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Zoom Safety Guide 
(12th May, 2020) 

For Hosts 
1. Ensure that your zoom client is updated to Zoom 5.0 or later. 

Computer: Click on your profile picture > Help > About Zoom 
Mobile: Settings > About > Version 
 

2. Instruct users to sign into Zoom before joining meetings so that their registered name will be displayed 
rather than the name of the device on which they are accessing zoom.  If a user are reluctant to 
register with zoom, they should set their display name to their name so you can identify them before 
and during the meeting. 

 
3. Enable the “Waiting Room” feature using the zoom web portal 

sign in to zoom via the web portal > settings > Waiting Rooms 
 

4. Enable and appoint a co-host (if possible) to help admit people to the meeting and maintain discipline 
during the meeting 
sign in to zoom via the web portal > settings > Co Host 

 
5. Ensure that you are the only one who can share your screen. 

sign in to zoom via the web portal > settings > In meeting (Basic) > Who can share? 
 
6. Once a meeting has started and you expect no one else to join – lock the meeting. 

click on participants > click on 3 dots at the bottom of the list of participants > lock meeting 
 
7. Disable private chats 

sign in to zoom via the web portal > settings > In meeting (Basic) > Private chat 
 
8. Disable file transfer as far as possible – this may be needed, but if you can find an alternative way to 

share files it will help to keep your zoom meeting safe. 
sign in to zoom via the web portal > settings > In meeting (Basic) > File transfer 
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For Participants 
1. Please ensure that you are close by to ensure your child uses the internet safely while your child is on a 

Zoom video conference. 
  
2. Please ensure that you find out how to operate (turn on/off) your camera, mic and speakers. Do not 

assume all video conferencing services are the same.  
 
3. Please ensure that your child is dressed appropriately on video enabled conference.  
 
4. Please ensure that the background does not display anything you do not want others to see.  Please 

make the necessary checks before the conference begins.  
 
5. Please ensure that no sounds (music or family members) that you do not want broadcast are in the 

range of the microphone. 
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