How to use Zoom for Make your Mark Virtual Tutorials — Tutor Guide

This guide is to support you with using Zoom for Make your Mark virtual tutorials. It talks
through how to start the meeting and allow pupils to join, as well as how to use features in
Zoom during the tutorials to interact with pupils and support the learning. You can also find
some important reminders around safeguarding that we would ask that you check each
week.
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Technical Guidance for the Virtual Tutorial
Ahead of the tutorial starting:

e Your MyM Zoom account will be linked to the email that you use to communicate
with The Brilliant Club. You will be asked to set a password in advance of the
placement starting, please do this as soon as possible as we cannot set up the
meeting until this is complete.

e Your Programme Officer will share your Zoom host links with you via email ahead of
the first tutorials.

e Please ensure you are in an appropriate, private place to conduct the tutorial. You
can change your background to a blurred background on Zoom if you have any
concerns about your background space.

¢ We recommend joining the meeting 10-15 minutes ahead of pupils fo ensure it is
working correctly.

e You should only use your links sent to you by Programme Officer to access the
tutorials yourself as these are host links. The school will be sent their own links by your
Programme Officer.



Instructions for starting and running your virtual tutorial:

1.

Open the Zoom link 10-15 minutes ahead of the tutorial time to check it is working
and to prepare. You should also test your webcam and microphone ahead of the
tutorial. This should open a new tab in your browser. This will look like the image

below.

https://zoom.us wants to open this application.

Open zoom vectns: ([

Please click Open Zoom Meetings if you see the system dialog.

If nothing prompts from browser, click here to launch the meeting, or download & run Zoom

I

If nothing happens click here

You are the meeting host and so will need to log in when prompted to. Please note
that if you enter the password incorrectly five times you will be locked out.

\ Please wait for the host to start this meeting.

Start: 10:00 AM

Please click Open Zoom Meeti! You see the system dialog.

If nothing prompts from browser, click here tglifaunch the meeting, or download & run Zoom.

You may be asked to provide a One Time Password, a form of two step verification.
This should come through to your emaiil.

Once you are in, click “join with computer audio” and ensure your camera is on.

All sessions will be automatically recorded. This is for safeguarding purposes where
any of the pupils are accessing the tutorials remotely from home, or if there is only 1
pupil attending the tutorial. If there are no pupils accessing the tutorial remotely, and
there is more than 1 pupil in attendance, please turn off the recording by clicking the
record button again. Some teachers may ask for it to be left on, and this is permitted
if requested by a teacher — please inform your Programme Officer after the tutorial if
this is the case.



6. Participants will start to arrive, and you will be asked to let the pupils into the
meeting. Click the “participants” button at the bottom of the screen to see the
waiting room.

Click to see participants Click to stop recording the
and waiting room session

7. Lock the meeting once all expected attendees have joined, or after fifteen minutes.
The Security icon in the meeting controls allows the host of a meeting to enable or
disable options during a meeting to secure the meeting and minimize disruption
during the meeting.

Lock Meeting
¥ En

v Enable Q&A

‘ Hide Profile Pictures

Allow All Participants to:
Share Screen
Rename The
Unmute Themselves
Start Video
Share Whiteboards
Set Meeting Timers

f; 09 | ~

-
Security Participants Share Screen

Click to see security
settings

8. During the session, you can share your screen with the pupils so they can see the
tutorial PowerPoint slides. You just click the button again to stop sharing.

Click to share your screen



9.

10.

11

12.

The Q & A function can be used for pupils to ask questions during the tutorial. This is
should only be used as a group chat function and no 1:1 messaging should take
place in the tutorial. If any pupils say anything inappropriate, please screenshot it
and report this to your Programme Officer. When you log on, please open the Q & A
and click the cog to check the settings look like this:

Any recordings will save to the cloud automatically. You do not need to do anything
here. Only where schools have requested it will we share these with the pupils.

. At the end of the tutorials, please sign out of Zoom, and only log in again for the next

tutorials.

Outside of the tutorials, please do not contact pupils. Do not give out your email or
mobile number and do not respond to pupils contacting you via email. If this
happens, let your Programme Officer know so they can ask the Lead Teacher to
remind pupils not to do this.



Safeguarding Checklist

Please note that we have disabled a number of settings in Zoom to ensure the
safeguarding of you the tutor and the pupils who are taking part. These include private
chat, and screen-sharing for anyone who is not the host. If you have any questions about
these, please get in fouch with your Programme Officer.

In advance of starting the tutorial:

11 Please ensure your background is neutral, or you are ready to update your
background to a blurred background.

01 If you will share your screen or a window, ensure that you have no other files open
that could accidentally be shared.

0 If you are unfamiliar with Zoom, organise a test run with either your Lead Teacher or
a friend.

11 Ensure you are familiar with the instructions above for how to run your tutorial.

(1 If you are unfamiliar with the platform, you may wish to watch some how-to videos
or read some guidance that can easily be found online - click here for Zoom'’s Help
Centre on audio, video and screen sharing, as one example.

During the tutorial:

11 Please check that the names in the waiting room match the names on your register
on Tutor Zone before letting pupils in. You should pay attention to any pupils that
appear to join the meeting twice, this appears to be an indication of another person
using their details. Please do not let this pupil in.

"1 Take a register at the start to confirm who is in attendance.

1 Once all pupils have joined or after 15 minutes, please lock the meeting so that no
one else can join.

0 If any pupils share anything inappropriate in the group chat, please screenshot this
and send it to your Programme Officer.

Though these are not usually experienced by our tutors, please ensure you are aware of
what to do in the case of a serious breach of safeguarding:

[l If you are concerned that someone outside of the group has joined the meeting,
stop the tutorial immediately.

11 If you believe that a pupil is in danger, either because of something they say, or
something you see during the tutorial, please contact the Lead Teacher
immediately by telephone, following up with an email, and flag the incident to The
Brilliant Club, by sending an urgent email to safeguarding@thebrilliantclub.org

11 If you are concerned about behaviour in group chat, for example inappropriate
language is used, or the chat is being used to bully a pupil, you should screenshot
this, call it out explicitly, and explain to the group that if it contfinues you will need to
either remove the perpetrator or end the tutorial, and that you will need to report
this to the Lead Teacher. There may be instances where inappropriate language or
behaviour in a tutorial requires the immediate removal of one or more pupils.

1 If you have had to give a warning, remove a pupil, or end a tutorial due to
inappropriate behaviour or language, please alert the Lead Teacher and your



https://support.zoom.us/hc/en-us/categories/201137166
mailto:safeguarding@thebrilliantclub.org

Programme Officer to this by email immediately following the tutorial, so that the
incident can be followed up.

If you ever have any questions about an incident in a tutorial, please contact your
Programme Officer straight after the tutorial ends, who can advise if you need to alert
anyone else.

Different Views on Zoom

Speaker View allows you to see the speaker as the main image on the screen. Here Student
01 is the speaker.

Student 01

Student 01 Tutor 01 Click here to toggle
between the views

To see the pupils and chat at the same time as the PowerPoint

Click on 'set up slide show' on PowerPoint and then select ‘browsed by an individual’. The
PowerPoint will present in a window on the screen. Then, on Zoom, you can click under
advanced screen sharing settings either 'Share a window' or 'Share a portion of my screen'.
Both of these options should just share the window with the PowerPoint in it and allow you
to move this as needed.



