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ZOOM GUIDE FOR FACILITATORS 
 
1. Create an account:  
● Whilst people joining your meeting don’t need to create an account- they can join without signing 
up- if you are creating a meeting, you will need an account.  
● You can sign-up for a free Zoom account here. You can sign-up with your email, or by connecting 
through Facebook or Google.   
 
 2. Schedule a meeting:  
● There is an instructional video to help you schedule a meeting here.  
● You can schedule a meeting and integrate it in your google calendar if you use google calendar.  
● You can also re-name the meeting to be e.g. ‘Durham virtual lobby meeting’ rather than the 
default ‘xxxx name’s meeting’.  
● If you are using a free Zoom account, your meeting will be limited to 40 minutes  
● When you create a meeting, there are a few things you can do to make it easier when the meeting 
takes place.  
  
• Make sure your meeting is password protected so it 
is  
more secure.  
  
• Use Advanced options to set up a waiting room –  
this means you can make sure you admit people who  
have confirmed in advance that they are attending  
  
• Set that everyone is automatically muted on arrival  
– this prevents background noise from the beginning.  
  
  
  
  
  
  
  
  
  
  
 
  
  
 

3. Send out the meeting link to attendees only beforehand:  
● There are a few different ways people can join a zoom meeting. Initially, you might want to share 
all three. The best one is to provide a zoom meeting link as this will automatically include the 
meeting password. for example: https://zoom.us/j/887581513.   
● People can also access the zoom meeting through the meeting ID (the numbers at the end of the 
URL (887581513) and by typing in the password.  
● People can also call in. Each time you create a meeting, it will give you the URL as well as ‘dial in 
options’, for example, like those below; o Dial by your location (these numbers only work from the 
UK)  
o +44 203 481 5240 United Kingdom  
o +44 131 460 1196 United Kingdom  
o +44 203 051 2874 United Kingdom  

https://zoom.us/freesignup/
https://support.zoom.us/hc/en-us/articles/201362413-Scheduling-meetings
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o +44 203 481 5237 United Kingdom  
o Meeting ID: 887 581 513   
 
 4. Don’t share the meeting link on any public forums and make sure you have a password set To 
make sure your meeting is secure and that everyone joining is able to do so in a safe manner, please 
make sure the password and link is shared only constituents in your area and with people you know 
and trust.   
  
This is important because Zoom links are a string of numbers that can be guessed or randomly 
generated to hack a meeting and share controversial material. Since lockdown there has been an 
increase in this activity (known as ‘Zoom bombing’). It is also possible for anyone to access a meeting 
if they have the link so to be on the safe side, don’t share the link on any public forums and send 
through secure channels such as email or text messages.   
  
5. Test the tech!  
● As a facilitator, you can login to your meeting before participants log-in and it’s best to check your 
tech beforehand, including your audio and microphone. If you have headphones, it’s best to use 
them to avoid picking up lots of background noise, or not being clearly audible for participants.  
● If you have 2 devices or 2 accounts, it can sometimes be valuable to check the meeting ID and try 
to log-in once your ‘host’ account has started the zoom - to ensure there are no issues with the 
meeting ID.  
  
6. Mute everyone on arrival:  
● This is a setting that can be selected so that as people enter, they are muted. This means lots of 
people won’t be chatting and distracting as others arrive. People take a few minutes to arrive, so 
welcome everyone as they arrive (by name, if that’s available on their screen) and let people know 
what time things will get started, and what they’ve joined.  
 
● To mute everyone:   
o Select Manage Participants.  
o Select Mute all.   
o You will be prompted to allow participants to unmute themselves. Clicking Continue will mute all 
current and new participants.   
 

 
  
 7. Recording the meeting  
● Recording your zoom meeting is easy, just click the record button at the bottom of your screen.  
 
 
 
 
 
● When you record a meeting, a permission message will pop up for each participant to make sure 
they agree, however before they get that message, it’s better to explain to everyone if you intend to 
record the meeting and for what purpose - and make sure everyone is comfortable with this.  
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8. Saving recorded meetings  
● Once you end your meeting, a pop-up with questions about how you want to store your recorded 
meeting will appear. Make sure to pick the option that suits you best.  
● If you save the recorded meeting as a shareable file, you can upload it to Vimeo or Youtube (as 
long as you have permission from attendees of course).  
  
9. Organise a co-facilitator  
● We suggest that MSs host the meetings, but a constituent chairs the meeting and is assigned as a 
co-host (instructions here).   
● It’s important, particularly if you’re new to online facilitating that you have a co-facilitator to help 
you get started. This person can be in control of the technology and be on hand if there are any 
issues.   
● Your co-facilitator can be on hand to mute anyone who has background noise and keep an eye on 
the chat for questions from those in the meeting.  
  
10. Zoom best practice  
• There are many different ways to run a Zoom meeting dependent on how many participants are 
involved but a good tip is to ask that anyone who has a question puts their hand up or adds a * in 
the chat box. Your co-facilitator can keep an eye on the screen and let you know when a question is 
raised. This prevents issues with participants speaking over each other.  
• If information is shared in the chat box that you would like to keep for future, you can save the 
chat. 
• If a participant has a significant delay in their audio or video, recommend that they turn off video 
to save their internet connection.  
• Keep an eye on the time if you are using a free Zoom account, and make sure you start to wrap up 
when the 10-minute countdown starts. This means you can finish the meeting well and not be cut-
off mid conversation.  
   

https://support.zoom.us/hc/en-us/articles/201362573-Pass-Host-Controls-and-Leave-the-Meeting

