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Suggestions to Enhance Zoom Meeting Experience

Zoom is now one of the most commonly used online meeting platforms. Zoom is an easy,
reliable cloud platform for video and audio conferencing, chat and webinars. It is free for users
to attend meetings and installs quickly onto a computer, tablet or mobile device. Participants
can also join by phone. This is an especially helpful tool when in-person meetings are not
possible. Familiarity with the features of this platform is essential for hosting and participating
in effective meetings. Provided below is guidance to help facilitate smooth and secure online
meetings.

Before meeting:
e Each meeting requires a host. Ensure hosts are familiar with Zoom’s features so that
they can comfortably carry out their responsibilities.

e |tis helpful if the host is on a computer with the latest version of Zoom installed.

e Always schedule a new meeting instead of using the Personal Meeting ID in the Zoom
account for a meeting.

e Use a meeting password and enable the Waiting Room feature to improve security.

e Be familiar with the prerequisites of the Zoom features that will be used in the meeting.
For example, if Breakout Room(s) will be used, participants using Chromebooks or
Chrome OS will be unable to join the Breakout Room(s).

e [f voting will be involved in the meeting, decide on the voting method. l.e., the Polling
feature, nonverbal feedback options (thumbs up/down, yes/no) available in Zoom, or
other methods. Create polls ahead of time if the Polling will be used.

e Do not advertise meetings on social media to prevent unwanted attendees. The meeting
invitation should be sent by email only.

e Edit the meeting invitation to make it easy to understand.
e Encourage participants to join the meeting early in order to test their audio and video
settings ahead of time, so that the meeting can begin promptly, and all can participate

without difficulty.

e If a separate practice session will be held before the actual meeting for those who want
to get familiar with Zoom'’s features, it is helpful to use the same meeting ID as the real
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meeting. This will minimize the chance of participants using an incorrect meeting ID
when it comes time for the real meeting.

It is helpful to send a reminder email on the day of the meeting repeating the initial
invitation’s instructions on how to join the meeting.

In meeting:

The host has to sign into the Zoom account to start the meeting.

If needed, the host can assign a few others who are familiar with Zoom features as co-
hosts to share host responsibilities.

If the Waiting Room is enabled, the host should sign into the meeting at least 15
minutes before the meeting starts in order to admit participants.

Encourage participants to identify themselves clearly on the participants’ list with their
names. The host may need to confirm an individual’s identity if they join the meeting by
phone and their name is not displayed. The host can change the name that displays on
the participants’ list if necessary.

The host and co-host(s) can use the Security Icon in the Zoom meeting controls to
secure a meeting and minimize disruption during the meeting.

When individuals are not speaking in the meeting, it is suggested that they mute their
microphones and unmute them only to speak.

Post meeting:

If your meetings are recorded in the cloud, monitor the cloud storage usage in the Zoom
account. Purge old recordings to free up storage space if necessary.

Additional resources:

Virtual Meeting Best Practices and Resources

Video Meeting Etiquette: 7 Tips to Ensure a Great Attendee Experience

Zoom Security

Best Practices for Securing Your Zoom Meetings

How to Keep Zoom Classes Secure and Private
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https://support.zoom.us/hc/en-us/articles/360041848151-In-meeting-security-options
https://support.joinhandshake.com/hc/en-us/articles/360046499833-Virtual-Meeting-Best-Practices-Resources
https://blog.zoom.us/wordpress/2019/11/27/video-meeting-etiquette-tips/
https://zoom.us/security
https://zoom.us/docs/doc/Securing%20Your%20Zoom%20Meetings.pdf
https://teachonline.ca/tools-trends/how-keep-zoom-classes-secure-and-private

