate time, to which you will have to press 

the correct button to give your answer (for, against or abstain).  Please answer 

as promptly as you can.  Zoom automatically counts the responses and will 

provide the results to the Chair who will announce the results to everyone.  

Voting is anonymous.  

8. This will not be a normal or ideal meeting environment and we are attempting to 

cover everything that needs to be covered within our constitution so please 

understand if the Chair or the Administrator brings a discussion to an end so that 

we can cover everything that is essential. 

mailto:meetings@nlu3a.org.uk

