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1. Overview 

Please read the blog post by Sarah Helps, Conny Kerman and Carol Halliwell. 

If your family agrees to be seen via Zoom and you have a suitable contract with them in place, please 

use this guide as a technical process.  

As much as possible, we are trying to replicate the face-to-face experience of seeing families in one of 

the recording studios in the Trust. These are the key points which will be explored in this guide: 

1. All sessions should be run on the Zoom account of the clinical supervisor and not the Zoom 

accounts of the individual trainees.  

2. TEL have set up a specific meeting link on your Zoom account - Firstname Lastname M6 Family 

Therapy Clinic – and a password for accessing this meeting. Use this link for all your M6 family 

therapy sessions with trainees. The link and password for your M6 room will be shared with you 

separately.  

3. TEL will ensure the supervisor’s Zoom account is set to Pro (or Licensed) before the session. This 

means there will not be an enforced break at 40 minutes.  

4. It will be the responsibility of the clinical supervisor to ensure the Zoom M6 meeting link is 

distributed to trainees and families.   

5. Supervisors must grant permission to the appropriate trainee(s) to record the family session by 

raising them to co-host. This means the local recording will sit on the trainee’s laptop and 

ultimately their DiskAshur drive. 

6. Appendix A contains a more detailed look at Zoom functionality.  

https://systemicthoughts.wordpress.com/2020/03/30/doing-remote-systemic-psychotherapy-during-covid-19-some-practice-ideas/


Zoom for M6 family therapy sessions: supervisors 

2 
 

7. Appendix B is a guide to using breakout rooms.  

2. Managing the session 

Prepare your methodology in advance with your trainees. One option for the live reflecting team is to 

use a WhatsApp channel, ensuring all comments are anonymous as WhatsApp is NOT secure.  

Instructions Zoom 

Once you’ve logged into your M6 room, click on 
Manage Participants at the bottom of the bring to 
bring up the list of participants on the right-hand 
side of the screen.  

 

All family members and trainees will be brought 
into a Waiting Room. 

When you see the name of your trainees, admit 
them into the meeting. 

 

You can raise your trainees to Co-Host if you want. 
This will give them equivalent Zoom permissions to 
yours as Host.  

Do this by hovering over the name in the 
Participants list and selecting More to bring up 
various options. It’s worth exploring these options.  

For example, you could put the family back into 
the Waiting Room if there was an issue and you 
wanted to discuss something with your trainees.  

Please do not share login codes for your main 
Zoom account with your trainees. 
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Instructions Zoom 

Admit your family once everyone in your team is 
ready.  

 

The trainee assigned to the family should 
undertake the recording to his or her local device 
(e.g. laptop).  You can give them permission to 
record by selecting this option (red circle) when 
hovering over their name.  

The recording must then be transferred by the 
trainee to the DiskAshur encrypted hard drive if 
the laptop is not secure.  

Separate guidance for trainees to manage their 
clinical recording have been distributed. 
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Appendix A General Zoom functions 

1. 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. 

 

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. 
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Step Instructions Zoom 

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.  

 

 

2. 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.  

 

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.  
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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.   
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Appendix B Breakout rooms in Zoom 

1. Overview 
Breakout rooms allow you to split your Zoom meeting in up to 50 separate sessions. Once in a breakout 

room, a group of students can be given a specific task to complete before rejoining the main meeting.  

1. The meeting host can choose to split the participants of the meeting into these separate 

sessions automatically or manually and can switch between sessions at any time. 

2. Breakout room functionality is assigned at the level of your account (i.e. once enabled at 

account level, the function is available of all your Zoom meetings). If you are unable to set this 

up yourself, please contact telsupport@tavi-port.nhs.uk for help.  

3. You cannot preassign students to breakout rooms in advance of a session as they need to have 

Zoom accounts of their own. You can only assign students to breakout rooms once they’re in the 

session.  

4. You cannot prepare breakout rooms in advance with slides etc. Make sure you have your group 

tasks prepared in advance and can relay these to the students before sending them to breakout 

rooms.  

2. Setting up your breakout rooms 

Step Instructions Zoom 

1. Start your meeting and click the 
Breakout Rooms icon at the bottom 
of the screen.  

 

2. Select the number of rooms you 
would like to create, and how you 
would like to assign your participants 
to those rooms:  

• Automatically: Let Zoom split 
your participants up evenly into 
each of the rooms. 

• Manually: Choose which 
participants you would like in 
each room. 

Click Create Rooms once you’ve 
made your selections.  

 

mailto:telsupport@tavi-port.nhs.uk
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Step Instructions Zoom 

3. Once created, hover over the 
breakout room to change the name. 

 

4. Click Options to adjust the settings.  

 

 

• Move all participants into breakout rooms automatically: Checking this option will move all 
participants into the breakout rooms automatically. If this option is unchecked, the participants 
will need to click Join to be added to the breakout room. 

• Allow participants to return to the main session at any time: If this option is checked, the 
participants can move back to the main session from their meeting controls. If this is disabled, 
they need to wait for the host to end the breakout rooms. 

• Breakout rooms close automatically after [x] minutes: If this option is checked, the breakout 
rooms will automatically end after the configured time. 

• Notify me when the time is up: If this option is checked, the host will be notified when the 
breakout room time is up. 

• Countdown after closing breakout rooms: If this option is checked, the participants will be given a 
countdown of how much time they have left before being returned to the main room. 
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3. Assigning participants to breakout rooms 

Step Instructions Zoom 

1. Select Assign next to the room you 
wish to assign participants to and 
select participants you want to assign 
to that room.  

Repeat this for each room. 

 

2.  After manually or automatically 
assigning participants to rooms, you 
can rearrange the participants 
through Move and Exchange.  

Participants who are not assigned to 
breakout sessions will remain in the 
main meeting when the rooms are 
started. 

 

• Delete Room: Delete the selected room. 

• Recreate: Deletes existing breakout rooms and creates new ones. 

• Add a Room: Add another breakout room. 

• Open All Rooms: Start the rooms. All participants will be moved to their respective rooms after 
confirming the prompt to join the breakout room. The host will be left in the main meeting until 
manually joining one of the rooms. The participants (and the host when manually joining a 
room) will see the following message shown when joining the breakout room. 

 

4. More breakout room functionality 

Responding to requests for help 
 

Participants in breakout rooms can request that 
the meeting host join their meeting by clicking Ask 
for Help.  

You will be prompted to join the room where the 
request originated from. Click Join Breakout Room 
to join the room. 
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Broadcasting a message to all breakout rooms 
 

The host can broadcast a message to all breakout 
rooms to share information with all participants. 

Click the Breakout Rooms icons in the meeting 
controls. 

 

Click Broadcast a message to all, enter your 
message and click Broadcast. 

 

 

Please explore the Term 3 Resources for Teachers web page for further help and Zoom’s own guides to  

breakout rooms.   
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