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1. Purpose 

This is guidance for volunteers for BIOS hosting online events, such as clinical days 

and regional meetings. It gives basic advice on hosting as well as letting you know 

what support you can expect from the office. 

If you have any questions about anything within this document, please contact us at 

bios@orthotpics.org.uk.  

 

2. How to book an event 

Necessary forms can be obtained on the BIOS website - 

https://orthoptics.org.uk/membership/event-forms/  

Forms should be submitted at least 6 months ahead of the event date to enable 

scheduling, to allow time for publicising the event and for tickets to be booked. 

• Complete the booking form and send to BIOS admin staff by emailing 
bios@orthoptics.org.uk 

• The budget sheet only needs to be completed and submitted if expenses for 
the event are being claimed 

• If you would like feedback following your event, please also complete and 
submit the Smart Survey Request Form when booking. 

 

3. Available support from office 

Office staff will set your event up online and enable and manage ticket bookings. 

They will liaise with you regarding delegate information and will send out joining 

instructions to delegates ahead of online meetings.  

Please ensure that you update the office team with all necessary information that 

needs to be supplied to delegates ahead of your event by emailing 

bios@orthoptics.org.uk.  

A member of the BIOS admin team will join your event approximately 10-15 minutes 

ahead of the start time to allow you time to test anything that you need to ahead of 

the event. They will remain on the event (in the background with camera and 

microphone off) to let delegates in and take attendance for up to 30 minutes. If you 

mailto:bios@orthotpics.org.uk
https://orthoptics.org.uk/membership/event-forms/
mailto:bios@orthoptics.org.uk
mailto:bios@orthoptics.org.uk
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need anything further from the admin team during your event, please ensure you 

have communicated the requirements ahead of the event to ensure that the request 

can be facilitated. 

If requested, the office team will set up and send out a feedback survey to delegates 

following the event. Delegates have four weeks to respond to the survey. Survey 

results will be sent to organisers once the deadline has passed. 

Office staff will add delegate attendance to the member database following the event 

and close of feedback survey (if applicable) to enable certificates of attendance for 

delegates if your event is listed for CPD. 

 

4. Teams backgrounds 

To maintain a professional and consistent appearance in all online meetings and 

events: 

• You should use only BIOS-approved Teams backgrounds. 
• Personal photographs, unofficial logos, or non-approved images should not 

be used. 
• If a branded background cannot be used (e.g., due to technical issues), you 

should ensure your real background is tidy, neutral, and appropriate for a 
professional setting. 

Anyone with a BIOS Google Account can access BIOS and BOSTU Teams backgrounds 

on the ‘General Info’ shared drive here. 

 

5. Starting the event 

Letting people in 

A member of the office team will be available for the first 30 minutes to let delegates 

in. Ordinarily, only the event organiser will be set up to admit delegates after this 

point. If the organiser is planning on presenting a lot, it can be a good idea to 

nominate someone else to look out for and admit delegates. If you provide the office 

with the name and email, we will grant them access. Remember, this may be 

delegates who are rejoining the meeting after losing connection as well as late-

comers.  

https://drive.google.com/drive/folders/1wWIxm4KXVVhM8PwzXSzRXKZ1TSGcmfpT?usp=sharing
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If you are planning on awarding certificates for the event, you will also need to keep 

a record of late-comers, so that we can record their attendance on our system. 

Recording the event 

As a general policy, we record all of our online events, as these are made available via 

the CPD Library as a member benefit (orthoptics.org.uk/membership/cpd-library/). 

There are some exceptions to this, such as trade union events, where conversations 

may be sensitive. Please inform the office if this is the case.  

Once members have been reminded that the event is being recorded (see 

‘Housekeeping’ below), the recording can be started via More > Record and 

transcribe > Start recording 

 

The recording will be downloaded, trimmed, and uploaded to the website by the 

office. 

The recording will only be made available to members. Please let the office know if 

there is a reason this needs to be made available to others.  

Housekeeping 

As part of your introduction, it is good practice to cover basic housekeeping, to 

ensure that the event goes as smoothly as possible. As a minimum, you should make 

it clear that the event is being recorded and remind delegates to keep themselves 

muted while not contributing. 

This is some example wording you could use: 

Just a reminder that this event is being recorded - this will be available for free to 

members of BIOS, in the CPD library. We’d love for you to keep your cameras on, to 

support the speakers and make the event feel more interactive, but if you want to 

ensure you’re not part of the recording please do turn them off.  

https://orthoptics.org.uk/membership/cpd-library/
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There will be opportunities for questions and discussions, but please do make sure 

you’re muted when you’re not speaking, so that we can cut down on feedback and 
background noise.  

 

Other things you may want to include: 

• Whether delegates can use the chat 
• When there will be opportunity for questions 

• If and when there will be breaks 

 

6. Presenting 

To present, we would recommend that you present the specific PowerPoint or video 

you intend to share, rather than your whole screen. This will avoid any issues with 

accidentally sharing notifications or popups and ensure that PowerPoints are shared 

correctly. 

1. Make sure your PowerPoint is open, but not presenting 

2. Click ‘Share’ at the top of the screen, then select ‘Window’ from the drop down 
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3. Select your PowerPoint or the video you wish to share from the list of windows. 

 

Once you are sharing, click present and the delegates should be able to see the slides 

full screen. 

Important: If you’re sharing a video or presentation with sound, please ensure you 
tick this box on the drop down before selecting which screen to share: 

 

 

7. Managing breakout rooms 

1. Once in the meeting, click on Rooms on the top menu bar 

2. Choose the number of rooms you wish to create 

3. Choose how you want participants to be assigned. You can choose between 
Automatically Assigning people to a room, or manually.  

a. Automatic – will assign delegates randomly, an equal number to each 
room 

b. Manual – tick a box next to everyone you want in a room, then select 
from the dropdown menu, ‘select a room’ to assign them to a room. 
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When you have assigned who you want to each room, you can then 

leave it until you need them to go into the rooms. Then just press the 

‘Open’ button and they will move into their rooms.  

Anyone left in the ‘Participants to Assign’ box has not been allocated to a 

room, or it may be an indication that there is an issue/limitation with 

their account. If they are greyed out, then try getting them to leave and 

rejoin the meeting.  

We have experienced some issues with attendees not being able to be 

assigned to rooms, which can be caused by a limitation with the Trust’s 
licence if they are on an NHS device. This can often be solved by logging out 

and in again or joining as a guest, but can cause delays so should be 

considered before committing to using breakout rooms. 

4. Select Create Rooms. 

 

To Make an announcement  

• Select Rooms in the meeting controls. 
• Select Make an announcement. 
• Enter your announcement and select Send. 

People will see your announcement in their room’s chat, marked as IMPORTANT. If 
they reply to your announcement, you’ll see it in the chat for that breakout room in 
your main chat list. 

 

To close rooms 

To close and end breakout room sessions in a meeting: 

• Select Rooms in the meeting controls. 
• Select Close rooms to close all the rooms at the same time. 
• Hover over a room and select More options … > Close to close that specific 

room. 

 

Find out more about using breakout rooms in Teams 

https://support.microsoft.com/en-us/teams/meetings/manage-breakout-rooms-in-microsoft-teams

