
Using Zoom ​Meetings ​ to hold public meetings 
Published April 23, 2020 
 
We’ve been working to help so many public agencies figure out how to hold remote public meetings using 
Zoom that we decided we’d write our own guides! The first one was on Zoom Webinar, this one is focusing on 
using Zoom Meeting without the Webinar add on. This content is part of a series we’ve written on helping 
special districts communicate during a crisis. ​All of the resources can be found online.​ Zoom also has many 
online tutorial videos. 
 
Zoom software will likely be continuously updated and some options may change by the time you’re reading 
this. (Also, we aren’t affiliated with Zoom in any way - not even as a reseller or referral partner. Just trying to 
help!) We are creating this guide on using Zoom Meetings by popular demand, but just keep in mind that if you 
are a district with a lot of public participation at your meetings, you may want to consider looking at the Webinar 
add on. (It’s a subscription starting at $40 per month, in addition to the $15 per month for Zoom Meetings Pro. 
We definitely do not suggest that you use a free Zoom account for public meetings.) 
 
Because of the nature of public meetings, many of the features that will help other folks control meeting 
behaviors (password protecting, requiring registration) aren’t going to be useful, since your meetings have to be 
open and public. But you can make this work with just a few tweaks to the standard Zoom functionality.  
 
It may help you to know that when I use the word Webinar in this document, I am referring to the ​Zoom Webinar 
add on​. When I use the word “meeting” I am talking about your ​public meeting​, but if it’s capitalized, as in ​Zoom 
Meeting​, I am referring to the software itself.  
 
Clear as mud? :)) Let’s dive in! 
 
– Sloane 
 

What you’ll need 
 

     
   

✓ A computer with 
internet access 
(preferably with 
a camera, mic 
and speakers) 

 

✓ 20-30 minutes 
of time to 
complete this 
tutorial 

 

✓ A credit card 
number 

 

✓ A paid Zoom 
Meeting 
account 
(what’s this?) 

✓ A list of all 
the board 
members’ 
email 
addresses 

 
Additionally, you’ll want to devote some time to ​practicing​ before your first live meeting. Once you get it set up 
properly, and get some practice under your belt, you’ll be great at this!   
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https://engage.getstreamline.com/communicating-during-crisis
https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials
https://support.zoom.us/hc/en-us/articles/360034967471-Quick-start-guide-for-new-users
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Sign up for one Zoom Meeting account for whomever will be hosting your 
meetings (required) 
The first step is to set up your initial ​Zoom Pro Meetings account​ (please don’t use the free account, sign up for 
the Pro account for $15/month). Keep in mind that you don’t need more than one host account - everyone else 
can be included - even board members - without having a paid Zoom account.  
 
Note: if you want to take advantage of automatic transcription of your cloud recordings, you would need to sign 
up at least 10 people on the Business plan at $20/month. :( 
 
Go to ​zoom.us​ and click on ​Plans & Pricing: 
 

 
 
Choose the Pro plan, and go through the checkout process. Keep in mind that you’re only committing to just 
under $15 right now - you can always cancel later.  
 
Also, please use whatever email address you want to be the official host account. If you think multiple people 
will need to host Zoom Meetings, and you can’t afford multiple host accounts, use a generic district email 
address that you don’t mind sharing amongst friends. ;-) 
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You may need to check your email to activate your new Zoom account. Once that’s done, go back to zoom.us in 
your browser and log in. Then click on ​MY ACCOUNT ​in the upper right​: 

Account settings to check / configure (optional) 
Now on to a few settings you may want to configure. These are optional, but highly recommended! 

Enable Closed Captioning 
On the left side of the screen, click on Settings. 
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Then scroll down a bit until you find Closed Captioning, and turn it on if you’d like to enable this option. This 
allows you, or any one you choose, to type captions while the meeting is happening so that people with hearing 
issues can read on the screen what is happening. Keep in mind that it’s not automatic, so someone needs to be 
typing what is being said in real time. If you decide to try this, assign your fastest typist, remind people to speak 
slowly, and ask them to pause when needed so you can catch up! 
 
 

 
 
You might consider adding language to all of your meeting notifications, including at the top of each agenda, 
that you will provide accessibility help (like closed captioning) for those who request in advance. That way you 
aren’t typing away like mad if it’s not necessary!  
 
Closed captioning could be a great way to jumpstart a transcript of the meeting. 
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Save a separate audio file in addition to the video file 
 
A separate audio file is not saved by default. To enable this, to to ​Account Settings - Recordings​ and check the 
box to save an Audio file: 
 

 
This is a good idea and important if you want to share smaller files with anyone who simply wants to listen to the 
meeting, or if you need to save the file as your official meeting record.  
 
You can also enable saving chat messages here, which will be handy if you use chat for public comment. 
 
We’ll talk about where to find all these files in the ​After the meeting​ section. 
 
 
 
Believe it or not we’re almost ready to set up our meeting! But one last thing you may want to update: what 
people see when joining. 
 
 
Keep on keeping on!  �Ñ 
 
(...next page please) 
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What people will see when you speak 
 
When people speak, Zoom shows either: 
 

1. Their video​, if it is on  
2. Or, their ​Zoom profile photo​, if they 

have a Zoom account (even a free 
Basic one) 

3. Or, ​their name​, if they have been 
invited and don’t have a Zoom 
account with a picture 
 

(If they have joined via phone, their ​phone 
number​ will show.) 
 
 
 
 
 
 
 
 
How do you decide - video, photo, or logo? ​This really depends on how your organization plans to handle 
remote meetings. Here are my ​personal​ preferences, ranked by most to least favorite: 
 

1. Board and staff all enable video.​ This allows you to see each other, and the public to see your faces, 
too. People tend to behave better when they see a person vs. some disembodied voice! It’s also easier 
to run a meeting without interrupting one another when you can see everyone. (If you haven’t already, 
check out the funny ​conference call video on this landing page​ - scroll down, bottom right.) 

2. Board and staff use photos. ​If they don’t want to be on camera, you can create a free Zoom Basic 
Meeting user account for each of your board / staff members. That way you can add a profile pic to each, 
and that will show when they speak. 

3. Or keep it simple – names only. ​Nobody is on video or uses photos, you just have the one Host account 
and everyone else is invited as a Panelist. Their names show when they speak. If this is your method, it 
would be great to update your Zoom Meeting Host profile photo to use your agency logo. 

 
To change or add a profile photo, click on the ​Profile​ link in the left sidebar—or, click on your ​photo​ (the person 
icon if you have no profile pic) in the upper right corner, then on ​your name​ right below that when it appears:  
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Then click the “Change” link right below your image and upload a new pic on the next screen: 
  
 
 
 
Note that it will crop to a square, so you may want to prep 
your logo or picture in advance. But it’s worth taking a few 
minutes to get a decent logo or image in place, as that is what 
will show ​every time you speak​ if your video is not enabled. 
(As you can see, my image hasn’t gotten less goofy - I look like 
a bandit with weird hair.) :))) 
 
 
 
 
 
 
 
Whew! Now we’re done with configuration, let’s schedule our first meeting! (Er, our first ​meeting​ using the Zoom 
Meeting​ tools.)  

   

Using Zoom Meetings Pro to hold public meetings Page 8 of 28 


