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Guide to online meetings with speech-impaired participants 
 
Introduction 
In addition to being efficient in terms of no travel time, participating in online 
meetings and meetings is often more difficult than with live meetings. 
For speech-impaired participants, participating online is extra complicated. 
Using the chat function of e.g. Zoom or Teams requires adjusting the usual 
verbal communication. 
This guide is intended for everyone involved in online meetings with speech-
impaired participants, be it speech-impaired participants, verbal participants, 
organizers, chairpersons / moderators and note takers. 
 
General 
Online meetings require extra attention and appointments to ensure that they 
run smoothly. 
General tips for online meetings can be found in ao 
www.bestuurderscentrum.nl/dos-en-donts-bij-online-meetings-online-overleg-
of-online-vergaderen/ . 
 
Examples of online appointments 

• Everyone has their microphone on mute . Only when you are speaking do 
you set your microphone to unmute . There is nothing more disturbing than 
background noise. 

• When you want to let us know that you agree with something, you can give 

a thumbs up ( ) in most online meeting tools. 

• If you want to ask a question, let us know by raising your hand digitally :  
 
Tips 

• Take extra time to get to the meeting. For example, the technology for 
logging in often takes more time than expected. 

• Ensure a reliable Wi-Fi or Internet connection and continuous power supply. 

• Provide a good and quiet environment, where you can participate 
undisturbed and cannot be distracted. 

• With online meetings, the use of two screens is useful because you then 
have a screen with the images of the participants and a screen with the 
meeting documents. 

 
Participation of speech-impaired participants 

http://www.bestuurderscentrum.nl/dos-en-donts-bij-online-meetings-online-overleg-of-online-vergaderen/
http://www.bestuurderscentrum.nl/dos-en-donts-bij-online-meetings-online-overleg-of-online-vergaderen/


2 
Guide to online meetings with speech-impaired participants APC 

If one or more participants cannot participate verbally and can only express 
their input via chat, this has consequences for all involved. Typing by hand, 
mouse or eye gaze, which also has to be read, takes much more time than 
speaking. Various measures and agreements are required in the preparation 
and implementation to enable speech-impaired participants to participate as 
much as possible. 
For speech-impaired participants who use a speech computer that pronounces 
their text, the following is partly not necessary, in particular the reading is not 
necessary. 
 
Preparation 

• Get a 'chat reader'. In meetings, the reader is preferably not a participant in 
the meeting, especially if there are several speech-impaired participants. 
Reading the chat in time and completely requires 100% focus. 

• The reader must already be present at the walk-in of the online meeting. 

• A participant who monitors the non-verbal communication of speech-
impaired participants is also useful. Often nodding, shaking no, etc. is faster 
and more telling than typed words. The best thing is when everyone there 
looks out for each other. 

• Mention in the announcement that speech-impaired participants can also 
participate via chat. 

 
During the meeting 

• The moderator or chair asks if everyone opens the chat and tells them who 
is reading the chat. 

• He/she also asks if everyone is paying attention and points out missed 
communication. 

• Input via chat is also recorded. 

• Take more waiting time with questions. 
Typing takes time. 

 
The speech-impaired participant 

• Communicate in advance with the facilitator, 
the chairperson and if possible also the 
participants that you want to use the chat 
function because of your lack of speech in the meeting. 

• Before the meeting, familiarize yourself with the program with which the 
meeting will take place and where the chat function is located. These are 
largely universal, but can still differ slightly in parts, depending on the 
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application used (Zoom, MS Teams, Google Hangouts , Google Teams, 
Skype, Skype for Business, etc.). 

• Write short and sweet, only use abbreviations if they are known to all 
participants and put yourself in the shoes of the recipients: do they 
understand what you write? The master shows himself in the limitation. 

• With eye gaze, it is not possible to use two screens. Working with split 
screen. 

• Good preparation is half the job. Your input and self-introduction can be 
pre-typed into a document or note and then just need to be copied and 
pasted into the chat. 

 
The reader 
The success of the input of speech-impaired participants stands or falls with a 
good reader. 

• Not your own version of creating and interpreting text. Read the text 
verbatim. (The difference with 'Tired now' is big when read aloud as 'Is this 
participant getting tired of'.) 

• Do not read too late; during a discussion or eg . commentary on a particular 
topic is input read too late is useless and causes confusion. 

• Check whether what you are reading is also correct in terms of content or 
subject. You can also check this by looking at the face of the person 
concerned. 

 
Tips 

• The advantage of Microsoft Teams is that you can see that someone is 
typing. 

• All the beginning is difficult and getting used to for all participants, but 
practice certainly makes perfect. 

• In Zoom meetings, when the screen is shared for an image or document, the 
chat window may disappear. The solution is at the top by opening View 
options and opening 'Exit full screen', then you will see the chat window on 
the right again. 

• All aspects of this guideline apply even more to hybrid meetings where 
some of the participants are present live and some online. 


