
Protocol for Kendal Zoom Meetings 

1) All participants will be automatically muted at the start of the meeting, and until 

questions are solicited by the speaker. 

  

2) If you wish to comment or ask a question, use Raise Hand by clicking on the Participant 

Icon in the Zoom Bar, then locating the Raised Hand at the bottom of the Participant 

List.  The blue raised hand will show on your picture and beside your name in the 

Participant List. 

a. Click the Participants button. 

 

b. Click one of the icons to provide feedback to the host. Click the icon again to remove it. 

 

Note: You can only have one icon 

active at a time. 

 

Telephone Users: *9 (star, 
then 9) raises your hand. 

 

c. If you are called on, unmute by holding the space bar down while you speak, or 

clicking on the microphone in the Icon list.  Please mute yourself after speaking.  

To Mute: Click on the Microphone on the Icon Bar until a red bar crosses the 

microphone OR Open the Participant List (click on Participant), find your name 

and click on mute.  Telephone users:  *6 (star, then 6) toggles between 

mute/unmute (6 is the key for the letter M, as in mute). 

d. After your comment or question, the Raise Hand icon can be clicked to Lower 

Hand. Or the Zoom host will lower it.  

e. There could up to 100 people at the meeting; not everyone will get a chance to 

speak.  And there will be not time for training or help with the Zoom process. 

 

3) If you wish to react to something, click on the Reactions icon, where you can find a hand 

clapping, or a hand with thumbs up.   

a. In your meeting controls, click Reactions.  

 

b. Click the type of reaction you would like to send: clapping 

hands or thumbs up. 

 

c. The reaction will display for 5 seconds. 

4) Enjoy! 


