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1. Overview 

There are several key things to remember as we move to delivering teaching sessions in Zoom. Some of 

these are discussed further in this guide.  

1. High-level teacher resources to support the remote delivery of Term 3 are available on the TEL 

webpages: https://tavistockandportman.nhs.uk/training/current-students/technology-

enhanced-learning-tel/teachers-term-3-resources/. 

2. As far as possible, TEL are working with teachers to generate single Zoom teaching links. In other 

words, a teacher will use this single Zoom link for all teaching on all courses. 

3. TEL and Dean’s Office are maintaining a master spreadsheet containing all timetabled teaching 

events and their corresponding Zoom links.  

4. Independent Zoom Pro users (i.e. teachers who have a Zoom Pro account on a personal email 

address) are encouraged to manage their own sessions. However, please let TEL know of any 

Zoom links used in these sessions (telsuppport@tavi-port.nhs.uk). As above, independent users 

are encouraged to use a single link to reduce confusion on the part of students.  

5. We are increasingly confident that Pro licenses will be available for most teaching sessions. We 

will let teachers know in advance if the meeting is delivered under the Zoom Basic account. This 

means the meeting will break up after 40 minutes if there are three or more remote 

participants. Please factor this into your teaching (perhaps give everyone a short two-minute 

break before coming back into the meeting). 

6. Certain restrictions are set at site level by IM&T. This includes the ability for students to share 

their screens and the use of meeting passwords. We are also encouraging the use of the Zoom 

Waiting Room.  

7. If you decide to record your session – perhaps for a student who cannot attend – it is your 

responsibility to send this to the student. For non-confidential material, you can use 

www.wetransfer.com. Do not record confidential material unless you are clear about the 

processes around IG. Do not send confidential material via open platforms.  

https://tavistockandportman.nhs.uk/training/current-students/technology-enhanced-learning-tel/teachers-term-3-resources/
https://tavistockandportman.nhs.uk/training/current-students/technology-enhanced-learning-tel/teachers-term-3-resources/
mailto:telsuppport@tavi-port.nhs.uk
http://www.wetransfer.com/


Term 3 2019/20: Zoom Guide for Teachers V1 

2 
 

8. TEL will manage and record sessions such as lectures, role plays, etc. Please liaise with the TEL 

team about the management of these.  

9. Zoom are continually improving the product, especially around security measures. Aspects of 

this guide may become redundant. New functions may not be included.   

10. Finally, your students are your most valuable resource as you adjust to this new way of teaching. 

Please use them. 

2. Starting your Zoom class 

Step Instructions Zoom 

1. Log into your teaching room. There 
are several ways you can do this. For 
example, if you click on the link, you’ll 
probably see this dialogue box.  

The login link is quite small. Enter 
your Zoom username (the email you 
registered with) and password. 

 

2. Log into the Zoom platform via your 
teaching room link. This link will also 
be made available to your students in 
advance. 

 

 

3.  As Host of the meeting, you’ll see the 
option to Manage Participants at the 
bottom of the screen. Click this icon 
to bring up the list of participants on 
the right-hand side. 
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Step Instructions Zoom 

4. When your students click on the 
teaching room link, they will be held 
in the Waiting Room until you admit 
them. You can do this for individuals 
or simply click Admit All to bring in 
everyone.  

You can also send a holding message 
to everyone in the Waiting Room. 

 

 

5. Once you admit everyone, they will 
appear on your screen (cameras have 
been switched off in this example, 
but you can see names). Keep your 
Participants list open throughout the 
session as it offers useful 
functionality.  

 

 

3. Key Zoom functionality 

Useful tips for getting the most out of Zoom for your sessions.   

Using the Whiteboard  

The Whiteboard is an interactive tool that 
everyone can use. Click on the Share Screen option 
at the bottom.  

 

Select Whiteboard from the options that appear.  
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Using the Whiteboard  

This brings up a white screen and the tool palette. 
The tool palette is available to students via the 
Annotate menu.  

It’s worth exploring the Whiteboard with your 
students in an early session. You can save the final 
version to your device as a PNG image file.  

 

 

Showing PowerPoint slides  

Open the PowerPoint slides on your device.  

 

Click on the Share Screen option at the bottom.  

 

Choose the tile containing the slides.  

Note: if you choose Screen (the first tile), your 
students will see any open apps on your device, 
including your email. It’s better to share only the 
app you want them to see (the circled PowerPoint 
slide).  

 

Once the share is enabled, activate Slide Show in 
PowerPoint. Then just move through the slides as 
normal. Press the red Stop Share button when 
you’ve finished.  
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Sharing a video  

Open the video on your device using your 
preferred video player (e.g. VLC or Windows Media 
Player). 

 

Click on the Share Screen option at the bottom.  

 

Choose the video tile and tick the boxes for Share 
computer sounds and Optimize Screen Sharing for 
Video Clip. Click Share.  

 

 

Managing your participants  

Open the Participants list. You as the Host have 
extensive permissions to manage your students.  

For example, you can Mute someone’s 
microphone if they’ve accidentally left it on or 
you’re encountering feedback.  

Hover over a student’s name and select More to 
see the full range of options.  
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Managing your participants  

If you are co-presenting a session with a colleague, 
click Make Co-host to ensure they have equal 
permissions with you. You can make many 
colleagues co-hosts.  

It’s worth experimenting with these options with a 
colleague or friend in your meeting room.  

 

You can ask your students to Raise Hand if they 
want to ask a question. As Host, you will receive a 
notification that this has happened. You’ll also see 
a blue hand icon alongside their name in the list.  

 

Students can also post Reactions during the class. 
You might want to use this function in your 
teaching (e.g. “Please give me a thumbs-up if you 
understood that concept.”)  
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Managing your participants  

You can override the default security settings and 
let students Share Screen, perhaps as part of a 
work discussion session. Use the option under the 
Security icon.  

Please do not remove the Enable waiting room 
and Rename Themselves options. 

 

 

Please explore the Term 3 Resources for Teachers web page for further help, including a very useful 

screencast on the use of breakout rooms.   

Technology Enhanced Learning 

April 2020 

TELSupport@tavi-port.nhs.uk  

https://tavistockandportman.nhs.uk/training/current-students/technology-enhanced-learning-tel/teachers-term-3-resources/
https://youtu.be/j_O7rDILNCM
mailto:TELSupport@tavi-port.nhs.uk

