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Zoom Participant Guide

Meeting Participation

Join a meeting through an email invite, an instant messaging invite, from the browser, from the Zoom desktop and mobile application, or from a landline or mobile phone.

Meeting number or Link?

You are invited to a Zoom meeting now. 

Join from PC, Mac, Linux, iOS or Android: 
https://zoom.us/j/689765828

Or iPhone one-tap:
    US: +16465588656,,689765828#  or 
+16699006833,,689765828# 
Or Telephone:
    Dial(for higher quality, dial a number based on your current 
location): 
        US: +1 646 558 8656  or +1 669 900 6833 
    Meeting ID: 123 456 789
    International numbers available: 
https://zoom.us/u/a5g1s7xHy

What equipment do I need?

Make sure you have the necessary equipment:

● An internet connection
● Computer or laptop
● Wired or wireless headset/earbuds with microphone or 

quiet room
● Webcam – built-in or USB plug-in

Zoom meetings work with various operating systems, mobile 
devices and browsers. For an updated list of system 
requirements for PC, Mac, And Linux click here (Links to an 
external site.)

https://support.zoom.us/hc/en-us/articles/201362023-System-Requirements-for-PC-Mac-and-Linux
https://support.zoom.us/hc/en-us/articles/201362023-System-Requirements-for-PC-Mac-and-Linux


Zoom Participant Guide

● Mute/unmute your audio
● Stop/start your video
● Configure your settings for items such as audio and video
● View a list of participants
● Share your desktop (everything you have open) or select a specific application to share (for example, 

Google Docs)
● Send a message to one person (private chat) or to all participants (everybody)
● Record the meeting (if you have been granted permission)
● Leave or end the video meeting

Once the meeting has started, you will see the Zoom menu bar at the bottom of the screen. If you do not 
see the menu bar, move your mouse slightly and the menu will appear. The menu bar may disappear in full 
screen mode. 

From the menu bar you can:



Zoom Participant Guide

Menu Bar

1 2 3 4 5 6

Mute/Unmute - Click on the microphone to mute your sound

Stop Video - Zoom call continues and your screen will black with your name displayed

Participants - View a list of all participants on the call 

Share - Click to share your screen 

Chat -  A pop out will appear and you can message the group or individuals

Leave Meeting -  At the end of the meeting, click to leave 
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Zoom Participant Guide

5

Everyone=whole group chat
or

Click on Everyone to select a participant to 
Private Chat

Private Chat 



Zoom Participant Helpful Hints

● Always remember to mute your mic when you're not speaking. This prevents painful 
feedback.

● Turn off non-essential software that may be using the Internet while you are in a 
Zoom meeting.

● If your Internet connection becomes unstable, disable your webcam (stop video) 
and enable only when you need to speak.

● If you are using the chat feature and want to send a private message to another 
participant, double click on their name in the participant’s list and make sure you are 
not sending the message to 'everyone.'



Today’s Objective

Networking to share and gain insights from district leaders who are using 
the Blueprint Framework to build and sustain systems and routines. 



Today’s Agenda

● Welcome/Inclusion Activity
● Breakout Group: How are you implementing and monitoring your 

Continuity of Learning Plan? 

● Overview of Article: Planning for Schools’ (Hopeful) Reopening

● Breakout Group: How are you planning for the future?

● Session Wrap Up



Breakout Groups

Please . . . 
● Unmute your microphone to talk; please Mute your 

microphone while listening 
● Refer to the Breakout topic and questions in the chat 

feature or on the shared screen
● This is a no stress dialogue . . . please aim to share with 

the goal of getting at least one idea from each breakout 
group



Where to Find Session 
Resources



Working Agreements
Share ideas.

Encourage others to share.
Commit to confidentiality.

Ask questions.
Respectfully challenge thinking.

Be fully present.
Take care of your needs.

Use technology to enhance learning.





Inclusion Activity



Inclusion Activity: What is 
your rating on the Emoji 
Scale?

Proud Doing 
Good

Surprised 
(good or bad)

Frustrated Angry



Inclusion Activity: What is 
your rating on the Emoji 
Scale?

On Implementing each component of your Continuity of 
Learning Plan…….



Inclusion Activity: What is 
your rating on the Emoji 
Scale?

On Monitoring each component of your Continuity of Learning 
Plan…….



Inclusion Activity: What is 
your rating on the Emoji 
Scale?

On Planning for the Fall……...



Objective: Networking to share and gain insights from district leaders 
who are using the Blueprint Framework to build and sustain systems 
and routines.

Continuity of Learning Plan



Monitoring Your Plan

“You have heard it before and most likely have 
lived it before, a plan means nothing if it is not 
implemented well”

Blueprint Bulletin Special Edition: Support for Continuity of Learning Plans



Monitoring Your Plan

Your District’s Continuity of Learning Plan includes:
● Expectations for staying connected with students and 

families
● Engaging in students’ continued learning
● Communicating effectively with students and families
● Checking on the well-being of students and staff
● Providing meals to students in need



Monitoring Your Plan

How will you know that things are running as intended? 
When something needs to be adjusted?

By monitoring the actions
Collecting the data that shows you what is happening
Analyzing what the data is telling you
Allowing you to adjust as necessary

The key is to have a strategy to monitor and adjust your 
plan as you go.



Breakout Group Process

● Random sorting for a small group
● Beth, Lori, Lynda will take notes and share with all 

participants so that each of you will “hear” what others 
have said

● Whole group debrief: share key point(s) from breakout 
group



Breakout Group #1

● How are you implementing your Continuity of 
Learning Plan?

● How are you monitoring/planning to monitor 
implementation?

● What needs rethinking/adapting? How might you 
know?



Whole Group Debriefing

● Please identify one person in your group to share out

● Determine one idea/resource/question from your group’s 
discussion that you think would benefit the whole group



Summary Points

Planning for Schools’ 
(Hopeful) Reopening



No, this is not the new normal

“Kids will go back to brick-and-mortar schools…...at 
the earliest possible moment.  Most want to 
go……..The act of sending our kids every morning to 
a place called school is a cultural habit formed over 
many generations. It persists because we value 
it…….”

Robert Pondiscio - The Education Gadfly Weekly



No, this is not the new normal

“We’ve known since the 1966 Coleman Report that 
families are much more unequal than schools.  We 
are about to see what happens when we turn up the 
volume on families and turn it down on schools.”

von Hippel Education Next



Planning for Schools’ (Hopeful) Reopening

Suggestions: 

● Plan for different scenarios -- fully open, staggered, virtual for a 
period of time

● Assign qualified educators from the central office to teach in the 
opening weeks to improve the student/teacher ratio

● Plan to accelerate the learning of students who enter the furthest 
behind

● The district’s strongest teachers should be working with those 
students Marshall Memo (2020, April 20)



Planning for Schools’ (Hopeful) Reopening

Suggestions: 

● Give special attention to the early grades
● Assessment-driven achievement grouping may be necessary, 

especially in the lower grades
● The primary focus for the early weeks should be on reinforcing the 

previous grade’s learning

Marshall Memo (2020, April 20)



Planning for Schools’ (Hopeful) Reopening

Suggestions: 

● Use teacher leaders and master teachers to design curriculum and 
control quality

● Press new college graduates and non-professionals into service 
for several weeks or months of targeted, high-dosage tutoring in 
high-need schools

● Don’t overcomplicate things for teachers

Marshall Memo (2020, April 20)



Planning for Schools’ (Hopeful) Reopening

“Keep is simple, keep it focused, intense, achievable, 
and time-limited.  The most attention should be on 
those who have fallen the furthest behind.”

Robert Pondiscio, The Education Gadfly



Breakout Group # 2 

● What are some lessons learned that might inform 
planning for the 2020-21 school year?

● What options are you exploring?

● What are your next steps?

● What systems and routines do you have in place to 
plan and do the next steps? 



Whole Group Debriefing

● Please identify one person in your group to share out

● Determine one idea/resource/question from your group’s 
discussion that you think would benefit the whole group



Closing Activity



Bright Spot

Using the chat feature, share one bright spot or opportunity that 
you have identified in this “current normal.”



Before You Go

1. Register yourself for professional 
learning (Network date: May 14)

2. Complete Survey (emailed)
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