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1. Before the interview 
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• Meeting Options- ‘waiting room’ 
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• Tech troubleshooting 

• Apply background effects  
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• Live captions 

 

 

 

 

 

3. Privacy and Protocol 

• Data protection- privacy 

• Interview Protocol 

 

 

 

 

 



Schedule meeting  

You can schedule a Teams meeting with anyone who has an internet connection; the candidate does 
not need to have Microsoft Teams. 

1. In your Outlook Calendar, choose the ‘New Teams meeting’ icon 

 

 

 



Schedule meeting  
 

2. Enter email addresses of invitees; select date and time,  and add cover note 

 

 



Tip (if you can’t see ‘New Teams Meeting’ 
icon in Outlook…) 

• Download the Microsoft Teams App to your Desktop 

• Exit Outlook and Teams (not minimise, exit) + log out/shut down your computer 

• Restart + log back in  

• Open Teams via app first and sign in  

• Open Outlook  

• The ‘Set up a meeting in Teams’ icon should now appear under ‘New 
appointment’ 

 



Meeting options; before you send the 
invitation.. 
Use the ‘Meeting Options’ to configure settings  before you send the meeting invitation.  



Meeting Options; before you send the 
invitation… 

For example, it may be useful to set up the meeting  so that all interviewees must: 
•  wait in lobby (e.g. while you discuss questions with fellow panellists) 
•  be  announced when they  join or leave  
You may decide that only you or certain named panellists can present OR 
depending on the type of interview, you may want the interviewee to be able to present 
material; choose  ‘everyone’ as appropriate 



Meeting options; before you send the 
invitation… 



Candidate information 

Advise the candidate to check their 

• internet connection  

• audio/video settings in advance of interview  

• Again, remember that the candidate/panellist does not need to download MS 
Teams; they simply  need to click the link that you send him/her 

• Note:  highlight the phone number option on meeting invitation  to the candidate 
–in case they have any unexpected network problems.  

.  



‘Waiting room’ options for 10am meeting 
Option 1 

Meeting invitation for both candidate and panellists is 10am. 

Lobby- as per previous slides, set up the lobby in Meeting Options so that candidates must wait 
to be admitted- e.g. panellists discuss CV from 10 to 10.10 and then admit candidate. Advise 
candidate  in advance of meeting invitation that they may be waiting in lobby for a few minutes 
and will be admitted. 

Pro: simplest option- one invitation  

Option 2 

Meeting invitation sent to panellists is 10am; candidate gets a  separate communication about 
later time for the same meeting 

Schedule the meeting in MS Teams for 10 am with fellow panellists.  

Then copy the meeting link(see next slide) and advise the candidate in the cover email that the 
meeting is at 10.15- this allows 15 minutes discussion and the candidate just joins the meeting 
that is already underway  

Pro: panellists stay in same meeting – focus maintained 



  1. Right click on ‘ Click here to join meeting text’ 
  2.  Select ‘copy hyperlink’ 
  3. Paste the hyperlink in to an email  or ‘ordinary’  
       meeting invitation to the candidate 
  4. Candidate will join the same meeting; later time 

Option 2; copy hyperlink- steps  



‘Waiting room’ options for 10am meeting 

Option 3 

 Create 2 separate MS Teams meeting invitations- the first from 10-10.15 (panellists) and the second 
to include the candidate from 10.15 to end. Advise panellists that first meeting is only to review 
CVs/housekeeping etc. 

Pro: no risk that ‘chat’  text from first part of meeting is visible to candidate in second part of 
meeting. 



During the interview… 



How do I get ‘in’ to Teams? 

Note: When given an option 
to use the Teams app or 
browser, you should use the 
App as the new Teams 
functions will generally be 
available first via the app 



Background Effects 1/2  

To create a professional interview ‘environment’ it is recommended that all interview 
panellists use the same background e.g. HSE or specific function logo/jpeg  

 

1. Identify a suitable image from for e.g. a PowerPoint presentation that you regularly use  

OR use the standard HSE jpeg (see appendix) 

 

2. Save that image as a jpeg on your machine and upload- see next slide  

 

Alternatively you can also ‘blur background’ so that your surroundings cannot be seen 

 



Background Effects 2/2 

3. Go into any 
meeting link. (It 
doesn’t matter 
if that meeting 
has finished or 
hasn’t 
happened yet) 
 
4. In the 
toolbar, choose  
‘More Actions’ 
and then ‘Apply 
Background 
Effects’ 

5. Choose ‘Add 
New’, selecting 
the jpeg you 
saved earlier 
 
6. Choose 
‘Preview’ to 
ensure you are 
happy with it. 
 
7. Once satisfied, 
choose ‘apply and 
turn on video’ 
 
 
 



Manage meetings-tools 

Interview panellists may need to: 

• Mute button 

• Share your Screen   

• Record the Attendance 

• Live Captions 



Manage meetings- Mute button! 
As the meeting organiser, you will want to ensure  that the candidate can be heard. 
  
If, for example a fellow panellist’s feed is a source of noise, you can ‘mute participant’ if 
they have not done so themselves.  Remember that the person must unmute themselves- 
you cannot do it. 



Share screen 

Use the ‘share’ tool  
Sharing a document 
from your desktop 
can give a smoother 
experience than 
sharing from a 
window 



Attendance List- organiser only 

1.Select the ‘Participants’ 
icon. 
 
2. Select the ‘3 dots’ more 
options 
 
3. Download the  Excel file list 
of  who attended the 
meeting 
 
4.  Note: you need to 
download the list while the 
meeting is still on 



Live Captions  

Live captions can make your meeting more inclusive 
to participants who are deaf or hard-of-hearing, and 
to people with different levels of language 
proficiency 
 
Note:  US English only 



Interviews; privacy  
• Double-check all invitees’ email addresses- it is very easy to invite the wrong ‘Niamh Ryan’ or 

‘Paul Murphy’ ! 

• Consider adding the following text to your meeting invitation 

 ‘Please note that by agreeing to attend the interview meeting, you will be deemed to 
 have consented, as defined under GDPR,  to sharing  your name for purposes of meeting  
 participation’ 

• Note: Do not ask the interviewee if they consent to  the interview being recorded-meeting 
sessions or screenshots of  HSE MS Teams meeting sessions are not permitted to be 
recorded/shared.  

• All data in MS Teams is subject to Data Access and Freedom of Information requests under 
Irish data protection and FOI legislation. 

 



Interviews; protocol 

• Turn cameras on; mimic  an ‘in-person’ environment as much as possible 

• Agree in advance who will ask particular questions  

• Do a brief ‘intro’ for each panellist 

• When the interview candidate leaves the meeting, check the ‘attendees’ icon in the toolbar to 
ensure that they have left before you continue the ‘panellist-only’ conversation! 

 



Appendices 

1. Technical troubleshooting tips 

2.HSE jpeg- for use as ‘background effect’ 

3. Support email details 



1. Technical troubleshooting tips 



2. HSE ‘background effects’ jpeg 



3. Support  

For technical support with MS Teams e.g. password issues, please 
contact O365CoE.teamssupport.ie 

 

 

 

 

 


