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Guidance for the use of Videoconferencing as it relates 
to mental health tribunals  

 

Introduction 
 

This document sets out guidance for panel members in relation to the holding of video 
conference calls (video calls) for remote tribunal hearings. 

For the purposes of this document: Mental Health Tribunal is ‘tribunal’, and Mental Health 
Tribunal Panel Members are ‘Panel Members’. 

Remote Hearings 
 

All tribunals should take place in person except in exceptional circumstances. The decision to have a 
hearing held remotely is a matter for the Mental Health Commission (MHC). Circumstances in which 
a remote hearing may be considered include the following: 

• Department of Public Health declared outbreaks of Covid-19, Norovirus or other infectious 
diseases to the MHC. 

• Request of the detained person to have a remote tribunal. 
• Status red weather warnings. Orange and yellow weather warnings are reviewed on a case-

by-case basis. 

Involuntary Detained Persons 
 

Where there is a requirement to move a hearing to a remote hearing the Legal Representative 
(LR) for the individual will be informed. The LR is responsible for informing the detained person 
that the hearing will be taking place remotely. 

Procedures for video conference calls (video calls)  

 
1. The tribunal chairperson (the Chair) shall be the host of the video call.  

 
2. The Chair will be sent log in details and guidance via CIS prior to the commencement of 

the hearing. These can be found by following the below steps: 
 

a. Navigate to the CIS homepage menu.  
b. Select ‘Tribunals’.  
c. Select ‘CIS740 – Hearings Listing’.  
d. Click ’View’ to view details of a hearing. This will bring you to the page ‘CIS704 - 

Hearing’.  
e. The details of the hearing can be seen on ‘CIS704 - Hearing’. All statutory forms 

will be under the ‘Statutory Forms’ tab, all other documents including Section 



17 Reports, Patient Records, Videoconferencing Details, etc. will be under the 
‘Documents’ tab.   

f. Select ‘View’ beside the Videoconferencing Details to view them. 
 

3. The Chair shall log in and shall check and confirm that all relevant parties are in 
attendance.  
 

4. The Chair shall check that everybody can be seen and heard.  
 

5. If there are issues with connectivity, the Chair may request that the individual/s dial out 
and dial back in, if connectivity issues persist the Chair can request that the individual/s 
ring in on the phone line for the video call (see document provided for the relevant 
hearing).  
 

6. If it transpires that there is a cohort of individuals on the video call that are experiencing 
difficulties dialling into the video call and/or with connectivity, the Chair may decide in 
consultation with the other two panel members, to use the audio function of the video 
call only or to cease the video call and proceed by way of teleconference.  Any 
participants joining by way of teleconference must press *6 to mute/unmute 
themselves (see document provided for the relevant hearing). 
 

7. If a participant has known connectivity issues that may prevent them joining the 
videoconference, without experiencing significant difficulties, it may be appropriate for 
them to ring in directly on the phone line provided. 
 

Precautions 
 

8. The Chair shall remind all parties at the outset that mental health tribunals are to be 
held in private as per the 2001 Act and therefore there is to be absolutely no recording of 
the video call.  
 

9. The reminder at No.8 above shall be issued to any additional participants to the video 
call. Confirmation of their agreement not to record the video call shall be noted in the 
Record of the Proceedings document.  
 

10. Each person on the call is obliged to ensure that they are in a secure and confidential 
space, which is not occupied by another person to ensure that the contents of the video 
call always remain private and confidential. 
 

11. If at any stage during the video call, another person joins the video call or physically 
enters the room where a participant is located, the call should be paused immediately 
and resumed only when all parties are assured with regard to confidentiality. 
 

12. Only those authorised can participate in the audio video hearing. If the Chair so 
requests, a person may be asked to a camera sweep of the room where they are located 
to confirm that one else is in the room. 
 



13. The approved centre may indicate in advance of the tribunal that a member of staff of 
the approved centre shall accompany the patient for the duration of the tribunal e.g. the 
MHAA, a nurse or healthcare assistant. At the opening of the tribunal, the Chair shall 
confirm with the patient that he/she is agreeable to the staff member attending the 
tribunal.  

Hearing  
 

14. The Chair shall, at the beginning of hearing once the administrative matters above have 
been addressed, confirm with the detained person that he /she is agreeable to proceed 
with the video call. 
 

15. If the detained person, is agreeable to proceed with the video conferencing, the hearing 
shall proceed. 
 

16. If the detained person is not agreeable to proceed, the Chair needs to ascertain what 
are the concerns, ascertain if these can be addressed, or not, and consider the position 
with the other two panel members. They collectively shall decide how best to proceed, 
which may include reverting to a teleconference call.  
 

17. If the hearing is to proceed by way of video call, the Chair shall explain who all parties 
are and ask each person to introduce themselves in the following order: 
 -the Chair, 
 -the detained person, 
 - the lay member, 
 - tribunal consultant psychiatrist, 
 - legal representative, 
 - responsible consultant psychiatrist and 
 - any other persons (e.g. interpreters).  
 

18. The Chair shall then explain the purpose of the hearing to the detained person as if the 
hearing was being held in person. 
 

19. The order of the hearing will be a matter for the tribunal members to decide, as it would 
be if they were having it in person, or if they were attending by way of telephone call.  

Witnesses 
 

20. The calling of witness shall be dealt with by the tribunal panel members in the usual 
way. If a detained person or his/ her LR wishes to call a witness, prior to the hearing, they 
must submit a request to the MHC. The MHC will pass this to the panel members prior to 
the hearing. The decision to call the witness will be made by the panel members once the 
hearing has commenced. A request to call a witness may also arise during the hearing.  
 
21. Where notice of calling a witness is made before the hearing, the MHC can arrange to 
obtain the details of the relevant witness(es) and forward the details to the tribunal panel 
members. The details of the video call are not to be provided to the witness(es) until such 
time as a decision has been made by the panel members. 



22. If a decision is made during a hearing to call a witness, the Chair may contact the MHC 
and ask for the person to be located and their details provided to the Chair. This may be 
arranged for the same day, or it may be arranged for another day. 

23. The MHC shall arrange to locate the witnesses and send the invite to the witnesses; the 
invite shall provide the instructions for joining the video call.  

24. Witnesses shall only remain on the video call, for the part of the hearing that is relevant 
to them. The Chair will check and confirm to the other parties when the witness has left the 
video call. 

25. For the avoidance of doubt, there may be occasions where the detained person has 
asked for another person to accompany them for the duration of the tribunal. If the tribunal 
accede to this request, the person shall remain on the video call for the full hearing and 
shall be bound by the same confidentiality requirements. 

Adjournments 
 

26. If the detained person requests a break during the hearing or one of the other 
attendees thinks the detained person may benefit from a break: The Chair may request 
that all parties log out of the video call and log back in at an agreed upon time. 
 
27. Adjournments to consider legal submission: The Chair may request all parties to log 
out of the video call, except for the three panel members. The Chair will then contact the 
other parties to log back in when the panel members have made their decision. 

28. Adjournment to make a decision: The Chair may request all parties to log out of the 
video call, except for the three panel members. The Chair will then contact the other parties 
to log back in when the panel members have made their decision. 

NOTE – The Chair when adjourning the hearing to make the decision should, if possible, give 
an indication of the length of the adjournment and an expected time to reconvene. The 
reason for this is to assist the parties, the LR, the MHAA, and possibly the RCP, in the event 
that another video call MHT has been scheduled in that approved centre for that day and 
the equipment is required for the next video call MHT. 

29. When the tribunal panel members resume to deliver their decision, they shall have 
written and agreed their decision at the time, and shall ensure that all parties are in 
attendance at the time of the delivery of the decision save where the detained person has 
expressly indicated that he / she does not want to return for the delivery of the decision. 

Conclusion 
 
30. Once the tribunal has been completed, the Chair will check if there any outstanding issues 
and, if there are none, they will inform all the participants that the tribunal is concluded and will 
terminate the video call. 
 
 



Miscellaneous 
 
31. The order of the hearing shall be as determined by the three panel members to include the 
delivery of the decision. 

 

32. In relation to preparing and agreeing the decision, this shall be a matter for the three panel 
members, but the Chair may wish to consider drafting the decision and showing it on the screen 
to the other two panel members for them to review and agree or not. *Absolutely no 
documentation should be sent or saved via the video call*. 

33. The Chair shall record in the attendance sheet, which forms part of the record of 
proceedings, the name of all the attendees and if they attended by way of video call or not.  

Video Resources 
 

Video from MHC on how to use Webex: https://vimeo.com/1163288371 

Password: Videoconferencing 

 

Video from Webex: Welcome to Webex Meetings 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.youtube.com/watch?v=439BFMlmti8


Appendix A - Mental Health Tribunal Chairperson - Running a hearing 
from a PC/Laptop using the Webex app 

 
1. Install the Webex Meetings App: If you do not have the application installed, download and 

install the Webex Meetings application from here: 
https://akamaicdn.webex.com/client/webexapp.msi 

2. Open the Webex app and select ‘Sign in’ 
 
 

 

 

 

 

 

 

 

 

 

 

 

 
3. Sign in to Webex:  Use the email address and password provided 

in the “videoconference details” document which is available 
on the documents tab of the hearing in CIS. 
 
 
Enter the VCchairXX@mhcirl.ie email address and click “Next” 
                         

 

 

 

 

 

 

 

 

https://akamaicdn.webex.com/client/webexapp.msi


  Enter provided password and then click “Sign in” 

 

 

 

 

 

 

 

 

 

 

4. Start the hearing:  Once you have logged in with the email address and password 
provided on the VC details on CIS you will see the upcoming meeting on the calendar.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Click on the Hearing and you will see an option to Start the meeting: 

 
 

Other participants, namely the TLM, TCP, LR and MHAA (for the RCP), will join by clicking the 
link provided to them via CIS, in the ‘Documents’ section of the hearing. 

5. Attendee Layout:  During the meeting the display of attendees on the screen can be 
adjusted by clicking the “Layout” button, located in the upper right corner, next to the 
participants tab. Choose from grid, stack, or side by side. This layout is for your screen 
only and does not affect the layout on other participants’ screens. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



6. Managing the meeting lobby 
As the chair you are in control of the meeting. All the participants will arrive in the “lobby” 
and must be admitted into the meeting by the chair. Use the tick box beside attendee names 
to select which attendees you want to bring from the lobby to the meeting. Press the ‘Let In’ 
button. 

 
During the meeting, to move an attendee to the lobby, right click on the attendee’s name in 
the participants tab and a menu will open. Select ‘Move to Lobby’. 
 
An unwanted or unintended participant can be removed from the meeting by right-clicking 
on the participant and selecting the ‘Expel’ option. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



7. Managing the meeting 
 
The ‘Mute All’ button will open a dialogue asking if attendees should be able to unmute 
themselves. Check the box to allow or uncheck if you want the attendees to remain muted. 
This will affect all attendees, except the host. 

The ‘Unmute all’ button will allow the attendees to unmute themselves; the button does 
not unmute them. 

 

 
The ‘Chat’ button will open a chat window where you can write a message to all the 
attendees. This is useful to prompt an attendee to turn their audio on (or volume up), when 
they cannot hear spoken instructions. 
 
 
 
 
 
 
 
 
 

8. End the Meeting: Click the red X button to leave the meeting, click End meeting for all. A pop 
up will appear double checking that you wish to end the meeting. Click the ‘End Meeting’ 
button. 

 

 

 

 

 

 

 



 
9. Sign out of the app: If an account is signed into the application the circle on the top left of 

the app will show the letter C and a number (circled in the image below).  

To prevent any confusion on a later hearing, it is essential that you sign out of the application, 
otherwise you might not be able to start the correct meeting next time. Select the circle and then 
‘Sign Out’. A pop up will appear double checking that you wish to sign out. Click ‘Sign out’ again. 
The app will then close and reopen.  

 
10. MAINTENANCE - Check for updates: Open the Webex application, click the question mark 

symbol in the bottom left corner and select “Check for Updates”. Click on “Update” if an 
update is available and then wait for the app to restart. 

 
 

 
 
  
 
 
 
 
 

 

  



Appendix B - Mental Health Tribunal Participant - Joining a hearing from 
a PC/Laptop using the Webex App 

 
1. Install the Webex Meetings App: If you do not have the application installed, download and 

install the Webex Meetings application from here: 
https://akamaicdn.webex.com/client/webexapp.msi 
 

2. Join the hearing:  Click on the link provided in the Videoconference Details document which 
is available on the documents tab of the hearing in CIS. 
 
 

 
 
 

 
3. Open the App:  Select Open when prompted with the “Open Cisco Webex Meeting”. 

Clicking cancel would allow the user join using a web browser rather than the Webex app. 
However, we advise joining using the Webex app. 

 
 

 

 
 
 

 

4. Wait for the meeting to start: If the chair has not started the meeting, the user is greeted 
with the message “Meeting has not started yet”. It is not possible to proceed until the 
chair starts the meeting try again in a few minutes. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://akamaicdn.webex.com/client/webexapp.msi


5. Join the meeting:  If the Chair has started the meeting, you will be presented with the 
“preview room”. Here we recommend you leave the audio/video settings unchanged. If 
needed, you can adjust the camera and microphone settings from here. 
 

Press Join Meeting when you are ready to join the meeting. 

 

 
 
 
 
 
 
 
 
 
 

6. Waiting in the Lobby: You will be placed in a lobby or waiting area until the chair admits you 
to the meeting.  
 
Here you can use the ‘Unmute’ button to turn on your microphone and the ‘Start Video’ 
button to turn on your camera so you can be seen by other call participants 

 
 

   

 
 
 
 
 
 
 
 
 
 
 

 

 

7. Attendee Layout:  During the meeting the display of attendees on the screen can be adjusted 
by clicking the “Layout” button, located in the upper right corner, next to the participants 
tab. Choose from grid, stack, or side by side. This layout is for your screen only and does not 
affect the layout on other participants’ screens. 



 
 
 
 
 
 

 
 
 
 
 
 

8. Leave the Meeting:  Click the red X button to leave the meeting, then click the ‘Leave 
Meeting’ button. 

 

 

 

 
 

9. MAINTENANCE - Check for updates: Open the Webex application, click the question mark 
symbol in the bottom left corner and select “Check for Updates”. Click on “Update” if an 
update is available and then wait for the app to restart. 

 
 
 
 
 
 
 
 
 
 
 
 

10. Sign out of the app: If an account is signed into the application the circle on the top left of 
the app will show it (see image below) 

 

 



If another account is signed in – for example if you have a personal or business Webex account 
or if using a shared computer, it is essential that you sign out of the application, otherwise your 
incorrect name may be displayed during the meeting. Select the circle on the top left corner and 
then ‘Sign Out’.  
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