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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.  

i. Only the meeting Host can manage breakout rooms.  

ii. You can allocate students to breakout rooms in one of three ways: automatically (random), 

manually or through self-selection.  

iii. In order for the room self-selection function to work, the students and host need to be signed 

into their Zoom account on version 5.3 or above of the app. 

iv. Breakout room functionality is assigned at the level of your account and by default will be 

enabled on the Trust platform. If you are unable to set this up yourself, please contact 

telsupport@tavi-port.nhs.uk for help.  

v. You cannot create or prepare breakout rooms in advance and pre-populate them 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.  

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

have Zoom accounts of their own, which we cannot guarantee. You can only assign students to 

breakout rooms or have them assign themselves once they’re in the session.  

2. Setting up your breakout rooms with automatic (random) allocation of students 

Step Instructions Zoom 

1. Start your meeting and click the 
Breakout Rooms icon at the bottom 
of the screen. Remember, you need 
to be the Host to see this icon.  

 

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

2. Select the number of rooms you 
would like to create. 

Select Assign automatically.  

Zoom will randomly allocate students 
so that an equal number will be in 
each room.  

Click create. 

 

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

Click Options to adjust the settings.  

 

 

4. These are the option settings for a 
random allocation.  

You can leave these as default and 
just amend the timings. 

 

 

• Allow participants to choose room. This is unticked as we’ve asked Zoom to allocate students on 
a random basis.   
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Step Instructions Zoom 

• 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. 

• Automatically move all assigned participants into breakout rooms: If this is unticked, students 
will be offered a pop-up inviting them to join a breakout room.   

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

• Notify me when the time is up: This option goes with the one above.If this option is checked, the 
host will be notified when the breakout room time is up. You will be given the option to continue 
with closing the room or keeping them open. 

• 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. 

7. When everything is in place, click 
Open all rooms. 

 

3. Setting up your breakout rooms with manual allocation of students 

Step Instructions Zoom 

1. Start your meeting and click the 
Breakout Rooms icon at the bottom 
of the screen. Remember, you need 
to be the Host to see this icon.  

 

2. Select the number of rooms you 
would like to create. 

Select Assign manually.  

Click create. 
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Step Instructions Zoom 

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

Click Options to adjust the settings.  

 

 

4. Select Assign and select participants 
you want to assign to that room.  

Repeat this for each room. 

 

5.  Select Options.  

 

6. These are the option settings for a 
manual allocation.  

You can leave these as default and 
just amend the timings.  

 

• Allow participants to choose room. This is unticked as we’ve asked Zoom to allocate students on 
a random basis.   

• 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. 

• Automatically move all assigned participants into breakout rooms: If this is unticked, students 
will be offered a pop-up inviting them to join a breakout room.   

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

• Notify me when the time is up: This option goes with the one above.If this option is checked, the 
host will be notified when the breakout room time is up. You will be given the option to continue 
with closing the room or keeping them open. 
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Step Instructions Zoom 

• 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. 

7. When everything is in place, click 
Open all rooms. 

 

4. Setting up your breakout rooms with self-selection allocation by students 

Step Instructions Zoom 

1. Start your meeting and click the 
Breakout Rooms icon at the bottom 
of the screen. Remember, you need 
to be the Host to see this icon.  

 

2. Select the number of rooms you 
would like to create. 

Select Let participants choose room.  

Click Create Rooms once you’ve 
made your selections. 

 

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

 

4.  Select Options.  
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Step Instructions Zoom 

5. These are the options for self-
selection allocation.  

You can leave these as default and 
just amend the timings. 

 

 

• Allow participants to choose room. This option is ticked so students are able to select a room 
from the list.  

• 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. 

• Automatically move all assigned participants into breakout rooms: This is unticked in this 
example because we’ve selected self-selection allocation. If we’d chosen automatic allocation, this 
would be ticked.   

• Breakout rooms close automatically after [x] minutes: If this option is checked, the breakout 
rooms will 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. You will be given the option to continue with closing the room or 
keeping them open. 

• 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. 

6. When everything is in place, click 
Open all rooms. 

 

Student view 

7. The following sequence of 
screengrabs shows what the students 
see when self-selection is used by the 
Host.  

First, a breakout room icon appears 
at the bottom of the student’s Zoom 
window.  
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Step Instructions Zoom 

8. The student can choose which room 
to join. 

 

9. It appears students can move freely 
between breakout rooms. We 
haven’t found a way to restrict this so 
be very clear in your instructions for 
the breakout rooms tasks if you don’t 
want them to move.   

10. Because we ticked the box to allow 
students to return to the main room 
at any time, they will also see this 
option. 

 

5. Further 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. 

 

 

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. 
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Broadcasting a message to all breakout rooms  

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

You cannot broadcast to individual rooms. 

 

 

Moving students between rooms  

After 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. 

Note that if self-selection was used to allocate 
students, they will be able to move between rooms 
independently.  

 

The most important advice we can give is to test all functionality with colleagues or family before your 

teaching session. The more you can play with the controls, the easier it is to understand what Zoom 

breakout room functionality can do.  

Please explore our Teacher support web pages for further help and Zoom’s own guides to  breakout 

rooms.   

Technology Enhanced Learning 

September 2021 

TELSupport@tavi-port.nhs.uk  

https://tavistockandportman.nhs.uk/training/current-students/technology-enhanced-learning-tel/teaching-support/
https://support.zoom.us/hc/en-us/articles/206476313-Managing-Breakout-Rooms
https://support.zoom.us/hc/en-us/articles/206476313-Managing-Breakout-Rooms
mailto:TELSupport@tavi-port.nhs.uk

