Registering students (For all supervisors)
1) Check the list of students in the waiting room against the provided register: A register of students who can participate will be provided. Only students on the list (who have completed the parental consent form) can be admitted.
Please post a message into the Waiting Room to say:
“We can only admit students who have their zoom display name set to their full name (first name & surname). You should be able to see your display name in the black box in the top left corner of the screen. If this is not set to your full name then you will need to leave the meeting and rejoin using the correct name as registered with us by your parent or guardian.
Instructions on how to change your display name in Zoom were included in the joining instructions sent to your parent or guardian.”
2) Students whose display name is not on the register: If there is a student in the waiting room whose name shown does not match the register, please message them to ask what their name is. If the name given matches the name on the register, then please change their display name to match and then allow them to join the room. Please keep a record of this.
Once we are ready to start (For the main supervisor)
1) Please welcome the students
2) Introduce the adults in the session (all supervisors, presenters and any other adults present).
3) Tell the students that they can access help by sending a private message to any of the supervisors who are labelled as “host” or “co-host”.
4) Highlight that this is not a competition, and it is fine to make mistakes. It is more important to contribute and participate actively in the sessions than to always be correct.
5) Please highlight the Code of Conduct and post the following message in the chat:
“Being part of the Session means being kind and respectful to everyone, making sure everyone is included.
Try not to use the chat too much so everyone has space to have their say.
Don’t give people your personal or contact details.
Don’t share anything belonging to others without their permission.
If you are worried about anything, you can message the host or one of the co-hosts.”
6) Ask for everyone to remain muted unless they are sharing something. If they wish to speak, they can raise a hand by selecting “reactions” then raising their hand.
Whilst the class is going on: (For all supervisors)
Chat moderation
1) The chat is set so that students can either privately message the supervisors or alternatively they can message everyone.
2) One supervisor should be constantly monitoring the chat. If any inappropriate comments are made, or students give out any personal details in the chat please delete them as soon as possible (hover over the message and select delete). Please keep a record of the messages you have deleted as they will not be recorded at the end of the meeting when chat is saved.
Please then explain in a private message to the student why their message was deleted. If the behaviour was very inappropriate you can move the student to the waiting room from the participants list by hovering over their name and selecting “move to waiting room”.
3) Students are not allowed to share links/files. If they do this, please delete immediately and send a private message to the student to explain this is not allowed in the sessions.
4) It is essential that we keep a copy of all chat that has happened. At the end of the meeting both host and co-host must go to chat, click the three dots at the bottom and then select “Save chat”. This will save a copy of your chat (including private messages). 
Cameras and Microphones
1) Students cannot turn on their cameras for safeguarding reasons.
2) Students can turn on microphones where appropriate.
3) Please mute any student whose microphone is on when it shouldn’t be.
Break out rooms
We are not using these.
Recording
We must not record the session.
Safeguarding
Any safeguarding concerns should be passed to the main supervisor on the day and then on to Stephen Earles (s.n.f.earles@swansea.ac.uk) as the tuition lead for the programme.
At the end of the class (For the main supervisor)
1) Thank the speakers, invite questions if there is time.
2) Say goodbye, remind them of the date of the next session.
3) Wait for everyone to leave – kick out anyone left over.
4) Save the chat (both host and co-host so we don’t lose any private chats).
5) End the meeting.
