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C H A I R  B R I E F I N G :  H E L M  S C R I P T  

Introduction 
Hello, thank you for taking the time to meet with me ahead of our upcoming meeting. Before we start, can I 
check that this is still a convenient time for you and if so how much time do you have for the call? 

<Answer> 

Is this the first time you have had a helmed meeting? 

If “no” then  

That is great, so you know how this process works. Which aspects of the meeting would you like me to 
assist you? Skip to the “Pre meeting”, “During meeting” and “Post meeting” sections. 

First time introduction 
As I said in my introductory email, my name is xxxx and I am from Mercer. I will be your helm for the 
upcoming virtual meeting. My job is to support you, as Chair, to ensure that from a technical and time point 
of view, the meeting runs well. I will record the decisions at the end of each discussion. I will not be part of 
the discussion or any of the decisions; I am there to take care of anything that may get in the way of 
attendees having a great meeting experience. 

Have you had a chance to see the “Making the S.H.I.F.T.” webinar where the role of the helm and the 
science behind the techniques we use is covered? 

<If “no”- then recommend they watch it, perhaps agree a time to meet after they have had a chance to 
view the recording. Otherwise, give a brief overview of: 

• S.H.I.F.T. 

• Virtual meeting attention spans 

• Engagement and interaction / soft break techniques and  

• The Ebbinghaus forgetting curve.> 

Great, in that case I have a few topics that will help me understand the meeting and assist you. Before the 
meeting, I can support you, if you wish to have the help, by: 

• Working through your agenda with you and using my knowledge of cognitive behaviour during virtual 
meetings to suggest ways in which we can increase attention span, engagement and participation. 
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• Agreeing how you would like decisions documented during your discussions 

• Arranging a short pre-meeting with each delegate. During this meeting, I will ensure their technology, 
physical set up and understanding of the meeting align. I can brief them with any messages you feel 
will help the meeting run more smoothly. 

During the meeting, I can support you by: 

• Ensuring the session keeps to the agenda timings and does not overrun the 40min time slot we have 
allocated, 

• Keeping a close eye on the participants to address any difficulties they may have with the technology, 

• Helping you with the participative and interactive aspects of the meeting making sure everyone’s voice 
is heard and 

• Recording the decisions made so we can recap them, for everyone, at the end of the meeting. 

After the meeting, I can help you ensure the decisions are top-of-mind by: 

• Confirming all decisions and agreed actions with delegates the day after the meeting 

• Reminding and chasing the actions the following week 

• Closing out the actions by the month end so the next meeting can build upon, rather than recap this 
one 

Is there anything in the above that would be of interest for you? 

<Depending on the answer, skip the sections below that are not required> 

P R E - M E E T I N G  
Overview 
 
Purpose: please could you give me a brief overview of the purpose of the meeting. 

Decisions: what are the outcomes and decisions that you expect to come from the meeting? Would 
you like me to record these decisions for the group? How would you like me to record these decisions? 

Concerns: Do you have any specific concerns or aspects of this meeting (topics, people, technology) 
that you would like me to pay particular attention to / help with? 

Timings: What is the time we have available for the meeting? 



 

Page 3 
DELEGATE BRIEF: HELM SCRIPT  
 

    

Agenda 
 
Can we run through the agenda and agree the timings for soft-breaks and interactions? How aware 
are you of the tools we have available to us, would you like me to run through them and their purpose: 

If yes – then refer to and work through with the chair the Zoom tools purpose and use “cheat 
sheet”. 

Great, what tools and interactions are you planning to use during this meeting? Would you like me to 
run these or will you? 

Delegate brief 
 
What ground rules concerning the meeting would you like we to reinforce with the delegates when I 
run the technology test with them? If asked then examples might be: 

› No multi-tasking. 

› Turn off other applications, set phones to silent. 

› Only use chat for helm or chair messaging. 

› Use the raise hand button to request to be recognised by the chair and speak 

D U R I N G  T H E  M E E T I N G  
Chair / Helm interaction 
 
How would you like me to interact with you during the meeting? If asked then examples might be: 

› My mobile number is xxxxxxxx we can use WhatsApp or send texts. 

› We can use the private Zoom chat 

› I can speak directly with the meeting using the audio. For example, “I think Sam wanted to ask 
question now” or “Chair, we have two minutes left for this item, would you like to continue and 
reduce later agenda items?” 

Timings 
 

I will be keeping an eye on the agenda and timings. Would you like me to give you real-time updates 
on the timings? If yes, would you like a warning ahead of time, on the time limit, or after things fall 
behind? How much margin would you like me to allow before I let you know? 
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Attention 
 

I will be monitoring participants for attention levels. If I find someone is distracted how and when (if at 
all) you like me to inform you? 

Participation 
 

I will be monitoring for participation levels. If I find someone has not participated for a while but others 
have, how and when (if at all) you like me to inform you? 

Decisions 
 

I will be monitoring for decisions made. Would you like me to record the decisions made? Do you have 
a particular format of document you would like me to use? If not then I have a standard form I could 
share with you.  

Would you like me to recap the decisions made, with the group, at the end of the meeting or is this 
something you or the secretary would rather do? 

P O S T  T H E  M E E T I N G  
Review 
 

I will be drafting an email with the actions and decisions to remind everyone of the meeting: one day, 
one week and one month after the meeting. Who would you like to review this before? Whom would 
you like to issue the email?  

Data check 
 

Finally, while I have you on the line can I check that our contact database is up to date with the latest 
details for you. I have the following information… is this correct? 

Thank you for your time. I am looking forward to meeting with you again in the virtual meeting. In the 
meantime, if you have any thoughts or concerns please, do get in touch. 

<Close> 


