
Fact Sheet 
Joining online Commission events on Microsoft Teams 

This guide helps tribunal users prepare for and participate in online 
Commission events on Microsoft Teams 

As part of the Personal Injury Commission’s commitment to accessibility, our preliminary 
conferences, hearings and medical assessments may be conducted in person, online, or as a hybrid 
event where some parties join online and some join in person.  

Online and hybrid events use the Microsoft Teams application. This guide provides information to 
help you prepare for and participate in these events.  

An internet connection is required to access Microsoft Teams. There is no cost to using the 
application. 

How to connect to the online event 

Before the online event, the Commission will email all parties a link to the Microsoft Teams meeting. 

Parties must join the meeting five to 10 minutes before the meeting start time to allow time for 
testing the audio and video.  

To connect to the online event, click ‘join’ from the meeting link email. You will then be asked to 
complete a quick verification check using a CAPTCHA that confirms you are a real person. This can 
be completed by  

• typing a short text prompt (Latin characters), or

• completing a short audio check (in English).

You will then join a virtual lobby before being admitted to the meeting when it begins.  

Please ensure that your camera is on and that you mute your microphone when you are not talking. 

Preparing for the online event 

All contact details for parties attending the event must be provided to the Commission at least one 
week before the online event. 

You must file any documents you intend to rely on during the online event in advance via the 
Commission’s Pathway portal. Sending documents via email or Microsoft Teams is not permitted 
under the Commission’s rules, nor is it a safe way to share sensitive information. 

You must ensure that you and any party attending with you can access Microsoft Teams. This 
includes being able to receive audio and video, provide information orally and visually, and to show a 
document on screen. The event will not proceed if all relevant parties are unable to attend the event. 



 

Joining online Commission events on Microsoft Teams │  2 

What type of device is required? 
Parties are expected to join from a device which has a camera and a microphone. The Microsoft 
Teams application for Windows, iOS, and Android is user-friendly.  You can sign up for free or join 
without registering an account if you use the meeting link sent to you by the Commission.  

You must have a reliable internet connection. We recommend your device is plugged into a power 
socket during the event or charged to last several hours. 

If you are unable to join by Microsoft Teams, you can dial in by telephone. Dial-in details can be 
found in the invitation email. 

What if I experience poor sound or video quality? 

Internet capacity can sometimes negatively impact sound and video. If this happens, you should 
switch off your video to free up bandwidth.  

How are witnesses managed during an online event? 

Practitioners should speak with witnesses before the event to explain the process and ensure they 
are as comfortable as possible. If you are self-represented, please speak to your case owner who 
can explain the process. 

A witness may be virtually removed from the Microsoft Teams meeting or re-admitted by the 
Commission if required during the event. 

Please note that if you are joining a medical assessment online, there will be no witnesses. 

What happens if the parties want further discussions? 

The parties should ask the decision-maker if the matter can be adjourned for discussion. If 
supported, they will be moved to a virtual breakout room within Microsoft Teams for confidential 
discussions.  

This information is not relevant to medical assessments. 

Is the event recorded? 

Most formal Commission events are recorded, except for medical assessments, mediations and 
some preliminary conferences. 

What if I need more information about my Commission event? 

The Commission has published a range of other fact sheets which include specific information for 
different types of Commission events, including medical assessments, assessment conferences, 
arbitrations, mediations, and review and appeal panels.  

You can view and download all of the Commission’s fact sheets on the Commission’s website at 
https://www.pi.nsw.gov.au/resources/fact-sheets-videos  

  

https://www.pi.nsw.gov.au/resources/fact-sheets-videos
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Contact us 

For more information, please contact the Personal Injury Commission: 

T: 1800 PIC NSW (1800 742 679) 

E: help@pi.nsw.gov.au 

W: pi.nsw.gov.au 
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