
TIPS AND TRICKS FOR HOSTING ZOOM MEETINGS
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Facilitator – Clare Mullen, Health Consumers’ Council



Acknowledgement of Country

We acknowledge that we are meeting on the traditional country of the Whadjuk people of the Noongar 
Nation and pay respect to Elders past, present and emerging. We acknowledge that they have occupied 
and cared for this country over countless generations and we celebrate their continuing contribution to 

the life of this region.

Source:  Snapshots by Narelle Henry
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Today’s session

Topics we’ll cover

How the session will run
◦ Introductions

◦ quick overview of the basics of hosting Zoom meetings using a 
laptop or PC
◦ Lots of info online about other devices https://support.zoom.us/hc/en-us

◦ Aim to give you an idea of some of the options so you can learn more later

◦ time for questions

Overview
◦ What do you need?

◦ Planning the meeting

◦ Before the meeting

◦ In the meeting

◦ Etiquette for hosts

Questions
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https://support.zoom.us/hc/en-us


About Health Consumers’ Council

Individual Advocacy Engagement Systemic Advocacy

Our Purpose

To increase the capacity of all people to influence the future direction of health care and to make informed 
choices

Our Vision

Equitable, person-centred healthcare for all West Australians



What are online and telephone meetings?
• Meetings that you can join over the internet, or by telephone

• Webinars – usually mean you can just watch a presentation. You’re not visible on screen 
and you don’t take part in the discussion. You may be able to type questions into a chat 
function.

• These will be hosted by someone, but everyone can be given the chance to participate

• If you join online, you’ll have the option to show your face on screen and see the other 
people in the meeting

• Some programs that are used in the health system for these
• Zoom – we’ll talk about that today

• Scopia – WA Health’s telehealth system

• GoTo meeting

• WebEx

• MS Teams – being used by some in WA health system

• Other tools
• Google+ Hangouts

• WhatsApp – for friends and family

• Facebook Messenger

• House Party
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What do you 
need?

◦ Internet enabled device

• Microphone and speakers 

• Camera – (what’s behind you?)

• Recommend:
• Headphones with a microphone –

from $6 [to over $300] at Officeworks

• A quiet room with a backdrop you’re 
comfortable showing to the world

• Somewhere stable for your device –
check out the height in advance
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Before the 
meeting -
technology

• Create or access a Zoom account https://zoom.us/
• Free account – up to 100 users; 1:1 meetings unlimited; 1:many 

meetings up to 40 mins

• Pro account ($21/month) - up to 100 users; 1:1 meetings 
unlimited; 1:many meetings up to 24 hours

• Set up your settings
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https://zoom.us/


Basic settings 
to review -
meeting

• Join before host

• Require a password when 
scheduling new meetings

• Mute participants upon entry 

• Chat – and saving chat

• Play sound when participants 
arrive/leave

• Co-host

COPYRIGHT HEALTH CONSUMERS' COUNCIL WA 8

• Polling

• Screen sharing

• Remote control

• Non-verbal feedback

• Breakout rooms

• Captions



Basic settings to review - telephone

• Mask phone number in participants list

• Global dial-in Countries/Regions
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Top tips - setting up the meeting
Do

1. Contact participants ahead of the 
meeting to check they are ok to join 
online and see whether they want hard 
copies of papers

2. Plan a simple agenda with extra time to 
check in with people at the start and 
during the meeting

3. Give yourself time to plan and set up

4. Consider accessibility

Don’t

1. Panic! 

2. Rush  

3. Give up – practice makes progress



Schedule a 
meeting -
app
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Schedule a 
meeting - web
• If using similar settings each 

time, can change these in the 
global settings – then check 
them for each meeting

• If multiple people using one 
host account, suggest putting 
duration in the meeting title
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Information to send to participants
• For first time users, some basic information 

about Zoom

• Minimum:
• Time/date

• URL – web link

• Telephone number AND MEETING ID

• Options
• Password

• Different dial in numbers
• 08 number is the same one for every meeting, it’s the 

meeting ID that’s important

• Participant number
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Planning -
participants

• Assess the IT literacy of your participants

• Email them and follow up with a phone call to check 
they are comfortable with joining online

• Remind then they can dial in if they are unsure of video 
or video quality

• Be prepared to explain the content that’s on screen

• Do participants want to:

• do a test run of the technology ahead of the meeting?

• receive paper copies of the meeting papers in the post?

• Plan time in your agenda to check in with people

• Get set up and be ready to be in your meeting at least 15mins 
ahead of meeting start time

• Consider sending something in advance to help people know 
what to expect

• i.e. you’ll be on mute

• Host will introduce people…



Planning - you

• Check your background – test camera and sound in advance

• Check your device is charged and able to be charged during
the meeting

• Online meetings can use a lot of battery

• Have paper ready – when doing introductions and getting 
questions

• May want to have a second device set up and/or logged in



In the meeting
• Give yourself time to set up

• Introduce yourself and go around the 
screen for others to do the same

• Change any names (i.e. people dialling in 
you can change ‘0422***816’ on the screen 
to their name

• Consider how you’re going to get people to
introduce themselves – it can take a long 
time so you may need to brief people to be 
brief

• Check in with people throughout the 
meeting

• Look out for hands up from participants 
throughout the meeting

• Properly close the meeting so that people 
on line know that is finished!
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Host functions
• Gallery/speaker view

• Mic/mute

• Camera

• Manage participants

• Chat box

• Non-verbal signals

• Recording the meeting

• Virtual background
• www.unsplash.com good for images

• Whiteboard (not discussing)
• https://support.zoom.us/hc/en-

us/articles/205677665-Sharing-a-whiteboard

• Polls (not discussing)
• https://support.zoom.us/hc/en-

us/articles/213756303-Polling-for-Meetings

COPYRIGHT HEALTH CONSUMERS' COUNCIL WA 17

http://www.unsplash.com/
https://support.zoom.us/hc/en-us/articles/205677665-Sharing-a-whiteboard
https://support.zoom.us/hc/en-us/articles/213756303-Polling-for-Meetings


Gallery/speaker view
• H e l p  p e o p l e  s w i t c h  b e t w e e n  g a l l e r y  a n d  s p e a k e r  v i e w

• R e m e m b e r  p e o p l e  m a y  h a v e  t o  s c r o l l  a c r o s s  t h e i r  s c r e e n  t o  s e e  e v e r y o n e .  T h e y  c a n  a l s o  u s e  t h e  p a r t i c i p a n t  f u n c t i o n .
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Manage 
participants
• See who’s on

• Rename

• Mute

• Turn camera off

• Assign hosts or co-hosts

• Assign to type closed captions
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Chat function
• Chat with all or privately with

one person

• Can enable participants to chat 
with each other, or with 
everyone (in settings)

• Can choose whether or not to 
save that and whether to allow 
participants to save that

• For a large meeting (over 15 
people) use this for questions

• Consider having someone act 
as co-host and monitor the chat 
if there’s going to be lots of 
activity on it
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Screen sharing
• If sharing video, remember to click “share 

computer sound”

• Check what’s on your screen before you
share – are you happy to share it?

• Turn off notifications for email etc so they
don’t pop up during the session

• If you’re going to move between
applications, share your desktop and move
from there

• Otherwise set up what you want to share 
before you share the screen
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Non-verbal 
signals
• Can turn these on/off in overall 

settings

• Consider use for larger meetings 

• recommend having someone 
dedicated to monitoring 
chat/non-verbal signals, so you 
can stay focused on the 
presentation/main meeting
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https://support.zoom.us/hc/en-us/articles/115001286183-Nonverbal-
Feedback-During-Meetings

https://support.zoom.us/hc/en-us/articles/115001286183-Nonverbal-Feedback-During-Meetings


Breakout 
rooms
H T T P S : / / S U P P O R T. ZO O M . U S / H
C / E N -
U S /A R T I C L ES / 2 0 6 4 7 6 0 9 3 -
G E T T I N G - S TA R T E D - W I T H -
B R EA KO U T - R O O M S
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Etiquette
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Questions
• I’ve been in the “audience” of Zoom 

meetings, useful to pick up tips for better 
participation. 

• Zoom etiquette - tips and hints.

• Costs involved for hosts and participants

• Can we do polls/interactive tools within it to 
gain interest/engagement?

• Is there an option to do "breakout" sessions 
where you can split the group up into 
smaller groups for online work planning?

• How do we log on?

• Are you able to invite people into the 
meeting who do not have access to the 
internet/live streaming?

• Is there a maximum number of people you 
can have on a call?

• How is it done?

• I heard there are issues with multiple 
people and that the sound drops out when 
more than one person is speaking at a time.  
How do you avoid this from happening?
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How to find out more about online meetings and Zoom
• Zoom – https://zoom.us

• Zoom online training https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials
• Virtual background https://support.zoom.us/hc/en-us/articles/210707503-Virtual-Background

• Other Zoom tips and tricks https://www.groovehq.com/blog/zoom-tips-and-tricks

• Scopia and Telehealth https://www.healthywa.wa.gov.au/Articles/S_T/Telehealth-appointments-
at-home

• Microsoft Teams https://support.office.com/en-us/Teams

• Range of earphones [other retailers are available] 
https://www.officeworks.com.au/shop/officeworks/c/technology/headphones-
earphones/earphones-earbuds

• Bringing online meetings to life
• Aha Consulting! Seminar 7 April 2020 (fee payable) 

https://www.ahaconsulting.net.au/store/p33/Virtually_Real.html

• https://www.centerforworklife.com/bringing-virtual-meetings-to-life/
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Staying in touch with other consumers and with HCC
• HCC monthly e-news and Quarterly Health 

Matters. Sign up at: 
http://eepurl.com/Adgt1

• Blog on HCC website: www.hconc.org.au

• Other HCC mailing lists
• Reading list

• Consumer reps

• Cancer

• Medical research

• Obesity and weight management 

• Other peak bodies

• HCC on social media
• HCC Facebook page (1800 followers) 

https://www.facebook.com/hconcwa/

• HCC Facebook groups for specific groups of 
people

• Source – Connect, Learn, Share – for consumer, carer, 
community, family reps 
https://www.facebook.com/groups/hccsource/

• Partners in Change – Obesity Collective – people 
interested in overweight and obesity 
https://www.facebook.com/groups/248123835784261

• Maternity Consultation WA – people interested in 
maternity services 
https://www.facebook.com/groups/WAMaternity/
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