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Since we have started using Zoom, a lot of people have come up with questions about this and 

various ideas for the best way to use it. 

I only have around 4 weeks experience in using Zoom, initially as a Participant but lately as a Host, so 

I cannot claim to be an expert on it but I have discovered quite a lot about Zoom in that time. So 

here are some thoughts of mine and answers to some of the most common questions that have 

come up. 

The 40-minute limit 
The free version of Zoom has a 40-minute limit on a video conference/meeting – I don’t think this is 

too much of a problem if you plan your meeting appropriately.  

Back in the old days, when we had face-to-face meetings, I think most would have a (refreshments/ 
comfort) break at some point – so why not do that now.  
At or approaching the 40-minute mark (and you are warned onscreen how long is left, from 30 
minutes onward) the meeting Host announces that this session will be finishing and will reconvene 
in (say) 5 minutes. The Host then Ends this meeting and then restarts it a few minutes later. They use 
the same Meeting Id/Password so Participants can re-join using the same link as at the start of the 
meeting – you now have another 40 minutes available. 
If you want to continue for a third 40-minute session, you can do the same thing again. 

Arranging a Zoom Meeting 
The Meeting Host arranges and starts the Zoom session for the meeting and needs to Invite the 
Participants. This is done by generating an email message that contains an Internet ‘hyperlink’ to 
access the meeting - the Host sends this message to the Participants some time before the meeting.  
It’s important that the Host makes sure that the Internet address in the email (which will start 

https://us04web.zoom.us …) is an actual ‘hyperlink’ (ie. highlighted and underlined like the address 

above), that can just be clicked on by the Participants to start up Zoom on their computer and join 

the meeting.  

Zoom can link to a number of standard calendar/email systems where the Meeting address in the 

email is automatically made into a ‘hyperlink’ – this definitely works with Outlook and Gmail/Google 

Calendar (I have not been able to try any others). If the Host just copies the Invitation into an email 

message, they need to ensure they make the Meeting address a ‘hyperlink’ – the way to do this 

varies between different email systems but there is usually a ‘chain link’ symbol. Making it into a 

hyperlink may be as easy as typing a space after Meeting address, so try that first. 

I have suggested that Meeting Hosts Schedule their meetings beforehand but only send out the 

email invite the day before or earlier in the day for an afternoon meeting. My experience is that if 

you send the invite out any earlier, some Participants won’t be able to find the email at the time of 

the meeting. 

Hosting a Meeting 
Initially, the person who starts the Zoom meeting is the Host and everyone else is a Participant. The 

Host can do things like 

• Mute (and Unmute) everyone else in the meeting – they can give Participants the option to 

Unmute themselves or they can keep control of this. 

https://us04web.zoom.us/


• They have the option of a Waiting Room for the meeting, where the Host specifically admits 

each participant – this can be a way of ensuring only the people authorised to attend a meeting 

are admitted. 

• When everyone who should be in the meeting has arrived, the Host can Lock the meeting to 

stop any unauthorised people from joining. 

• For larger meetings (particularly if all the Participants do not fit into a single Zoom screen) it is 

probably best to use the ‘Hand up’ facility to indicate that a Participant wants to speak – this is 

available in the meeting Participants window, normally to the right of the Gallery or Speaker 

view. The Host will see Participants at the top of their list in the order they clicked ‘Hand up’. 

One other key thing that a meeting Host can do is to appoint someone else (a Participant) as a Host 
for the meeting. That means that you can have more than 1 Host in a meeting and, after a second 
Host has been appointed, the original Host can leave the meeting leaving the second Host to run it. 
The original Host can re-join the meeting at any time. 
This would make it feasible for us to have a limited number of paid-for Zoom licences (each one 

‘owned’ by a Group Convenor, for instance) where those people could allow other Groups to use their 

licence and take over a Zoom session from the original Host. However, it does mean that the licence 

owners would need to be involved to, at least, start the meeting. 

Meeting Tools 
During a Zoom meeting, there are various tools available that participants may find useful. These 
tools are not usually shown in the Zoom window during a meeting but can be accessed simply by 
moving your cursor within the Zoom window. 
 

• Speaker/Gallery View – this indicates how the participants are displayed in the Zoom window. 
In Gallery View, all participant images are shown equal in size (up to 25 per screen); in Speaker 
View, the person speaking at any time is shown as a large image and up to 6 others are shown as 
small images. Gallery View is probably best for a discussion type meeting, whilst Speaker view is 
best for a Presentation/Talk scenario. You switch between the views by simply clicking on the 
view option shown. 

• Muting/Unmuting is how you can switch off/on your microphone – for a Presentation/Talk 
scenario, it’s probably best that all participants (other than the Speaker) Mute their 
microphones to avoid disruption. Click the Microphone icon to change this. 

• Starting/Stopping Video – you can switch off/on your video camera. This can be useful if you are 
experiencing bandwidth issues (e.g. Poor Wifi signal) or during a Presentation/Talk when you are 
primarily watching/listening to the Speaker. 

• Participants – clicking on this displays a list of the meeting participants (normally to the right of 
the Zoom meeting window). Features like ‘Hand up’ (described above) are available in this 
window. 

• Chat – this allows participants to send a short text message either to the whole group or to a 
specific participant. Clicking on this icon displays a similar window (normally to the right of the 
Zoom meeting window) with space to type your message. 

• Share Screen – this is a way that you participants can display something on their screen to 
everyone else in the meeting. This can be useful if you are discussing a document or an image. 

• Reactions – this is a non-verbal way to indicate your views. Generally only an ‘Applause’ and a 
‘Thumbs up’ symbol are available. 

 

 

 



Tips re Video and Sound 

• If someone does not have a strong Wifi or Broadband signal, switching OFF their video feed may 

help. They will still see the video from everyone else and they can still be heard by the rest of the 

Participants. 

• If you are using a computer/tablet/phone which does not have a good loudspeaker, it is better 

to use headphones for your sound. This is probably especially the case for laptop computers and 

tablets. 

People with older Computers and Phones 
If someone has an older computer that does not have a camera or microphone or speakers, they can 

still join a Zoom meeting by using a combination of their computer and phone. 

They would use their computer for the (incoming) video (and sound, if they have loudspeakers on 

the computer) and link into the meeting using the Zoom client software. 

They can then use their phone to dial in to the meeting and use this for their (outgoing) audio and, if 
they don’t have speakers on their computer, they listen to the meeting audio on their phone. For 
any Zoom meeting there are a few dial-in phone lines available (which should be shown in the 
Meeting invite email). When they dial-in they need to enter the Meeting Id and the Password, which 
will both be shown in the email invite. 
NB – for someone using this method, it is strongly recommended that they are on an appropriate 
calling plan that includes plenty of minutes due to the lightly length of the Zoom meeting call. This 
would not be a suitable method for someone on a pay per minute plan (e.g. Pay as You Go mobile). 
 

I’m sure there will be more things to add to this as questions arise. 

 


