
Using ZOOM Communication 

 

You will receive an email in advance giving you a meeting date and time as well as 
a phone number for dial up and a link to log on at a desktop or IPAD.  The dial up 
will prompt you for a personal code number that is also embedded in the email.  
The link is easy. Make sure you log on with 5 minutes to spare. The first time using 
ZOOM requires a download. Residents using Zoom will get the sign on 
information from our website and a notice posted on the doors of town hall. They 
will then log on just the way Board members and staff do remotely. 

 

Enable your video and audio settings on the device you are using. 

 

When you are “At the Meeting” you’ll see a screen that says “Training”, “ZBA 
Hearing” or “Board Work Session”. It will signal the facilitator that you are ready 
and you’ll be moved from the waiting room to the meeting by the facilitator.  At 
this time, you’ll be able to see the participants on your computer screen. 

 

 The facilitator will roll call the expected participants to make sure all 
are present and video is working. All participants are muted by the 
facilitator until the roll call begins.  When complete, the Board Chair or 
Supervisor will begin the meeting with the participants microphones 
open.  

 

The meeting format will be exactly the same as they are at Town Hall, 
be it the Pledge, reading Conduct rules, 5 minute open forum etc. The 
Board will discuss the topic amongst themselves with no participation 
from the public. The public is welcome to view and listen to the 
meeting however they will only be permitted to speak at the open 
forum or by permission of the Chair. 



 

 

There is a tool bar across the bottom of your screen that shows several 
icons.   

1) Reactions: thumbs up to indicate that you agree, yes in response 
to a question and a vote of yes.  

2) Reactions: the hand symbol indicates to the facilitator that you 
would like to speak.  

3) Chat – click on the icon and it allows you to type a question or 
comment and appear in a box on the side of the live pictures.  The 
facilitator will address the comments and questions as they scroll 
by. 

4) Audio and Video are being recorded at all meetings.  
5) Be sure to identify yourself before making your comments as 

some may not have video capabilities. Speak clearly and directly. 

 

Diane, Donna or Lizanne will be taking notes as usual at every meeting. 

 

 


