
Youth Panel Guide 
to Inclusion in 
Virtual Meetings
The Hidden Talent programme works with young people to influence local youth 
employment strategies in Greater Manchester. The Youth Panel members represent 
the programme beneficiaries, all of whom are aged 18-25 years old and face barriers 
to employment. One of the ways that the Youth Panel can have most influence is to 
speak directly to decision makers at local employment working groups and meetings. 

Since March 2020, many groups have replaced their physical meetings with online, or virtual, 
meetings. Hidden Talent supports Youth Panel members to participate in these meetings, but have 
recognised that they can be at a disadvantage. 

It’s important to remember that things that may be second nature to professionals such as meeting 
etiquette, checking emails, preparing for meetings, understanding sector-related jargon and having 
the confidence to speak in meetings – are not things that all young people are used to.

Here are the Youth Panel’s tips to supporting young people to be included, 
rather than just present at virtual meetings. 

Before the meeting During the meeting

→ Information sent in advance needs to be:
•  broken down
•  clearly labelled (if there are several documents)
•  accessible for young people (avoiding jargon 
 or complex language).

→ A document made specifically for young   
 people is ideal, but if this is too time-consuming  
 or impractical you could:
•  highlight areas that are particularly relevant for 
 young people to read
•  include a glossary to explain any complex 
 terms.

→ When scheduling meetings:
•  young people may not have diaries or calendars  
 (especially those who are not working) and   
 sometimes have complex lives that affect their  
 ability to stick to routines
•  it is useful to send a schedule of meetings in   
 advance (at least the next 2-3 meetings)
•  it is helpful to send a reminder on the day or the  
 day before the meeting.

→ Avoid complex language, jargon or 
acronyms and be prepared to explain 
what words mean. It is useful if the Chair 
can remind everybody at the start of the 
meeting. 

→ Young people would like reassurance
about whether it is ok to chip in or ask
questions if they don’t understand. This 
needs to be established at the start of 
each meeting.

→ Use of smaller groups – Breakout 
Rooms on Zoom for example – will enable 
young people to contribute to discussions 
more.

→ It can be helpful if video is on or if 
people have a photo as their off-video 
screen so that young people know who 
they are talking to.

If you would like further information about the Greater 
Manchester Hidden Talent programme, or the Youth Panel 
then please email us at hiddentalent@gmcvo.org.uk


