
CREATING A
SAFE ONLINE
CLASSROOM
USING

Before creating an online
classroom using Zoom, it is
highly recommended that
you download the Zoom
desktop client as the
desktop client provides
more security.

You can Host a Meeting Immediately or Schedule a
Meeting for later



Schedule a Meeting
1. Create a Name/Topic

2. Choose a date/time & duration

3. If you are going to have this 'meeting' every Monday at 9:00 am, for
example, you can choose to make this 'meeting' recurring

4. Create a strong Password for your 'meeting''. Do not share this
Password publicly - only share it with your students and/or their parents



5. Decide whether or not participants can show their video

6. If your students do not have access to an internet-enabled device, you
can select 'Telephone' under 'Audio' to allow them to phone into the call
instead. If students phone in, they will only be able to access the audio

portion of the 'meeting'

7. Under 'Meeting Options', Enabling the 'Waiting Room' feature and
Disabling the 'Join Before Host' features is highly recommended. This

way, students will have little to no private, unsupervised interaction with
each other before you join. You may also choose to 'Mute Participants

Upon Entry'; you will have to 'Unmute' your participants later in order to
hear them

Once you are finished configuring the
Meeting Options, click 'Save'



Once in your Zoom 'meeting', you should see your 'meeting' screen

Click ' Invite' to invite
your students by email. 

You can also copy the
URL link to the meeting

to distribute



The 'Start Video' button will share your video
with your students. You can click the ^ button
beside it to configure your video settings or

choose which camera you wish to share, if you
have more than one

Additionally, you can choose to 'Stop
Video' by pressing the same button.
You will know if your video is on or
off depending on if there is a strike

through the camera button

When multiple
people join, you will
be able to see them
on your screen - this
is an example of the

'Gallery View'



Here you can see everyone who has
joined or is trying to join if you have
created a 'Waiting Room' by clicking

on 'Manage Participants'
The Participants tab will open up to

the right of your screen

Nick is waiting to be admitted
into the classroom! We can either

'Admit' or 'Remove' if he is an
unwanted guest

Depending on your settings, you
may also want to 'Mute All' to turn

off the audio from all students

If you do choose to 'Mute All',
you can also give them the

privilege of allowing them to
unmute themselves, or not,

depending on what is going to
work for your classroom



These audio & entry settings
can always be found and

changed later under the 'More'
button beside the 'Mute All'

and 'Unmute All' buttons in the
'Manage Participants' tab

Click the 'Chat' button to open the chat log on
the right-hand side of your screen

At the bottom of the chat, there
is a 'More' button, click this
button to change the chat

settings - it's a good idea to
"Allow attendees to chat with:
Host Only" in order to avoid

unattended interaction between
students

It is highly recommended that you enable the 'Lock
Meeting' function once all of your participants have

arrived in order to exclude others from entering



The host may also choose who they want
to send their instant message to - the

whole room, or maybe just one student
who needs to calm down or has a private

question

If you'd like to share your screen (perhaps
to view a PowerPoint together with the
whole class, look at an article, or use a

whiteboard function to draw) you can click
the 'Share' button



To stop sharing, simply click the 'Stop Share' button



Before creating an online
classroom using Zoom,
you will need to download
and open the Zoom
desktop client and create
an account or sign in. 

mute/unmute user
ask user to start/stop video
privately chat with user
rename the user
remove the user from the call
put the user in Waiting Room

By right-clicking on a specific member, you can
achieve a number of different settings:

PLEASE NOTE: It is highly recommended
that you do NOT make any students the

Host or Co-Host. If you do so, that
student will have full control over the call. 



Ending your Zoom 'meeting'/class

To end your 'meeting'/class, click the 'End Meeting' button on the
bottom right of the screen. This will prompt the following pop-up:

PLEASE NOTE: It is highly
recommended that you 'End
Meeting for All' in order to

ensure students are not left
unattended.


