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Diocese of Ely Church School Leadership Conference 

Zoom Protocol 
 

 

Introduction 

 

The purpose of this document is to set out the process and procedures related to online 

protocol for the Diocese of Ely Church School Leadership Conference, 

The School Leaders Forum would usually be a physical meeting, however when circumstances 

such as Covid19 prevent this, there is a virtual meeting protocol in place as below. 

 

The responsibility for coordinating these events rests with the Senior Officer for SIAMS, RE and 

Governance as Conference Convenor. As the author of this document, the Senior Officer will 

review and update these protocols as necessary. 

 

Nature and Purpose of the Church School Leadership Conference 

 

The overarching purpose is to bring together headteachers, clergy, governors and leaders at all 

levels from across the Diocese in order to inform them about new initiatives and developments 

and share innovative good practice, and also to provide opportunities for networking, to 

encourage and develop school-to-school support across our 85 schools. 

 

The nature of these events is mainly participative, although there are some sessions which are 

purely informative in nature. Full presentations will take between 30 minutes and 1 hour and will 

be introduced formally at 9:45am and 1:45pm. Delegates will receive the Zoom link for the main 

session at 9:45am and 1:45pm and then in the chat box, the relevant Zoom link will be released 

for other sessions.  

 

Each session will be held on a separate Zoom account and will be hosted by a member of the 

Education Team. 

 

 

Virtual Meetings 

 

In order that virtual events take place successfully and provide everyone with a rewarding 

experience and by accepting the invitation, delegates are agreeing to the following terms of use: 

o That they (the delegate) are giving consent to participate in the meeting under the terms 

and conditions of this document; 

o Delegates are requested not to share the invitation/password for each meeting with 

anybody else, as access will only be granted to registered delegates; 

o Delegates are requested to access the Zoom link 5 minutes before the session starts, in 

case there are any updates to your system, or any unexpected problems which may delay 

your entry to the session; 

o When signing into the session, please include your full name to be displayed as used in the 

registration process. The host will be unable to admit anyone who is not on the list of 

attendees; 

o Users will be held in the virtual waiting room until the session is ready to begin; 

o All delegates will be muted and without video on arrival. Delegates have the option of 

turning on their video or not. 
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o If using video, delegates must wear suitable clothing, as should anyone else in the household 

from where you are linking in to the session; 

o If using video, computers used should be in appropriate areas, for example, not in 

bedrooms; and where possible be against a neutral background. Please try and place the 

device where you will be visible on the screen.  

o Language must be appropriate at all times. 

o Please remain on mute unless you are asked to contribute to the session for comment or 

question. 

o The full private messaging facility will be disabled. Any questions can be raised to the 

presenter via the chat, or to the host. 

o Delegates are asked to use the ‘raise hand’ tool if they would like to ask a question – this 

is a different symbol on Zoom from the ‘clapping symbol’ When a delegate has ‘raised their 

hand’, their video screen will be moved to the top of the group for the host and presenter 

to see. The delegate will be asked to un-mute, thus enabling them to speak to the group; 

o Sessions will not be recorded unless specified in the description. Where a session is to be 

recorded, delegates will be asked for additional permissions in advance of the session or 

during the session; 

o Delegates are requested not to take screen shots during the session – presentations will 

be released after the event where permission has been granted so to do; 

o In the unfortunate event of the meeting being hacked and inappropriate material being 

shared, all users should end the meeting immediately; 

o Zoom breakout rooms may be used in some sessions to enable sub-groupings to discuss 

issues, when appropriate.  

 

 

Evaluation 

 

A feedback sheet will be sent to participants by email after the conference. 

Delegates are requested to comment upon administration, communication, sessions attended, 

quality of session and areas for improvement. 
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