
Top tips for your
online review



This checklist covers the things that need to happen for an online review to 
work well. An online call is a communication between 2 or more people
using technology. You can use a phone, tablet, laptop or computer to make 
an online call.

Popular video calling software includes: 
Microsoft Teams, Zoom, Skype, Google Meet, WhatsApp and FaceTime. 

Suff olk County Council have licenses to use Skype, Microsoft Teams and 
WhatsApp.
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WhatsApp

Microsoft Teams

Google Meet

Zoom Skype

FaceTime

Video calling software

Preparing for your online review

Your online review will either be with a social worker or IWP.

IWP stands for Independence Wellbeing Practitioner. 

You can also choose anyone else to join your online review. This includes a 
partner, family, friends, a support worker, advocate or health professional.

A health professional could be someone like a nurse, psychologist or
occupational therapist.

You may want to arrange a phone call with your social work practitioner who 
will let you know what will happen in your online review.  

It is important that you are comfortable with the online review and have 
understood what will happen.

Invitation

Your social work practitioner will send the invitation to you.

This will be sent as a link in an e-mail.

If you want other people to att end, make sure they have an invite to join the 
video call.

Privacy

If you want things to stay private, make sure there isn't anybody else within 
hearing distance from you. 

Is there a private space that you can use for the video call?
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Equipment

You will need: 

A phone or
A laptop or
A computer or 
A smartphone

You will also need: 

• An internet connection
• The right app installed

It’s also important that you keep your apps and software up to date. 
This will help to make sure everyone is using the same version of the
app or programme.

Checking everything works

Before your online review, it is a good idea to test your equipment.

• Does the camera work?
• Does your microphone work?
• Does your speaker work?

It is also important that everyone has access to the meeting links
and passwords.

Preparing for your online review

It is important to be ready on time.

You will need to be ready in time for your review. It's a good idea to be ready 
5–10 minutes before the call is due to start.

It is important that your device is plugged in or fully charged before the
video call. It may also be a good idea to set up a pre-meeting. This can be
to test your equipment and practice using the software.

Communication needs

If you have any communication needs that will make your experience better, 
please tell your social work practitioner. This could be things like symbols, 
easy-read information or extra time.

The law says that Suffolk County Council must make reasonable adjustments 
if you ask for them.

More information about accessible information, please see the following 
link: https://www.england.nhs.uk/ourwork/accessibleinfo/

Other things to think about

Make sure you can sit comfortably. Try to position your camera at eye-level.

If you can move your camera to show your hands, that would be better.
Make sure there is enough light. Light should not be behind you as it will 
make it harder for people to see your face.

If you are not used to using video calling software it may be a good idea to
do a test call with a friend or family member.
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Other things to think about

During the online review

Close other apps or programmes during the video call.

This may make your device run smoother. 

It may be good idea to sit at a table or desk so you can make notes if you 
need to.

Get a glass of water on hand if you think you may need it during the video 
call.

You may wish to record the meeting. This should be discussed with everyone
beforehand to see if they are OK with it. 

Everyone on the video call should introduce themselves clearly. 

Everyone should agree how long the video call will be. Agree if you will take 
a break during the call.

Background noises can be distracting. You may want to ask people to mute
themselves when they are not speaking. 

People may need to write notes during the call. This will help to
remember the important things talked about in the meeting. If people are 
taking notes, they should explain to you what will happen with them.

It's important to know that you can speak at any time during the call.

If you want or need to stop the call, you just need to say. If you would like or 
need a break, you just need to say.

In some software, you can use the chat box to send messages or web links. 
It is important for everyone to be as personal as possible. If everyone is OK 
with it, it’s nice for everyone to have their camera switched on.

After the online review

Your social work practitioner will tell you what happens next. 

We have made an easy-read guide to help explain the different support a
social work practitioner can offer you.

You can download this here: https://suffolkordinarylives.co.uk/home/so-
cial-care-reviews/
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For more information:

e-mail: customer.fi rst@ suff olk.gov.uk

Online: Click here to visit the
Suff olk County Council website

Phone: 0800 917 1109

This document was made in co-production with:

Experts by experience: people with a learning disability
Experts by experience: people with autism
Ace Anglia: aceanglia.com
Suff olk County Council: suff olk.gov.uk
Thinklusive: thinklusive.org


