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The Creative Writing Programme 
A guide for accessing the Zoom video conferencing platform 

 
Introducing Video Conferencing 
Before the pandemic broke the Creative Writing Programme was already 
planning to offer distance/remote learning versions of our courses and 
programmes from October 2020 and had invested in video conferencing 
technology. When we were told we would need to close down our teaching 
spaces, we realised we could bring it in earlier and make it available to all our 
writing students. We will now be teaching out the final part of our courses for 
this year using a video conferencing platform called Zoom. 
 
So, what is a video conferencing platform? 
Very simply, a video conferencing platform is like talking to room full of 
people, but instead of them being there in front of you, you’ll be talking to 
them on your computer or phone screen. We’ve created this guide to help you 
learn how to use the technology and to suggest some simple protocols that will 
help you to communicate effectively whilst interacting online.  
 
How will all this work in relation to my course?  
In many ways nothing will change – except that you don’t have to come to 
class! Your classes will still be at the same time each week and will be the same 
length (with a slightly longer ‘tea break’ so everyone can rest their eyes). All 
you’ll need to do is sit down in front of your computer a few minutes before 
your class starts, log in to your course page and make sure you are prepared 
for the class. You’ll see in the weekly session box a link to your Zoom meeting. 
Five minutes before your class begins, you’ll click on this link and after Zoom 
has checked you through a couple of settings you’ll begin to see the faces of 
everyone in your group as they log in to the Zoom call.  
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What devices can I use?  
You will need a computer with a camera (most modern computers have a 
camera built in) and a good internet connection. You’ll need to check that your 
computer has a camera. Some older computers don’t. Computer cameras can 
be brought very cheaply from your local computer shop or on Amazon.  
https://www.amazon.co.uk/s?k=computer+cameras+and+mics&crid=HMB47K
AFDJE3&sprefix=computer+cameras%2Caps%2C138&ref=nb_sb_ss_i_3_16 
 
Using your home computer or a good laptop will enable you to run a number 
of different windows on the same screen. This will allow you to see your 
course page and the class Zoom meeting at the same time. You can also use a 
good mobile phone to access the Zoom – although a disadvantage of doing this 
is that you won’t be able to see your course page. One thing you could do if 
using a mobile phone is prop it up next to your computer and use the phone 
for the Zoom and your computer to see your course page. 
 
If you have an older computer, you may find that some of the functions on the 
Zoom call are not available to you. For example, you may not be able to switch 
to Gallery View which allows you to see everybody’s faces at the same time. 
 
 
What do I need to do to make it all work? 
Once you’ve decided what devices to use, you’ll need to download the Zoom 
app on the device you want to use to access your Zoom class.  
To do this: 

1) Type zoom into your computer or mobile phone’s search engine 
2) Click on the Zoom website – Zoom: Video Conferencing, Web 

Conferencing, Webinars … 
3) Click on ‘Resources’ in the top header 
4) Click on ‘Download Zoom Client’ 
5) Click on the blue Download button, under Zoom Client for Meetings 
6) Once the download is complete, follow the instructions to install the 

Zoom application on your computer. 
7) Please note, that the downloading process may vary slightly depending 

on what type of device you are using and what type of computer 
software is installed on it. 

 
Once Zoom is installed you’ll be able to connect automatically to your Zoom 
meeting when you click on the ‘Join Zoom Meeting’ link on your course page. 
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OK, done that, now what? 
The next thing to do, before classes start is to have a look at some of training 
videos. You will be able to find Zoom training videos on YouTube or by typing 
‘How to join a Zoom meeting’ into your web browser. These videos will explain 
what happens after you click on the ‘Join Zoom Meeting’ link. 
 
Training videos for Zoom users. Please make sure you’ve watched ‘Joining a 
Meeting’ https://support.zoom.us/hc/en-us/articles/201362193-Joining-a-
Meeting 
 
OK, so I’m in! What do I do now? 
After the Zoom app has checked that your microphone and video is working 
and asked you whether you are accessing the platform with a phone or 
computer, you’ll arrive in the Zoom meeting and you’ll see a screen like this 
(only they won’t all be CWP tutors! They’ll be the faces of other people in your 
group). 
 
 

 
 

 
Along the bottom bar are a number of icons.  
 
On the far left you will see a mute and start video button. If you want to turn 
your microphone off, you can click on the ‘Mute’ button. It will go to ‘Unmute’ 
and your microphone will be off. To turn your microphone back on, just click 
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on the button again. The ‘Start Video’ button will open up your video stream 
and your face will appear on the screen along with the rest of your group. 
 
 

 
 
 
In the centre of the bottom bar you will see this icon: 
 

 
 
 
The ‘Chat’ icon allows you to send text messages to people in the group during 
the Zoom. If you click on it a window will open to the side of the Zoom screen. 
At the bottom of the Chat window, you will see a window which says ‘Type 
message here’. Above it you will see a little drop-down menu. If you click on it 
you will be asked whether you want to send the message to the whole group 
or just on individual person.  
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Choose who you want to send your message to from the list of names that will 
appear, type your message into the message box, hit return and your message 
will appear in the Chat box. 
 
 

 
  
You will also see a ‘Participants’ button  
 

 
 
If you click on this icon another side column window will appear with the 
names of all the participants in the Zoom listed in it. Please ensure that your 
right name is showing with your image by clicking the ‘rename’ tab if you need 
to and putting in your name.  
 
Finally, when the Zoom session is over, you can click on the ‘End Meeting’ icon 
in the bottom right hand corner to leave. 
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OK, let’s talk! 
You’ll be pleasantly surprised how easy it is to use Zoom. Once you understand 
the basics take some time to try it out - just click on a few buttons and explore!  
 
Remember you are studying, so please make sure that you are in a quiet room 
and you won’t be interrupted when Zooming.  
 
Your tutor will talk you through some of these things in your first session and 
will explain the protocols you will need to use when talking as a group.  
 
The most important thing to remember is NOT TO LEAVE YOUR MICROPHONE 
ON. It is important that that when your tutor is talking everyone mutes their 
microphones. If you don’t you’re likely to get feedback and hear some strange 
noises. Your tutor will be able to mute all microphones centrally, but please 
keep an eye on your microphone and turn it off when you are not speaking. 
 
One of the clever things about Zoom is that it identifies who is speaking and 
brings their image to the centre of the screen (if you are not in Gallery View). 
So, whoever is speaking is likely to be the face you will see on your screen. 
 
To avoid the camera jumping around during discussions, it’s really important 
that you raise your hand and wait for your tutor to invite you to speak – rather 
like in a formal meeting with a chairperson inviting people to speak one after 
the other. The alternative – and your tutor might prefer this – is to click the 
raise hand icon in the ‘Participants’ window. This will send a signal to your 
tutor, who will be hosting the meeting, that you want to say something. 
 
And that’s about it really! Like all new experiences it will seem a bit strange at 
first but people soon get used to video conferencing. There will be the odd 
glitch, but the important thing is not to worry too much about the technology. 
You’ll soon get the hang of Zooming and at times like these when we are 
having to socially distance, it’s great to get together with people to talk and 
learn! 
 
If you have any other questions, please contact 
info@creativewritingprogamme.org.uk  
 
Happy Zooming! 
All best 
Mark Slater – Programme Director 


