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1.0 INTRODUCTION 
 
The goal of West African Medicines Regulatory Harmonization (MRH) Programme is to have harmonized and functioning medicines regulatory systems within the region in accordance with national and internationally recognized policies and standards. A Joint Steering Committee on MRH Programme was launched on the 2nd February, 2015 and held its first meeting from 4-5 February, 2015 in Accra, Ghana. 
 
The Joint Steering Committee on MRH Programme agreed during its first meeting on the terms of reference for the Steering Committee and expert working groups (EWG). Seven EWGs were agreed to be established with a view to provide technical support on implementation of MRH programme for the region. 
 
The seven EWG approved by the Steering Committee include; i) Product Evaluation and Registration; ii) Good Manufacturing Practices Inspections; iii) Clinical Trials, Pharmacovigilance and Medicines Safety; iv) Quality Control Laboratory; v) Quality Management System; vi) Information Management System; and vii) Policy and Legislation.  
 
The EWG compliment implementation of objectives of the West African Health Organization (WAHO) and the West African Economic and Monetary Union (WAEMU) joint MRH Programme for the period 2015-2017. The overall objective is to ensure effective implementation of a harmonized regulatory framework for medicines regulation within the West African region in an efficient and transparent manner.

Against this backdrop, IMS EWG was saddled with responsibility to implement a harmonized Information Management System for the Medicines Registration process that supports availability and access to safe, efficacious, quality and affordable medicines for public health interventions in the West African region. The processes took in consideration the Good manufacturing Inspection processes, Clinical trial processes, Pharmacovigilance/ Heamovigilance processes, good laboratory practices and good quality management processes as adopted by ISO 9001: 2015 standard.

The Information Management System (IMS) Expert Working Group agreed to come up with guideline for using Video/Teleconferencing conferencing for the use by WAHO, Partners and Expert Working Group. The guideline will guide the user on the best practices for a success remote meeting.











2.0	PURPOSE 

	This guideline establishes best practices for conducting effective web-based meetings in the region. The focus is on remote access considerations. This policy applies to internal external meetings for which hosts and participants are remotely connected. 
 
This document outlines responsibilities of meeting hosts and participants, as well as more detailed procedures to ensure that meetings are effective when participants are working at multiple locations.  
 



3.0	SCOPE 

The Guidelines have been developed for all WAHO and all the 15 member states of ECOWAS to help them conceptualise and evolve their Social Media interactions and strategy. This guidance will be used for Harmonized Registration Process in West Africa 15 member states in the dissemination of vital information in order to enhance outreaches, sharing of information and ideas, real time engagement, individual interaction and knowledge sharing platform.

As off-site work options increase, WAHO staff, Expert Working Group members need the tools and technology to retain productivity, efficiency, and access to information from any location. 
 













		






 
 

  
 

 	 	 	 	 	      	 
 	 	 	 
 	 	 	 
4.0	BRIEF OVERVIEW OF VIDEO CONFERENCING
A video conference is a live, visual connection between two or more people residing in separate locations for the purpose of communication. At its simplest, video conferencing provides transmission of static images and text between two locations. At its most sophisticated, it provides transmission of full-motion video images and high-quality audio between multiple locations.
Consumer services -- like Apple's FaceTime, Google's Hangouts and Microsoft's Skype, Zoom, Cloudone, Goto meeting have made video conferencing ubiquitous on desktops and mobile devices that have an embedded camera. In the business world, desktop video conferencing is a core component of unified communications applications and Web conferencing services, while cloud-based virtual meeting room services enable organizations to deploy video conferencing with minimal infrastructure investment.
[bookmark: _Toc6602]4.1	RESPONSIBILITIES 
4.1.1	WAHO Managers and Supervisors will–  
· Become familiar with WAHO’s web conferencing, technical support, and training options. 
· Ensure that staff members, all Expert Working Groups and member states are trained in web conferencing tools. 
· Ensure meeting hosts have accounts allowing them to create virtual meeting rooms. 
· Ensure that staff members, all Expert Working Groups and member states actively use web conferencing to facilitate meetings.  
· Encourage staff members, all Expert Working Groups and member states to participate actively when attending a meeting from an off-site or alternate location. 

4.1.2	Meeting Hosts will –  
· Obtain an individual web conferencing account and attend relevant training. 
· Become familiar with WAHO’s web conferencing, technical support, and training options.
· Become familiar with telephone conferencing, technical support, and training options for WAHO’s tele-conferencing platforms.   
· Use a dial-in phone number and web conferencing for meetings involving remote participants. Web conferencing allows off-site meeting participants to view slides and meeting documents in real time.   
· Make every effort to connect to the web conference on time. Activate the web conference before the start of the meeting so the meeting begins at the scheduled time.  
· Use the attendance feature of the web conferencing system to determine attendance. 
· If a meeting involves the discussion of sensitive or confidential information, ensure that only registered users and accepted guests join the conference. Verify the identity of all meeting participants.  
· Distribute the agenda, handouts, web conferencing link, teleconference number, and supporting information at least one day in advance of the meeting.  
· Ensure that equipment is set up and functioning properly in advance of the meeting. Test audibility and visibility of materials for all participants, and correct any audio or visual problems, if possible.  
· Delegate responsibility for complex elements of managing meetings that involve remote attendees to an expert technician, if appropriate. Ensure meeting participants can participate fully and effectively. 
· If any participants have disabilities that limit their ability to participate, use existing technological tools such as the closed captioning capability of the web conferencing tool or request interpreting services. 
· Ensure that telephone and auxiliary microphones are optimally placed to maximize their effectiveness, and minimize the impact of other sound sources, such as projector fans. 
· At the start of the meeting, announce the following: 
· Participants should mute their telephones.
· Speakers should speak clearly and audibly into microphones. 
· Meeting participants should state their names when offering comments or questions. 
· Instruct remote participants how to submit questions or comments. 
· Speakers should restate questions, to ensure remote attendees can hear the entire question. 
· Discourage sidebar conversations by meeting participants. 
 
4.1.3	Remote Meeting Participants will–  
· Participate in web conferencing training to ensure their ability to fully participate in remote meetings, including making visual and audio connections, using tools such as chat feature, mute button, headsets, and cameras.  
· Be proficient in connecting to web conferencing meetings.   
· Connect to the web conference on time.  
· State their names when asking or answering questions, or offering comments.  
· Notify the host if meeting participation availability changes.  
· Use the mute button on the telephone or softphone when participating by phone to  cut down on feedback or static, and to minimize disruption to other meeting participants.  
· If using a softphone, consider using a telephone headset equipped with a mouthpiece to improve sound quality. Speak clearly at all times. 
· Notify the meeting host of any connectivity, audio, or visual problems. 
 

4.1.4	On-site Meeting Participants will— 
· Limit noise generated in the conference rooms. This includes limiting sidebar conversations, movement of papers, and use of personal electronics.  
· When speaking, asking questions, or commenting, direct your voice into a microphone, as appropriate.   
· Remember to include the remote participants in discussions. 

4.1.5	Setting Up a Meeting 
· Meeting hosts will obtain an individual web conferencing account.
· Whenever possible, meeting hosts will make the dial-in phone number, web conference link, meeting agenda, and other meeting documents available in advance of the meeting. Every effort should be made to send all materials to participants one day in advance of the meeting. 
· When meetings containing sensitive information are made available through a web conference, access will be controlled by the meeting host. Participants will have a login and password. Participants will not be able to log in as “Guest.”   
· If sensitive information will be presented during the meeting, it is highly recommended the meeting not be recorded. Meetings with industry cannot be recorded. 
· Meeting hosts will become familiar with WAHO resources for technical support.  
· WAHO managers, project managers, and others who routinely host web conferences should be trained in web conference tools.   
· Meeting hosts will reserve a physical meeting room, if appropriate.     
· To use web conferencing, meeting hosts need a web conferencing account, allowing them to create a virtual meeting room. Ideally, hosts will open the virtual room up to 15 minutes before the start of the meeting. For large meetings, meeting hosts may reserve the conference room for 30 minutes in advance of the meeting to set up and test the connection and microphones and to ensure the meeting starts on time.  
· Meeting hosts will let participants know whether the meeting requires a user name and password.  



4.1.6	Running a Meeting 
· When appropriate, meeting hosts should consider doing a roll call at the beginning of the meeting so that participants can indicate their presence.   
· Meeting hosts will compensate for any disadvantages the audience may experience in terms of ability to hear and see the meeting's events. 
· This includes:  
o  Ensuring proper positioning of phones and microphones in the conference
      rooms to ensure that staff in the room are heard. 
· Encouraging all participants to speak clearly and audibly in close proximity to microphones at all times. 
· Minimizing background noise. 
O Discouraging sidebar conversations by meeting participants.   
· Reminding participants to mute their phones when participating remotely.
· Repeating questions for remote participants as needed. 
· Reminding all meeting participants to state their names when offering comments or questions during the meeting. 
· Reading questions that are sent from participants through the web conferencing system. 
 
· Meeting hosts will monitor and facilitate discussions so all individual contributions will be heard and considered. 
· When appropriate, meeting hosts will summarize key points of the meeting prior to disconnecting the call. 



 
5.0 REFERENCES

https://www.zoom.com
http://www.hiscall.com/dos-donts-of-video-conferencing-guidelines-for-proper-use/
https://www.fsis.usda.gov/wps/wcm/connect/5905b82f-3579-4e0f-beb2-5b860cc0b087/Compliance_Guidelines_for_Use_of_Video_082611.pdf?MOD=AJPERES
https://searchunifiedcommunications.techtarget.com/definition/video-conference









6.0 GLOSARRIES

Web conferencing tools – Tools that allow conferencing events to be attended from remote locations.  
 
Web conference – A meeting in which participants remotely connect to other participants over the Internet. Participants can access the meeting and be connected to other participants via the Internet from their alternate worksite.  
 
Sensitive – A meeting reviewing trade secrets or other confidential or commercial information.
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7.2	APPENDIX A2: DOS AND DON’T OF VIDEO CONFERENCING MEETING

1. Be punctual and courteous. Introduce yourself and take note of other attendees’ names so you can address them by name. Turn off ringers for your other phones. 
2. Do not multi-task to avoid distraction:  Do not do other thing while the session is on, look at your screen, pay attention to others and when speaking make sure to look at your camera. 
3. Do not distract others while the session is ongoing: Don’t click your pen, tap on your desk or anything else annoying or distracting. Avoid yawning, gum chewing etc 
4. Make sure you have good light to enhance your video quality: Adjust lighting or use a portable light source to make sure you have good light shining at you from the front. 
5. Be aware that everyone can see you, all the time. Be in your comfortable position, well dressed and be at alert throughout the session. 
6. Do not eat while the session is on: Glass of water or coffee is acceptable while Glass of wine, bottle of beer and smoking are not acceptable
7. Do video calls from your desk or other appropriate location. Lying on the couch (or anywhere) with your pc on your chest or stomach doesn’t present a flattering view.
8. Ensure you have good sitting arrangement for conference meeting: The camera equipment should be able to capture all the participant only and the speakers should be well positioned to enhance audible audio for the remote participants
9. Remote participant should be cognisant of the surrounding background: Not only can everyone see you but they see what’s around and behind you too. Yes, your pool and patio (stainless kitchen, bathroom, etc.) are lovely but not appropriate for a business call. If you have a cluttered work space, make sure it’s not showing up on camera. Consider award plaques from other (competitor) companies on your wall.
10. Make sure to have current client version loaded before scheduled calls: Test your audio and/or video before a scheduled call.
11. Do not join conference meeting on a high traffic areas: This is to avoid a background noise that could cause distraction on the onsite and remote participants. 
12. Avoid obstruction through the view of camera: Do not position yourself movement would warrant parading through the view of the camera on a regular basis.
13. Close unused applications, video can be CPU/memory intensive.
14. Avoid creating pixilation: Do not wear stripes, or anything with a heavy pattern. If you have vertical mini-blinds do not have them in the background. Minimize your hand gestures and body/head movements as well.
15. Consider posting your comment/question in the chat window: This would encourage good understanding of the comments and question in the chat window. Reference could also be made to such comments and questions after the session.
16. DO NOT join conference meeting while driving: Joining meeting while driving will cause distraction to both the remote and on-site participants
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