Zoom Best Practices for UCalgary Clerkship

Here are some guidelines for using Zoom for UCalgary Internal Medicine Clerkship meetings
and teaching. Please click on each topic to link to specific details and instructions.

Setting Up a Zoom Meeting

* Require a meeting password

e Enable waiting room

e Control screen sharing

* Lock virtual classroom

e Lock chat

* Remove participants who are not meant to be present

In-Meeting Options for Teachers

e Disable video
e Mute students
e Attendee on-hold

Additional Items to Consider

e Ifrecording a Zoom meeting as the host, please ensure all of the attendees are aware by
including a disclaimer in the meeting invite, as well as reiterating it at the start of each
meeting/teaching session. Please click here for additional info regarding recording Zoom
meetings.

« If taking photos of people or shared screens in a Zoom meeting or teaching session, please
obtain permission prior to using screenshots in any capacity.

e Please do not share links to Zoom meetings without obtaining permission in advance from the
meeting chair/hosts.

« Ifitall possible, please leave your camera on, particularly for interactive small group
sessions. If you are concerned about privacy, backgrounds are available to download.

Additional Resources

e Harvard Macy Institute Community Resources

e UCalgary eLearn - Zoom

e Zoom Training Resources

e Zoom Blog — Best Practices for Securing Your Virtual Classroom

Sources: Calgary eLearn, Zoom Blog: Best Practices for Securing Your Virtual Classroom

imclerkship.ca


https://support.zoom.us/hc/en-us/articles/360033559832-Meeting-and-Webinar-Passwords-
https://blog.zoom.us/wordpress/2020/02/14/secure-your-meetings-zoom-waiting-rooms/?zcid=1231
https://support.zoom.us/hc/en-us/articles/115005759423?zcid=1231
https://support.zoom.us/hc/en-us/articles/201362603-Host-and-Co-Host-Controls-in-a-Meeting?zcid=1231
https://support.zoom.us/hc/en-us/articles/115004809306-Controlling-and-Disabling-In-Meeting-Chat?zcid=1231
https://support.zoom.us/hc/en-us/articles/115005759423-Managing-participants-in-a-meeting?zcid=1231
https://support.zoom.us/hc/en-us/articles/115005759423?zcid=1231
https://support.zoom.us/hc/en-us/articles/203435537-Mute-All-And-Unmute-All?zcid=1231&_ga=2.229640476.1828460277.1584289344-827731685.1566335579
https://support.zoom.us/hc/en-us/articles/201362813-Attendee-On-Hold?zcid=1231
https://support.zoom.us/hc/en-us/articles/201362473-Local-Recording
https://docs.google.com/spreadsheets/d/1axEjhwL_VF8EutJcAL1Ds8DP4uyUyYSD/edit#gid%3D122126530
http://elearn.ucalgary.ca/zoom/
https://zoom.us/docs/en-us/covid19.html?zcid=1231
https://blog.zoom.us/wordpress/2020/03/27/best-practices-for-securing-your-virtual-classroom/
http://elearn.ucalgary.ca/zoom/
https://blog.zoom.us/wordpress/2020/03/27/best-practices-for-securing-your-virtual-classroom/

