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The AGM using Zoom – how it will work 

You will need to have access to a ‘smartphone’, tablet, laptop or desktop computer connected to the 

internet in order to participate in the AGM this year, with COVID restrictions preventing our usual 

annual gathering at the Poppy and Pint. Details of how to download and join the meeting are given 

below. 

The AGM will be held using Zoom in the ‘active speaker view’ mode as far as possible, so that only 

the Officer of the Club speaking and giving  their report will be seen filling most of the screen. Other 

participants will show as small thumbnails across the top of the screen (how much you see in in this 

view will depend on the device you are using). The view will be changed to ‘gallery view’ when 

needed. 

Meeting Process 

The Commodore will open the meeting and deal with Agenda items 1 to 3.  

Note - If you wish, please e-mail the Club honorary secretary with apologies before the meeting if 

you can’t participate. Only those who notify will be marked under ‘Apologies’ in the subsequent 

official minutes. 

Reporting Officers will speak to their reports as per the Agenda in the published booklet, items 4.1 to 

4.4. Acceptance of the reports will be proposed and seconded. 

Item 5, the election of Officers and Committee is uncontested, so no election as such is needed and 

the names of those nominated and their proposers and seconders will be read out by the 

Commodore with a request for a show of hands by members in support. 

Item 6, amendment of Club rules – these will be postponed to a special general meeting (SGM) and 

this will explained at this point. 

Item 7, change in subscriptions - this will also be held over until an SGM 

Item 8, appointment of Accountants will be taken as accepted unless members express their 

disagreement in advance of the meeting. The Commodore will advise the proposer and seconder for 

the motion and again request a show of hands by members. 

Any other Business, Item 9.  

The Commodore will then close the meeting. 

Voting – the voting process when using Zoom is different to make the process quicker. Only those 

against a motion or abstaining will be asked to indicate – either by raising their hands or by using the 

‘Reactions’ button (bottom of screen, to the right).  

Important – Any apologies, questions or comments relating to the meeting and published reports 

must be submitted in writing or e-mail and in advance of the meeting, to be received by the 

honorary secretary by 10pm on Wednesday 5th January 2022. Submit by post or Email: 

secretary@nottinghamsailing.club 

 

Note – the meeting will be recorded (for the sole purpose of helping the Hon Secretary to prepare 

the minutes of the AGM). The recording will not be retained once the minutes are prepared, nor will 

it be shared. 
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How to Get Started with Zoom – ready for the AGM 

How to join a Zoom meeting: What are the requirements? 

The host (the Club Honorary Secretary) will create the ‘meeting’ and share the invitation URL (web 

link) or meeting ID via an e-mail. This will be sent to all members with e-mail addresses in advance of 

the AGM.  

On the day of the AGM you will be able to ask to ‘join’ the meeting from around 10 minutes before 

the official start, which is 7:30pm. You will be held in a ‘waiting room’ and ‘muted’ (that is you can’t 

be heard in the meeting) until the host allows you into the meeting. You can also choose whether 

you video is on or off when you join. You need to check how to ‘unmute’ yourself if you wish to 

speak during the meeting. Please do not interrupt speakers. 

If you have not used Zoom before on your internet-connected device then you will need to either 

download the ‘app’ or access Zoom via a webpage using the information below. 

You do not need a Zoom login account to join a meeting, all you need is that meeting URL or ID.  

Once the host starts the meeting, participants can join, although you may be told to wait in a 

‘waiting room’ until you can join.  

Alternatively, as noted below, you can sign up for Zoom with your contact info, and then your fellow 

Zoom users can use those details to 'call' you without an invite URL if you want to continue using 

Zoom to keep in touch with people after the AGM. 

How to join a Zoom meeting on a desktop PC by downloading the application 

Download the Zoom desktop app on your Mac or PC from here: 

https://zoom.us/support/download 

Open the downloaded Zoom file. 

Click ’join a meeting’. (You can if you wish ‘sign up’ so you can host or join meetings in the future) 

Enter the meeting ID and your name, and set audio/video permissions if needed.  

 

How to join a Zoom meeting on desktop via meeting invitation link if Zoom is installed 

Click on the meeting invite URL (web link) that the host shared via email or text.  

Open the Zoom program.  

Approve the request for permission to use your computer's audio and camera. 

Depending on the meeting's set-up, you may enter the meeting right away, you may need to wait for 

the host to arrive first or you may be placed into a waiting room that the host controls. 

Once you're in the meeting, there are various option to control the display, audio and video (see 

later). 

 

How to join a Zoom meeting through a web browser 

You don't need to install any extra software to join or even host a Zoom meeting. You can do it all 

through a web browser. 

Click on the meeting invite web-link (URL) that you were sent via email or text.  

https://zoom.us/support/download
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A new tab will open on your preferred web browser. If you don't have the Zoom desktop app 

installed, the page will urge you to download the app.  

Ignore that and skip down to the small print: "If you cannot download or run the application, join 

from your browser." 

Click the highlighted text in "join from your browser".  

Sign in with your name to join the meeting. 

 

How to join a Zoom meeting on mobile phone or tablet (iPhone, Android) 

Download the Zoom app for iOS on the App Store or for Android on Google Play, and set it up using 

your contact information.  

Open the mobile app. 

Tap on "Join a Meeting."  

Enter the meeting ID and your name and set audio/video permissions. 

or 

Tap on the meeting invite URL that you were sent via email or text, which will open the Zoom app. 

The app may ask for permission to use your phone's camera. You may see an option to open a link 

with ‘Zoom’ or your web browser. 

Again, depending on the meeting's set-up, you may enter the meeting right away, or you may need 

to wait for the host to arrive first or you may be placed into a waiting room that the host controls. 

 

Zoom screen on a PC 

You can test your microphone and video from within Zoom and it is a good idea to do this before 

you join a meeting if you can. 

Note the options at the foot of the Zoom window (from the Zoom app on a PC): 

 

You won’t see all the icons shown above as some are only available to the ‘host’. 

 

The two LH icons (shown above) control whether your microphone is on and also your video. A red 

line through either indicates it is turned off.  

If you click on the ^ arrow next to ‘Join Audio’ then options to test your microphone and speakers, 

and to change your audio settings are available. 
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‘Safe Driving Mode’ 

You may find on a tablet or phone that you are in what is called ‘Safe Driving Mode’, you can ‘swipe 

left’ to open the Zoon screen which may only show your name, yourself and other participants. 

‘Swipe right’ to enter the ‘Safe Driving Mode. 

In ‘Safe Driving Mode’ mode your microphone is muted and your camera turned off. 

Zoom screen on a tablet or phone 

Your own camera picture will show as a small square at the lower right, with other participants or 

the speaker filling the rest of the screen. 

Note - On a tablet or phone you also need to tap on the screen to show the icons at the base of the 

screen, similar to those shown on a PC plus a ‘More’ option. 

These allow you to mute the camera and microphone, see the list of ‘participants’ and a ‘more’ 

option that will show a list of options including ‘Raise Hand’ (shows a hand icon on your video), 

‘Chat’ and ‘Meeting Settings’ plus icons to indicate ‘applause’, ‘thumbs up’ etc. 

Help with Zoom 

There is plenty of advice and help relating to Zoom meetings available on the Internet if you are 

confused. 

Remember to participate from somewhere free of background noise and with good lighting if 

possible. 

I hope all who wish to participate can connect succesfully. 

 

Any questions – e-mail secretary@nottinghamsailing.club 

 

Happy New Year! Let’s hope 2022 provides good sailing opportunities. 

Phil Roberts 

Hon Secretary 

The Nottingham Sailing Club 

mailto:secretary@nottinghamsailing.club

