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Teaching in/with ZOOM1 

 

NOTE: Throughout this document, fully capped, underlined RED TEXT indicates an embedded link, 

typically to a condensed feature description and a short video (usually under 4 minutes).  

Getting Started 
Much like teaching in the physical classroom, teaching in and with ZOOM requires practice. As you 

discover what your online teaching practice looks and feels like, consider how you might expand your 

repertoire of teaching strategies that support high levels of student interaction, critical thinking, and transfer 

of learning. 

As the HOST of a meeting in ZOOM, you control all aspects of the meeting, including security, how and 

when participants enter the learning space, and participation protocols. 

To optimize the learning and teaching experience, consider spending some time orienting students to the 

ZOOM learning platform. 

Preparing Your Class: Your First Session 
 

1. Consider doing a quick technology check with students. Ensuring everyone’s mic is working is 

absolutely key to optimizing the learning experience. 

 Clicking the Microphone Symbol (bottom left) activates and mutes the participant’s microphone. 

(This can also be done by keying “Ctrl + Space Bar”) 

 Trouble Shooting the Microphone 

 Click the “up arrow” to the right of the Microphone symbol 

 Click “Test Speaker and Microphone” 

 Follow the test instructions 

o Select your mic and speakers 

o If you have more than 1 possibility, there will be a list 

o Select the microphone you wish to use 

o Select the speakers you wish to use 

 

2. Consider POLLING students to assess their familiarity with the ZOOM platform. You might ask 

students to rate their familiarity on a scale of 1 -5: 1 indicating they’ve had minimal experience as a 

participant and 5 indicating they’re familiar enough to teach us all a few things. 

 

 This will give you a sense of how much support students may need to optimize their 

participation and will also identify students who may be able provide the community with 

assistance. This may also help you to structure breakout groups that have members with a 

breadth of experience in the platform. 

                                                            
1 This document was prepared by Dr. Ken Robertson, McGill University Course Instructor in Educational Leadership. 

https://support.zoom.us/hc/en-us/articles/201362603-Host-and-co-host-controls-in-a-meeting
https://support.zoom.us/hc/en-us/articles/203749865-Polling-for-webinars
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 Consider asking students to share their experiences. This can help to democratize the digital learning 

space, facilitating acknowledging diverse comfort levels and a shared responsibility for enhancing 

technology fluency. 

If this is your first-time teaching in ZOOM, own it. Let your students know that there may be a few 

bumps along the way but that you will navigate them together. 

 

3. Consider co-creating the conventions for student engagement, noting how they serve to optimize the 

learning experience. Also consider reviewing ATTENDEE CONTROLS (how much you review the 

platform can be informed by #2 above). Consider discussing the following: 

 Will students MUTE when not talking or directly engaged? 

 ENABLING PUSH TO TALK 

 

 How will the CHAT feature be used? (NOTE: some facilitators find it helpful to ask a 

participant to monitor chat.) 

 

 How will the REACTIONS feature be used? (NOTE: the reactions emoji disappears after 5 

seconds) 

 

 What should a student do if they have a question? 

o RAISING THEIR HAND, waiting until the end of the segment or for an invitation to 

ask questions, using the reactions or chat features, or simply speaking up. 

 

 Can students use VIRTUAL BACKGROUNDS? [Virtual backgrounds can help to democratize the 

learning space—allowing students to determine how much of their personal lives they share.]  

o UNSPLASH provides freely usable images that can be used as virtual backgrounds. 

o We recommend not requiring students to enable their videos: students have the right to 

determine what aspects of themselves they wish to share. 

o There may be times when a participant chooses to STOP VIDEO. Some conversation 

at the outset will reassure students that this is a safe learning space where their 

choices will be respected. 

 

 Will sessions be recorded? We recommend not recording sessions: here is a short, provocative 

article that captures the reasons for this recommendation. If you wish to record sessions, 

participants should provide consent whenever possible. Consult with your cooperating teacher to 

determine how best to approach this. Ensure that your settings do not allow LOCAL 

RECORDING. 

 

o Discuss recording protocols with your students. Acknowledge that given various 

technologies, covert recording is possible and discuss the importance of trust in your 

learning community. 

 

 How will BREAKOUT ROOMS be used? What are your expectations? 

o Setting expectations for small group work and how their work will be shared on their 

return to large group allows for a routine to be established and assists in ensuring 

students stay on topic 

 

https://support.zoom.us/hc/en-us/articles/200941109-Attendee-controls-in-a-meeting
https://support.zoom.us/hc/en-us/articles/360000510003-Push-to-Talk
https://support.zoom.us/hc/en-us/articles/203650445-In-meeting-chat
https://support.zoom.us/hc/en-us/articles/360038311212-Meeting-reactions
https://support.zoom.us/hc/en-us/articles/205566129-Raising-your-hand-In-a-webinar
https://support.zoom.us/hc/en-us/articles/210707503-Virtual-Background
https://unsplash.com/
https://www.chronicle.com/article/Why-I-Won-t-Let-My-Classes/247827
https://www.chronicle.com/article/Why-I-Won-t-Let-My-Classes/247827
https://support.zoom.us/hc/en-us/articles/201362473-Local-recording
https://support.zoom.us/hc/en-us/articles/201362473-Local-recording
https://support.zoom.us/hc/en-us/articles/206476093-Enabling-breakout-rooms
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 How will the WHITEBOARD be used? 

 

 How will SHARING YOUR SCREEN be used? 

 

4. Consider using similar community-building strategies (if not identical) to the ones that you use in the face-

to-face classroom. 

 

 Plan for guided large, small, and independent learning activities. 

o Distributing a handout before class can be helpful, particularly during small group 

activities where there may be key questions you want them to consider as a group.

https://support.zoom.us/hc/en-us/articles/205677665-Sharing-a-whiteboard
https://support.zoom.us/hc/en-us/articles/201362153-Sharing-your-screen-in-a-meeting
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I. More on Using POLLS 
 

As the HOST you have access to POLLS. No-one else has access to this feature. If you 

wish to give someone else in the group the option to poll, you will have to give them the 

HOST role. 

You can create polls when you set up your classes. 

 You can build polls during the class…in this case it may be helpful to have your 

questions already formulated in a Word document. 

 You can use polls spontaneously to check for understanding. 

 There is a “CVS” template built into ZOOM 
 

 
Here are a couple of 

screen shots that show 

what to expect when 

you use polls: 

 The one above 

shows the choice 

you might have if 

you set up your 

polls ahead of time. 

 The one to the right 

shows the “Relaunch” 

and “Share Results” 

icons. 

 

https://support.zoom.us/hc/en-us/articles/213756303-Polling-for-meetings
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II. More on Using SHARE SCREEN 

 

Before your session starts, open all of the various document that may want to share during your 

class so that they are easily accessible. There are two ways to share your screen: 

 

1. Share your complete desktop: 

2. Everything you see on your desktop, your students will see. This works well if you have 

only the documents that you need for class open and sized for convenience 

3. Share a specific document, and switch between documents. This can be “cleaner” and 

does not give your students access to everything on your screen. When you want to 

change documents, you can either: 

 Close the document, which returns you to the participants view with 

everyone’s face 

 Switch documents using the “New Document” icon on the tool bar, and then 

select the document you want to share 

When you “Share Screen” your “Control Bar” will usually move to the top of the 

screen, to access it, just move your mouse to the top of your screen and it will appear. 

More on Using WHITEBOARD (Through SHARE SCREEN) 
Through SHARE SCREEN, you can access a WHITEBOARD for everyone to write on. You may 

want to include in your PPT directions for the WHITEBOARD activity. 

 

Once in WHITEBOARD, there is a tool bar with a number of writing tools all can use. You 

may want to explore these tools a bit, so you know what they do. You can even save the 

WHITEBOARD as a file. In BREAK OUT ROOMS, students can access a WHITEBOARD 

and save it too. 

 

A Bit on Using POWERPOINT (Through SHARE SCREEN) 
When you use PowerPoint, it will fill the screen, which may cause the “Reduced Participant’s 

View” to block some of the text in the slides. This possibility should be considered when 

designing your slides. 

 

 You may want to make sure that your PPT slides are not to packed, better to use 

https://support.zoom.us/hc/en-us/articles/201362153-Sharing-your-screen-in-a-meeting
https://support.zoom.us/hc/en-us/articles/205677665-Sharing-a-whiteboard
https://support.zoom.us/hc/en-us/articles/203395347-Screen-sharing-a-PowerPoint-presentation
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two or more slide for a concept that trying to pack it all into one slide. 

 

 Be sure to leave a “space” for your “Reduced Participants View” when building your 

slides, if you fill the page, you may have a problem using the slide in the “Reduced 

Participants View” as text may be covered with a “strip” showing your students. 

 

 The “Reduced Participants View” is a strip showing your students faces that can be 

reduced and moved around. This can be important as you may want to take a check 

your students’ faces to see how they are reacting to your presentation so that you 

know when a “listening check” may be needed. Alternatively, you may be able to 

move the your “participants strip” to the top of your screen by “dragging” the strip 

to the top of your screen. 

III. More on Using BREAKOUT ROOMS 

1. Click breakout rooms. 

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

assign your participants to those rooms: 

a. Automatically: Let ZOOM split your participants up evenly into each of the 

rooms. 

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

 

Your rooms will be created but will not start automatically. You can manage the rooms 

prior to starting them by following the instructions below. 

 If you want different groups created each class, using the “Automatically” icon will 

work well and there is nothing more for you to do 

 

 If you want your students to work in fixed groups for a particular session, project, or 

throughout the semester, this will require a bit more manipulation each class… but it can 

be worth it for establishing relationships with groups where open professional 

conversation can occur. 

 

o First, have the students include their group number in their name as it appears on 

https://support.zoom.us/hc/en-us/articles/206476313-Managing-breakout-rooms
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ZOOM (Please see changing name in “Managing Participants” below.) 

o Second, create the groups “Automatically”, this will place students into group as 

noted above. 

o Finally, check each group, and if a student is in the wrong group, click on their name 

and you will be able to move then to the group they have identified in their name. 

 

NOTE: At first, this may take a bit of time, but as you get used to it, it will become 

second nature. Unfortunately, in ZOOM you cannot set up groups before classes, so 

while you are setting up the groups you may want to suggest to your students that they 

begin considering the small group activity by writing down some notes and reflection 

they want to share during the professional conversation. 

 

 Things you can do when students are in Breakout Rooms: 

o Move between groups to see how they are doing or answer questions 

o Broadcast an announcement to all groups by clicking on the “Breakout Room” 

icon 

o Bring everyone back by ending the breakout session 
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IV. More on Using SECURITY & MANAGE PARTICIPANTS 

 

An important part of managing participants is to ensure participant security. As a HOST, you are 

able to shut down a meeting or remove a participant. 

 Click on the “Security” icon. Note the options that appear. Select the action you wish to 

make. 

Another important part of managing participants is to ensure that everyone can identify by their 

preferred name: 

 

 Checked that their name is correct. If not, they can change their name… 

o Click on the “Participants” icon 

o When you slide your cursor over you name you will see 2 blue icons 

 Click the “More” icon 

 Click “Rename”, and then change the name (This will not be permanent, 

only for this ZOOM session.) 

 

 This same process can be useful for managing groups for Breakout Rooms (when the 

student does the same thing but adds their group number at the end of their name). 

As the instructor, you can manage participants 

 

 Make a student a “Co-host”, allowing them to do almost everything you can do. This can 

be important for class presentations, where the students want to: 

o “Share Screen” for presentations 

o Use the “Whiteboard” or “Groups” for activities to increase engagement 

o Move within the groups to see how their activity is going. 

 

NOTE: You can change your name permanently, but this is done through your “Profile” when 

you log in to your account, which is not at all obvious when entering ZOOM through the eClass 

links. 

https://support.zoom.us/hc/en-us/articles/115004834466-Managing-Participants-in-Webinar

