Some thoughts on hosting Zoom

Setting up a meeting

Zoom guidance re inviting participants to a scheduled or instant meeting. 

Note that joining a meeting by phone is not available in the free version.

You can schedule Recurring Meetings that use the same meeting ID and settings each time, at eg daily, weekly, and monthly intervals.

We may need to think about controlling numbers. Gallery View may split participants into more than one page (my laptop screen has a max of 5x5, so in the second experiment the 26th joiner was shifted into page 2). Also, meetings with up to say 12 participants are easier to manage and give all a say. Possible ways of doing this:

· More than one (anonymous) host and meeting at the same time, so participants can choose randomly

· Invitation only

· Train more hosts to run their own ‘house groups’

Have a focus for the meeting, if possible shared in the invitation. Suggestions:

· Discussing the day’s Gospel reading, either as discussion or as group Lectio Divina

· Discussing the sermon on Sunday

· Contemplative / Julian prayer together

· Bring and share poetry

· Book group

· Share what has brought you joy in the last week, or a good thing that has happened, or something that you are grateful for.

Suggested email content:

· Zoom meeting link and ID, date and time, meeting focus if known, maybe the host (if not hosted by clergy I suspect people are less likely to join and would miss out!)

· Please read/review the guidance for participants beforehand. They are being tweaked as we learn, and are available at http://bitly.com/ZoomPDF. As well as simple instructions on how to join, they include some etiquette and tips aimed at improving the meeting experience for everyone.

Re the instructions, pdf is best for sharing, and there is also http://bitly.com/ZoomDOC which can be downloaded and tweaked.

Starting a meeting 

The bigger the screen the better, so more participants can be seen at a time.

Zoom guidance on Meeting controls and Participant controls.

Zoom does not enforce the 40 mins limit if there is bandwidth available. Experience shows:

· If enforced – there is a pop-up warning at 10 mins.

· If not enforced – there is no pop-up but a notification at 40 mins that the meeting is continuing

In any case, suggest turning on Show my meeting duration and keeping an eye on the time.

Share the meeting etiquette early on:

· Do not have two microphones on in the same room, or you will get feedback!

· Mute audio when not speaking, to keep background chatter down and help all hear

· If you wish to speak, raise your hand so the host notices you, and unmute audio

· If you don’t have video, you can still raise your hand using the Attendee Controls, or shout!

During the meeting 

If you need to leave the meeting briefly, you can hand over hosting and take it back again later. The option to assign a co-host appears not to be available in the free version.

If your network connection fails during a meeting, experience shows that another participant (the first that joined?) is automatically assigned as host.

If a participant accidentally shares their screen during the meeting, you can stop it via the bar that appears at the top of your computer screen (not sure re devices).

You can also turn off screen-sharing – see Participant controls.

If a participant joins with a generic name, you can rename them – see Participant controls.

Ending the meeting

It is difficult to recite a prayer together, given the audio time lag. So to share the Grace, designate one person to recite it out loud, and the others join in softly or with audio muted.

Version: 31 March 2020

...we’re tweaking as we learn

