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Common questions and answers about virtual meetings in public
We are pleased that you have taken the time to find out more about how NICE works and how we make decisions.

To help you understand how our virtual meetings held in public are run, we have compiled some common questions and answers. We hope you find this information helpful. If you have questions before or during the meeting, please email the Meetings in Public coordinator (referred to hereafter as “MIP coordinator”) in the first instance. 

Who can be a public observer?

Public observers are those that can observe a NICE advisory committee (referred to hereafter as “committee meeting”) but are not directly involved in the business of the meeting. Public observers might include: 
· members of the public 
· members of the press 
· representatives from the pharmaceutical or healthcare industries 

· representatives from patient, carer and voluntary sector organisations  

How can I register to attend a virtual committee meeting?
You can register on the NICE website to observe a meeting up to 15 working days before it takes place. Registration will usually close 5 working days before the meeting takes place and late registrations may not always be accepted. You will need to register separately for each topic you wish to observe. 
We are unable to reserve or block book places to observe committee meetings. 
Will I receive a confirmation of my booking?

Once you have registered your place is guaranteed and you will not receive a confirmation of your booking. We strongly encourage you to note the meeting date and times in your diary. 
You will receive your unique joining link and further joining instructions 1-2 days before the meeting.
How do I join the online meeting?
NICE’s virtual meetings are held via Zoom, a secure, online conferencing tool. You will need the following to join a virtual meeting:
· A device on which you can access Zoom which ideally has a microphone and video camera enabled. This could be a desktop, laptop or tablet.

· Good connection to the internet 

· A secure/private, quiet location 
· Check headphones/audio settings are correct to hear proceedings (note: live captions are available at every meeting).

We currently hold our virtual meetings either as a standard Zoom meeting or Zoom webinar. Any differences between the two are outlined where necessary in this questions and answers document.

Please click on the unique hyperlink in the email you have received to access the discussion. You must use the link, not the ID and password. There will be individual joining instructions for each discussion scheduled for the meeting. You will need to ensure you join the discussion via the correct link at the appropriate start time. Please note that the link to join the meeting is unique to you and should not be shared or used by another person.
Please contact the MIP coordinator if you have any further queries on how to join the virtual meeting. 
Can public observers take part in the committee meeting?

People who come to watch a committee meeting are there only as public observers. As a public observer, you will be able to listen to the business of the meeting, except when confidential information is being discussed (see ‘Will I be able to listen to all the discussions?’ below for more details). However, you will not be able to participate in the committee’s discussions. So, you will not be able to ask questions, take part in voting or put your own views to members of the committee.

If I have any questions, what should I do? 

If you have any questions during the meeting, you can either contact the MIP coordinator using the Chat function in Zoom if available, or you can email them and they will do their best to answer or redirect your query. 
The MIP coordinator will be present in the virtual meeting for the duration of all discussions open to public observers and will respond to any messages.

For standard Zoom meetings, when you first join you will be held in a waiting room. We ask that you do not leave and re-join as this may cause delays and you may not be readmitted. If there is a significant delay, we will email you or send a Chat message to the waiting room with an update. At the allotted time, public observers will be moved into the virtual public breakout room and be able to switch on their video and microphone for the briefing before the main meeting. The MIP coordinator will welcome the public observers and give a briefing on how the meeting will run and what to expect. There will be an opportunity to ask questions at the end of the briefing. Public observers will be asked to switch off their microphones and videos during the main meeting. You will be able to leave the meeting at any time.
For Zoom webinars, once the meeting starts you will automatically join the meeting as an observer, so will not be placed in a waiting room or receive a briefing. You will be able to join and leave the meeting at any time. 

Please remember that we cannot discuss the evidence considered or the outcome of the meeting with public observers. 

How will the committee meeting run?

At the start of the meeting the committee chair will introduce themselves. In a standard Zoom meeting, you will be able to see all the committee members on your screen. Their names will be clearly visible against their images. In a Zoom webinar, the meeting is broadcast to observers, so you will only be able to view the speaker as this improves the live captioning and meets our accessibility requirements.
The following items are usually discussed during the public part of the meeting:
· The agenda for the day.
· The minutes of the last meeting.
· Whether any committee member has a conflict of interest they need to declare (declarations are taken at the start of each topic discussion as more than one topic may be discussed at each meeting).
· Whether the meeting will be held in two parts. Part 1 is open to public observers. Part 2 will be closed to the public observers (see ‘Will I be able to listen to all the discussions?’).

The chair will then move on to the business of the meeting. 
There may be occasions when a meeting is entirely closed to public observers. This is because the chair has decided that it will not be possible to conduct any business without referring to confidential information.
Who will be present at the virtual committee meeting? 

The following people may be present in virtual committee meetings. These people will be identified on your screen according to the naming convention in brackets.
· Committee chair and members (CM)
· Company representatives (Company)

· Patient or lay experts, and clinical or technical experts (Expert / Academic groups)
· Members of NICE staff involved in running the meeting and supporting the committee and external experts (NICE)
· Other members of NICE staff, observing only, and not directly involved in the work of this committee (NICE Observer)

· Members of the public (Public Observer)

What will the committee talk about?

Depending on which meeting you are observing and the stage of the development process for the topic being discussed, the committee may:
· hear from experts about the topic they are considering, these might be patients or lay experts, or clinical or technical experts

· hear from representatives of the company or sponsor, who will comment on any matters of factual accuracy on the topic they are considering 

· discuss and make recommendations based on the evidence that is presented to them, including information received from registered stakeholders

· discuss how they will develop draft recommendations for consultation

· discuss comments from the stakeholder consultation.
Will papers be provided for public attendees to follow the committee meeting?

A draft agenda for the meeting will normally be available on the NICE website 15 working days before the meeting. Background information about the topic being discussed can also be found on the NICE website. You are welcome to download these documents from the website. If there are presentation slides shown during Part 1 (open session to the public), these will be shared on the screen. The slides will have confidential (commercial and academic) information redacted. 
Because other committee papers run to many pages and often contain confidential information (commercial, academic or otherwise), and in some cases information of a personal and sensitive nature, we are not able to provide these for public observers. 
How can I keep up to date on details of the committee prior to the meeting? 
If the meeting time or agenda changes, due to unforeseen circumstances, we will endeavour to update our website as soon as possible and contact, via email, those who have registered to observe. We advise that you check the NICE website and your emails up to the day before the meeting to make sure you have the most up to date agenda and start times.

Do I need to let you know if I am no longer able to join a committee meeting I have registered to observe?
Yes. Please inform the MIP coordinator as soon as possible if you are unable to attend the meeting. Sending your apologies as early as possible will help us compile a final attendee list to the project team. This will also help us ensure appropriate NICE staff are informed of any required arrangements. 
Will I be able to listen to all the discussions?
It depends on whether some of the information the committee needs to discuss is confidential. If it is, then all public observers will be asked to leave the meeting while these discussions take place (this is called part 2 of the meeting). To leave the meeting, you can click on “leave meeting” usually found in the bottom right hand corner of desktop or laptop devices. 
Information classed as confidential includes confidential academic or policy work, patient and lay experts’ personal testimonies (if this is what the patient or lay expert has requested) and information that is called ‘commercial in confidence’. This means that public disclosure of this information could have an impact on the commercial interests of the particular company or the academic interests of a research or professional organisation, or the policy interest of the government.
Will a decision about the topic be made at the committee meeting?

If the decision needs to be based on confidential information, for example, ‘commercial in confidence’ or ‘academic in confidence’ information, it will always be made in the closed Part 2 meeting. For example, decisions on the recommendations at a technology appraisal committee meeting will always take place in the closed part 2 meeting because they are usually commercially confidential. 
Depending on the topic being discussed and the stage of the process, the committee’s draft decision and recommendations will be published on the NICE website following the meeting. Again, depending on the topic being discussed and the stage of the process, the draft decision and recommendations may also be open to public consultation. You can find out more about the different processes for each type of guidance or topic area on the 'About us' section of our website. 
It is important to remember that the committee is independent and advisory, its draft decisions and recommendations to NICE do not represent final NICE guidance. These may change as a result of public consultation.

There may be occasions when the committee decides it cannot make any draft decisions or recommendations because the evidence it has seen and heard is insufficient or requires further work or assessment. If this happens the chair will indicate what the committee requires to enable it to make a draft decision or recommendation. The next steps will be agreed outside the meeting and we will update our website with further information as soon as possible. 
How long will it take to discuss each topic?

Committee meetings vary in length depending on the topics being discussed. This makes it difficult to predict how long it will take to discuss each topic and when a meeting will end. The chair will outline the agenda for the day at the start of the meeting and may give an indication of when certain topics will be discussed.
It is important that all public observers join the meeting promptly to ensure you receive the required briefing prior to the meeting. Committee meetings will not be delayed for late arrivals, and public observers will not be able to observe the meeting unless they are present for the briefing. To keep disruptions to a minimum, late arrivals will not be admitted to virtual meetings. The exception to this is if the meeting is running as a webinar, where observers do not require a briefing and can join and leave at any time.
Do I have to stay for the entire committee meeting? 

No. You can leave the meeting at any time by clicking on the “leave meeting” option. You can also rejoin the meeting by using the original joining link in the invitation email. If you rejoin the meeting, please ensure your video is switched off and your sound is muted to avoid any disruption to the meeting. 

Who should I contact if I have a disability?

If you have any specific accessibility requirements, please contact the MIP coordinator in advance of the meeting. If you experience any difficulties during the meeting itself, please email the MIP coordinator directly.
Can I record and take notes at the virtual committee meeting?

Audio or video recording, live reporting and taking screen shots of committee meetings is not allowed by public observers. If a public observer is found to be recording a meeting they will be removed from the meeting. We may also restrict public observers who cause a disruption from attending any future meetings.
NICE publishes minutes of the committee meeting on its website once the committee has approved them at the following meeting. This is usually a minimum of 20 working days but is dependent on the date of the following meeting.  
You are welcome to take notes during the meeting.

Can I report what is said at virtual committee meetings via social media?

Live reporting of committee meeting proceedings is not allowed during the meeting by public observers. If a public observer is found to be broadcasting the proceedings via any media during the virtual meeting they will be removed from the meeting.

Can I quote what is said at a virtual committee meeting?

When committee meetings are held in public, the committee will debate the evidence thoroughly and will express a range of views. Any quotations for external publication are limited to the final summary, which is usually provided by the committee chair and relevant NICE spokespeople. You may not quote what is said by any person or group present at a committee meeting directly or indirectly (for example, attribute the quote to an unnamed committee member or NICE team) unless NICE provides explicit approval and the relevant person has agreed to be quoted.

It is important to remember that those attending the committee meeting have generously given up their time to attend and participate in these meetings. We want to ensure that they feel able to speak freely in public meetings without concern that they may be misquoted or be quoted out of context. We greatly appreciate your cooperation in this matter. 
Can I report what is said at virtual committee meetings without using quotations?

Yes. We are happy for external publications to publish information on the issues discussed at committee meetings as long as they do not attribute the text to an individual or particular group participating in the meeting (e.g. committee member, external experts or NICE team). While a range of views will be expressed at committee meetings, the draft and final recommendations are agreed by the entire committee. These important decisions could not be reached unless discussions covered the full range of views before making the draft and final recommendations.
What can I report after the virtual committee meeting?

Please be aware in the interest of context that the committee members will debate the evidence thoroughly and will express a range of views during the meeting. Any quotations for external publication are limited to the final summary, which is usually provided by the committee chair and relevant NICE spokespeople. You may not quote what is said by any person present at a committee meeting directly or indirectly (for example, attribute the quote to an unnamed committee member) unless NICE provides explicit approval and the relevant person has agreed to be quoted.
Can I talk to members of the committee during the breaks?
We ask public observers to address any questions they have to the MIP coordinator by using the Chat function on Zoom if available, or by email.  If they are unable to answer, the MIP coordinator may need to refer your question to another person – who will answer as soon as possible, after the meeting has ended.
The role of committee members is to make an independent assessment of the evidence. It is therefore very important that no one tries to influence an individual committee member’s view during the meeting, the breaks or outside the meeting on any topics that are under discussion by NICE.

Requests for media interviews should be made through the NICE press office. Any other requests will automatically be refused. Media interviews with NICE staff or committee members are unlikely to take place immediately after the virtual meeting. However, the NICE press office will endeavour to identify a time and venue to suit both parties at a later date. Interviews with external experts should be conducted independently and any arrangements made outside of the virtual meetings convened by NICE.
Can I talk to the external experts who present evidence to the committee meeting?

Again, we ask public observers to address any questions they have to the MIP coordinator by using the Chat function if available, or by email.
The external experts are volunteering their time to attend committee meetings. They have to spend time preparing what they are going to say to the committee and are very focused on the business in hand. In addition, patient experts, lay members and service users can find meetings stressful as they disclose their personal experience of a particular illness or condition. The role of the experts is to give the committee their personal view about an illness or condition and the treatment or intervention being considered and it is important that no one tries to influence an individual expert.
Can I conduct a research study on the committee meeting and/or NICE?

If you have registered to observe a meeting, and also wish to conduct a study on the committee meeting and/or NICE processes, please contact NICE Enquiry Handling on nice@nice.org.uk. You will need to provide details on the purpose and context of your study, the information you plan to gather during the meeting, and a request for the committee’s consent. This information will then be passed to the relevant NICE project team who will assess your proposal and contact the relevant committee members and other attendees to obtain informed consent if needed. You will be informed of NICE’s decision by email. If it is not possible for you to conduct your research study you will still be able to observe the meeting however, you will not be allowed to conduct any research at the meeting. If you no longer wish to observe the meeting, please inform the MIP coordinator as soon as possible.
What will happen if a public observer tries to disrupt the virtual committee meeting?

We expect that everyone who observes a meeting will respect the work of the committee and will not cause any disruption. If a public observer causes any disruption, the chair may insist that the individual leaves the meeting. 

We may also restrict public observers who cause a disruption from attending any future meetings.
April 2022
PAGE  
1

