
Zoom Instructors Script 

 

Platform Choice 

 Windows PC or Mac, produced in the last 5 years, Intel I5 or better CPU, 8gb or better memory 

 Windows 10 or MacOS 10 or greater 

 Note: consider using dual monitors to simplify  

Free or Paid version of Zoom 

For instructors, the paid version ($15/mth) makes the most sense to avoid interruptions during a 

class length greater than 40 min, and it simplifies participant management for larger class sizes 

Note: even with the paid version, you still might want to use the ‘waiting room’ feature to 

‘greet’ students as they arrive. It’s your choice, but be sure to monitor the waiting room after 

the class starts to make sure late arrivals don’t get stuck there 

Settings 

So, you now have a login to Zoom (I log in using my Google credentials) 

Go to ZOOM.US, and log in, then select Settings 

Following are settings I recommend using for your Zoom instruction: 

 

https://us04web.zoom.us/pricing


 

 



 

 

 



 

 

 

 

 

Most of the settings shown above are enabled by default, but settings which enable One-Click Join, the 

Waiting Room feature, Chat and Private Chat, File Transfer, Breakout Rooms, Virtual Backgrounds, and 

Recording Permissions may be useful to your instruction style as they are to mine. 

  



Now let’s talk about instruction workflow management. As many instructors familiar with the Zoom 

interface know, things can get busy, and it’s easy to forget certain steps which can interrupt the flow of 

your delivery. So, starting out, try to keep things simple and routine. Here’s what I mean: 

Assume my presentation includes 3 primary elements 

- PowerPoint slides 

- Videos, either downloaded and available locally, or linked on the Web, and  

- Student discussion 

First, and before I start my Zoom session, I’m going to open the application(s) I’ll be using during the 

session. In this case I’ll open PowerPoint, a Web browser (to start my Zoom session and to link to Web 

pages in my presentation and/or show videos on the Web), and then start your Zoom session from the 

same link you provided to your students.  

Second, if you enabled the waiting room, then students will start showing up there. As the host, you’ll 

be notified in the participants window that students are waiting to be admitted and you’ll need to admit 

them one at a time.  

Third, once al your students are admitted and settled, it’s usually good form to ‘Mute All’ so you have 

the floor. I would also keep the option for ‘Participants to Unmute Themselves’ checked. 

Fourth, now it’s time to sort out how you want your presentation to go and what items you’ll be sharing. 

In this example, I’m going to start with a conversation about the topic and solicit input about the kinds 

of things my students are particularly interested in or have questions about. This can help direct the 

flow of the presentation.  

Fifth, I’ll go into screen sharing mode (assumes all the applications you’ll be sharing are already open).  

 

Next, you’ll need to choose the application you’re going to share (I’ll be using PowerPoint). 



 

And since there are no videos embedded in this presentation, I’ll not check the sound and video 

optimization check boxes (yet). Click ‘Share’. This takes your PowerPoint presentation into full screen 

mode on the participants’ screens. Participant and chat windows can be activated on the host’s screen 

and they will not interfere with what the participant’s see. This again, is because only the PowerPoint 

application is being shared. If I had shared my whole desktop, then participants would see everything 

I’m doing on my PC. 

Note that in this PowerPoint slide there’s an embedded Web link. If I click on this link, participants will 

see nothing, again because I’m only sharing the PowerPoint application with them. Consider this 

behavior when your deciding how you want your presentation to flow. 

Sixth, stop share to go back to the ‘grid view’ where you can see and interact with participants. At this 

point you can mute and unmute participants, or they can mute and unmute themselves (your choice). 

You can monitor chat to see what, if any, questions appear there. I encourage people to use chat, and I’ll 

make a point to check the chat window when I’m not in presentation mode. 

Seventh, starting a video (let’s assume we’re running a video from the Web for this example). Share the 

Web browser window with the tab selected where the video is going to be accessed. I’ll use YouTube as 

the example. Share screen – select the Web browser interface and check the ‘Share computer sound’ 

and ‘Optimize Screen for Video Clip’ options for better sound and video performance. 

Note: Remember to do this EVERY TIME you’re playing a video or the video performance will be awful. 

And the trouble is, you, as the presenter, might not even notice, but your participants sure will! 

Also note that what you see on your screen is always going to be a little better than what they see. 

Zoom reduces the video quality and frame rate. It’s still watchable, but it’s nothing like the real thing. 



 

Eighth, so now we have PowerPoint slides and videos behind us. Next is managing your transitions as 

you move from different media types and to and from participant interaction. As in the physical 

classroom, you want these transitions to be planned and smooth. You also want the engage with your 

participants so there’s the feeling of real human interaction, listening, responding, holding their interest 

and attention, or at least knowing when you’re not. I encourage participants to keep their video on so I 

can see them when we’re in discussion mode. You also have some choices to make about how you want 

people to let you know they have something to say. In larger class sizes this can be a challenge, but it’s 

something you’ll have to deal with. Setting the ground rules with your students at the beginning of the 

session will go a long way to making this work well. 

Ninth, timekeeping is important! Respect your students’ time and their commitments, and either set a 

timer or designate a timekeeper, but start on time and end on time whenever possible. In my real-life 

classes I come to the room early (15 to 30 minutes early). Depending on the type of account, paid versus 

free, and your decision to use the waiting room or not, consider starting early. My CLR class starts at 

9:25, so there are no classes before mine. I’ll plan to be online (using a paid account) well before class 

starts for those that have specific interests or general questions. Class then will start and end on time… 

Tenth, and final, let’s talk about Zoom etiquette. Here are some things I came up with: 

For Instructors – my list 

Set up an inviting, non-distracting space for your Zoom instruction (no bathrooms in the background) 

Provide the best audio and video experience you can for your students (lighting is important) 



Practice looking AT the camera (this equates to good eye contact with your participants), and avoid 

looking away from the camera too often – I’m working on this… 

Be prepared. Have your presentation materials open and queued. Practice transitions and write 

checklists if you have to so your transitions work the same every time. 

Send out class reminders to your students before each session and include the Zoom link so they don’t 

have to go back in their old emails to dig it out. 

Start on time, end on time, and reinforce punctuality with your students. 

Share your session notes/slides/supporting items with your students via the ‘File Sharing’ capability built 

into Zoom. 

Have fun! Zoom is different, but it’s still a great way to share your passion with others… 

For students – not my list (source) 

Think of a Zoom Meeting as a face-to-face meeting and conduct yourself as you would if you were 

all present in the same room. In addition there are some additional useful tips below to observe to 

help ensure the meeting goes smoothly for all involved: 

o Join early – up to 5 minutes before the meeting start time 

o If you haven’t used Zoom before click the link to download Zoom prior to the day of the meeting 
and familiarize yourself with any features you may need to use on the day – mute/unmute 
microphone, stop/start video, screenshare, etc. 

o Have your video on unless you are experiencing connection issues 

o Find a quiet space without interruptions / background noise 

o Have a plain background – avoid backlight from bright windows 

o Have good lighting on your face so you can be seen clearly 

o Adjust your camera to be at around eye level if possible – especially take note of the angle of 
your laptop screen if using the built-in camera. 

o Mute your microphone when not talking 

o Try to avoid talking over / at the same time as other participants 

o Be aware you are on camera and try to avoid doing other tasks, checking emails, looking at your 
phone, etc. 

PS – Instructors – It might be a good idea to share some of these Zoom etiquette ideas with your 

students during your first session. Zoom might be new to some and they just don’t know. And it can’t 

hurt as a reminder to others. You’re in charge and need to let them know what’s expected. 

Thanks! 

Glen Maxson (glenmaxson@gmail.com)  

https://blogs.otago.ac.nz/zoom/zoom-etiquette-attendee/

