
To customize as you see fit. Suggested slide to display 30min before your meeting 
starts. 

1. Gives coaches something to do when they sign in
2. Gets them familiar with Zoom tools
3. Lets you troubleshoot anyone having issues
4. Dives into connections and content straight away.

As much as possible we want to mirror and replicate what we do in a classroom setting. 
In almost all cases, this is possible in a virtual environment. 
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Introduction: We [I] would like to begin by acknowledging that the land on which we 
gather is the unceded territory of the (Musqueam, Squamish, Stó:lō and Tsleil-
Waututh Nations.) – Depending on location these territories will change. 

Link to find which territory you’re on: Native-land.ca
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There are two significant differences with Adobe and Zoom:
1. In Adobe, all content is loaded into Adobe ahead of time. In Zoom, everything is 

done by screenshare.
2. Bandwidth is drastically better in Zoom. Audio, video, and sharing just work.

Customize as you see fit, can be used at the beginning of your meeting to “set the 
stage” before you switch to your NCCP ppt.

Remember your goal is to mirror the classroom setting… cameras should be on most of 
the time if not all.
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This is what you see on the menu bar as the host of the meeting
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This is what screen share looks like for you as the host.
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Depending on what you want coaches to be seeing, you will have to remind them to 
click on “View” at the top right and pick from:

1. Speaker View
2. Gallery View
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In both Speaker View and Active Gallery view, there is an option for “Side by Side” 
mode when screen sharing is enabled. This shows the PPT (or screen share) at the left, 
and the Active Speaker or Gallery view at the right.
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Frequently change the way you interact with coaches and ensure a lot of interaction 
without overwhelming people. Make interaction purposeful. 
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There are a number of ways to interact with coaches during a workshop. Ensure you 
use a variety of these options to keep engagement up.

Note on Reactions: All reactions will appear on the participant’s video for a brief period 
and then disappear automatically.

Raise Hand will stay up until either the participant or the host lowers their hand. If 
multiple people raise their hand, their video will change order in priority of who’s hand 
was raised first.
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In gallery view, you can “Pin” videos to keep the focus on 1 or more participants. Great 
for doing a fishbowl exercise or focusing on a few presenters such as presenting back 
from a breakout room.

18



There is a feature built in for “CC Live Transcript”, or closed captioning. Selecting this 
will allow to either assign someone to transcribe the session, or you can pick the auto 
feature. All audio that is shared will be captured as text on the screen. It’s not perfect, 
but it’s pretty good.
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This is how all content is shared. Manuals, PPTs (PDFs), videos, etc.

Note that all NCCP PPTs are now saved as “read only” and have no password to access 
them. You can and should not edit them, nor are you allowed to as they are 
copyrighted.
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When you click the green “Screen Share” button at the bottom you will see this screen. 
These are the BASIC (first tab) options:

• Desktop: Shares your entire desktop. The menu bar, tool bar, and shows different 
screens or applications as you change between them.

• Whiteboard: Allows for drawing and annotations, in either free form or text notes.

• Iphone/ipad via Airplay or via Cable: This is mac specific, recognizing that I have 
these options available

• All other screen views that show up are snapshots of the files you have open. In this 
example you see the PPT, but you would also see PDF or any other windows or files 
you have running.

NOTES
SHARE SOUND: If you are sharing a video that requires sound, make sure you click 
“Share sound” at the bottom left. 
OPTOMIZE FOR VIDEO CLIP: Only use this for video files off your hard drive. It will not 
help for video embedded in a PPT, or for video shared online sure as that through 
through YouTube.
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When you click the green “Screen Share” button at the bottom you will see this screen. 
These are the ADVANCED (second tab) options:

• Slides as Virtual Background: Think of this as Vanna White in front of a Wheel of 
Fortune Screen, or a Ted Talk. Shows your slides behind you. Practice ahead of time if 
you want to use this! Great with images, but makes it hard to read text on a screen.

• Portion of Screen: Best option to using a PPT with “Presenter View”, as you can share 
just the PPT part of the presenter view screen.

• Music or Computer Sound Only: Great for playing a playlist during breaks or before 
you get going.

• Content from 2nd Camera: Like an old school overhead projector, shares additional 
content if you have a second camera.
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The option to share a portion of your screen let’s you share only a small selected 
window. For example, if you wanted to use a timer you could just use a Google timer 
and scare the portion of the screen. No need to find an additional program or 
download a timer tool. 

Note that in breakout rooms the pre-set timer will show to the participants, including a 
countdown.
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When you click the green “Screen Share” button at the bottom you will see this screen. 
These are the FILES (third tab) options:

Shares files directly from whatever applications you have connected accounts for.
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When you share a whiteboard, for people to engage they need to click “View Options” 
at the top right and “Annotate” in order to get the annotate toolbar.
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Breakout rooms, as with small group work, should be small and no more than 3-4 
people unless a larger number is required for the activity. The longer breakouts are the 
greater chance for them to get distracted and go sideways. Generally breakout time 
should reflect the time allocated in the LF guide for the activity.

Once in breakout rooms, coaches have the opportunity to come back to the main room 
or to ask the LF for help. Same as in the classroom. You as the Host have the ability to
pop in and out of the rooms. Keep your video on so they know you are there.

Require coaches to have video and audio on in breakout rooms for the best interaction 
possible. Same as we would in a classroom course.

If you intend to use whiteboards in the breakout rooms, share an example in the main 
room using screenshare (See previous section) to ensure everyone understands how 
the white board and annotations work.
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By clicking on the “up” arrow beside ”Screen Share” you can make sure both of these 
options are set to “all participants”. This is important for breakout rooms.  Suggest 
doing this before even starting the meeting, although it should also be set by default.
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First screen you see when you click “Breakout Room” at the bottom of the screen. 

When you click “Create” you see the next slide…
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Second screen you see when you click “Create” at the bottom of the menu.

When you click the “gear icon” at the bottom left you will see the next slide.

When you click “Open all Room” it will start the breakouts.

29



This is what comes up the “gear icon” options. By default it will show your previous 
settings (e.g. if you last breakout was 10minutes with a 60second countdown)
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Once your breakouts are underway this is the screen you can see, to move people, to 
join rooms, etc.

Clicking “broadcast message” shows the next screen and let’s you send a note to all of
the meeting rooms. 
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If you gave coaches instructions before going to breakout rooms, such as “save your 
whiteboard”, be sure to remind them with a broadcast message
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Instructional Design, Delivery Activities/Adaptations:
• Topic Breaker:

• Acts as a secondary technology check
• Ask for: name – city – sport – why do you coach
• 30 seconds or less

• Lecture:
• Encourage participants to ask questions by raising their hand when the 

topic is fresh
• Individual task:

• Participants will post a green check mark when done
• Resume session with all green checks marks are posted
• May have to send chat message to remind participants to post green 

check mark during longer individual tasks
• Break out rooms:

• Encourage participation
• Assign a leader (inclusion and timing)
• Remind participants you will periodically be in their room, they can ask 

questions then
• Send broadcast messages for timing updates

• Reciprocal coaching:
• Same as break out rooms

• Pairs task:
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• Same as break out rooms
• Brainstorming:

• Same as break out rooms
• Role play:

• Challenging because participants can’t see each other
• Real-life scenario could be a phone call
• Need follow the scenario as close as possible

• Group discussion:
• Encourage people to raise their hand
• You can call on someone that is not actively participating

• Jigsaw:
• Same as break out rooms
• Takes time to re-arrange the break out rooms
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Recommendations. Not required but best practice. You don’t need a co-host for the 
entire time… but to start the workshop and get breakout rooms going for the first time 
is a great practice.

Note you can make anyone a co-host during the meeting, and then will have the same 
in-meeting controls as you as the host. They do not need to be signed in to the ViaSport
Zoom account.
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Note that other than “use dual monitors” this is what we do in classroom courses too!
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When in doubt… Zoom videos are great how-to!
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