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Using Zoom for Council Meetings (Public) 

 

There are three ways to join the Council meeting: 

Option 1: Download the Zoom software on to a PC, laptop or a tablet/phone 

https://zoom.us/signup  

Option 2: Use Zoom in a web browser and not downloading any software https://zoom.us/  

Option 3: Dial in to the meeting using any landline or mobile phone 

 

Options 1 and 2 offer optional the video function although this can be switched off if you 

are experiencing issues with broadband.  

When using option 1 and 2, standard headphones or mobile phone style headphones with 

built in microphone may help with audio quality.  

You can also dial in on a telephone at the same time as options 1 & 2 to view the meeting if 

your device’s audio is not good. 

You can setup an account if you wish, but this is not essential. The invitation to the meeting 

will include a Meeting ID and a Password, this is all you need to join the meeting. 

 

Option 1 

Visit https://zoom.us/join or click the link in the invitation. Can you please aim to ‘arrive’ at 

least 5 minutes before the meeting so you can resolve any connection issues.  

Enter the meeting ID if asked. 

You will get the option to ‘Download & Run Zoom’ or a popup offering to ‘Open Zoom’ if you 

have already installed it. 

Follow the onscreen instructions and you will reach the ‘Waiting Room’ from where you will 

be let into the meeting (when asked to put in your name, please use ‘Cllr Surname’ naming 

convention) 

At the bottom left hand corner of the screen there are 

options to Mute/Unmute and Video/Stop Video.  

If you are having trouble with audio, you can dial in by telephone and still view the meeting 

on your device’s screen. Click  next to ‘Mute/Unmute’ in the bottom left and select ‘Phone 

Call’ and then select ‘United Kingdom’ to get a selection of UK phone numbers to dial (swap 

+44 for a 0) and follow the voice prompts.  

 

Make sure you read 

the “During the 

Meeting”  notes on 

Page 3 

https://zoom.us/signup
https://zoom.us/
https://zoom.us/join
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Option 2 

Visit https://zoom.us/join or click the link in the invitation. Aim to ‘arrive’ at least 5 minutes 

before the meeting so you can resolve any connection issues. Where possible use a device 

connected to your home router via a network cable, or locate yourself as close to your 

router as possible. 

Enter the meeting ID if asked. 

You will get the option to ‘Download & Run Zoom’ or ‘If you cannot download or run the 

application, join from your browser.’ Click on ‘join from your browser’.  

Follow the on-screen instructions and you will reach the ‘Waiting Room’ from where you 

will be let into the meeting (when asked to put in your name, please use ‘Cllr Surname’ 

naming convention) 

At the bottom left hand corner of the screen there are 

options to Mute/Unmute and Video/Stop Video.  

 

Click  next to ‘Mute/Unmute’ in the bottom left and select ‘Phone Call’ and then select 

‘United Kingdom’ to get a selection of UK phone numbers to dial (swap +44 for a 0) and 

follow the voice prompts.  

 

Option 3 

In the invitation there are a number of UK phone numbers you can use, it doesn’t matter 

which one you use. They are all standard UK landline numbers, and should be included in 

any landline minutes allowance or free minutes from your mobile phone provider. 

Aim to ‘arrive’ at least 5 minutes before the meeting so you can resolve any connection 

issues. Where possible use a landline or use your mobile in a strong signal area. 

You will need to enter the Meeting ID and Password from the invite when prompted.  

During the meeting you can dial *9 to ‘raise your hand’ to get the attention of the Chair. You 

will not be audible until the Chair/Clerk allows you to speak, however you will always be 

able to hear the meeting. 

 

 

  

https://zoom.us/join


3 | P a g e  

 

During the meeting: 

• When you join, you will enter the “waiting room” until the Host (Clerk) admits you to 

the meeting 

 

• At the start time of the meeting, your audio will be muted until called to speak by the 

Chair/Clerk 

To ask to speak: 

Raise your hand to get the Chair’s attention  

If you have dialled in, dial *9 on your keypad 

• When asked to speak, repeat your name for the benefit of those dialling in and the 

minute taker and Unmute 

• If you lose connection, please retry joining the meeting 

• If either the Chair or Clerk lost connection please wait for them to re-connect, they  

Confidential sessions 

If the council moves to exclude the press and the public (Part 2) the host (Clerk) you will 

then need to be removed from the meeting.     

Public Participation 

If you who wish to “attend” the meeting please contact the Clerk 

(sparkwellclerk@gmail.com) for joining details.  Those who wish to speak should contact the 

Clerk in advance so they can be invited to speak at the appropriate time.  All other members 

of the public will remain muted throughout.  

 

After the meeting 

Once the meeting is finished, the Chair will close the meeting and the host will end the session.  

mailto:sparkwellclerk@gmail.com

