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As part of it’s ongoing programme to improve online security, Zoom released a patch update that 

included the new Security icon for Hosts and Co-hosts. You are encouraged to absorb this into your 

Zoom working practices.   

This brief guide offers a breakdown of these Security functions.  

Instructions Zoom 

The Security icon will appear on the in-meeting toolbar for 
Hosts and Co-hosts.    

Click on the icon to bring up the options below. A tick 
alongside a function means it has been enabled.  

 

By default, Lock Meeting is not enabled.  

Tick this function when you’re sure everyone is in the 
meeting and you’re not expecting anyone else.  

It is the equivalent of locking your office door.  

 

By default, Enable Waiting Room is enabled.  

Your Zoom account should have the default setting of 
adding a waiting room to all meetings. If not, please tick this 
option when you start your meeting.   

Waiting rooms provide reassurance that you only let in 
people you can identify by name at the start of a meeting.  

You can enable and disable the waiting room throughout a 
meeting.    
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Instructions Zoom 

By default, allowing Participants to Share Screen is not 
enabled.  

In most circumstances, it is better to tick this option if you 
want a student to share a document or video. Be aware this 
enables all participants to share their screen – you can’t 
select individual students.  

In most cases, this is a better option than raising an 
individual to Co-host, where you are passing over higher -
level permissions. For example, a Co-host has the same 
access to the Security icon so could – in theory – 
significantly disrupt a meeting. 

As Host, you can always take back control of the screen 
with a click.  

 

 

 

By default, Chat is enabled for Participants.  

Disabling the Chat function might be useful in a clinical 
setting but it’s hard to see how this would be the case in 
education. 

Nevertheless, you have the option to switch it off if you 
want.  
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Instructions Zoom 

By default, allowing Participants to Rename Themselves is 
enabled.  

There are some clinical situations where it might be 
preferable to remove this permission.  

Generally, though, retaining this permission is encouraged, 
especially if the Zoom Chat function is used for attendance 
monitoring.  

Equally, there are interesting pedagogical opportunities 
around swapping names, becoming anonymous, etc. 

 

Remove Participant will remove a Participant from a live 
meeting which they will not able to rejoin but they will be 
able to attend a future meeting on the same link.  

The reason for removal might be quite benign – in one case, 
a participant continued to disturb a large meeting by asking 
why she couldn’t hear anything.  

A less drastic option would be to move this person back into 
the Waiting Room and message them with instructions.  

Removal is brutal for the Participant and should be used 
very sparingly.   

 

 



4 
 

Instructions Zoom 

(For your information only.)  

Report allows you to complete a short report and send it 
directly to Zoom.  

It will allow you to identify any Participants in the meeting 
or waiting room and report them for abusive behavior, 
inappropriate screen sharing and so on.   

However, please contact Scheduling@tavi-port.nhs.uk 
(Clinical and Corporate) or TELsupport@tavi-port.nhs.uk 
(Training and Education) with any issues like this in the first 
instance. 

 

 

Please explore the Term 3 Resources for Teachers web page for further help.   
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