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Leading a Zoom meeting using Claim Host 
Introduction 
U3AM is now sharing 3 Zoom Pro licences amongst a number of tutors. This means that 
our Zoom classes will be centrally timetabled, and you will initially enter the meeting as a 
Participant and then use the Claim Host function to take control of the meeting as a Host.  

How to Claim Host rights for your class 
Before you can use the Claim Host function, you will be given a Host Key (6-digit code) for 
your meeting by the Course Coordinator.  

Once you have the Host Key, please follow these steps:  

1. Connect to the meeting. Click on the Meeting Link provided in the invitation email. 
If you have not already downloaded Zoom, you will be prompted to do this. The Tutor 
may log in from 15 minutes before the allocated start time but not before. It is 
recommended students join 5-10 minutes before the formal start time.  

2. Connect Video and Microphone: By default, your Video and Microphone are on, as 
are those of all participants. If you wish, once you become Host, you can mute all 
participants.   

3. Claim Host rights. On computers and laptops, click on the Participants option at 
the bottom of the Zoom screen. This will open the Participants window on the right of 
your screen. At the very bottom right corner of the Participants screen, you will see 
three menu dots “…” (to the right of Mute Me). Click on this and you will see the 
Claim Host option. 
On an iPad click …More on the menu bar at the top right of screen and select Enter 
Host key to claim host 

 

 

 

4. Enter the Host Key. Click Claim Host (computer) or 
Enter Host key to claim host (iPad) and you will be 
prompted to enter a Host Key. Enter the 6-digit code 
you’ve been given for this meeting.  
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5. You will now be a Zoom Host. 
You will have the ability to: 

a. Mute All Participants – the Mute Button will show Mute All as an option.  

b. Unmute or mute individual participants either on the Participants pane, or the 
top right corner of the individual’s video thumbnail 

c. Turn on the Waiting Room - an added security measure to ensure that you 
have control of who joins the meeting. 

d. End the Meeting. Please ensure that you End meeting for all at or before 
the end of your scheduled time to ensure that there is no clash with the next 
class. (Do not just Leave Meeting). 

 

 

 

Security 
Once you have used Claim Host, you will see a SECURITY icon in the Meeting Control Bar 
at the bottom of your screen.  

 
 

Waiting Room 

When you click on Security,  
it allows you to enable the  
Waiting Room.  

All participants connecting  
after that will go into the Waiting Room. 

 

 

To view the Waiting Room, and admit people into the 
meeting, open the Participants Pane by clicking on 
the Participants icon on the menu bar: 

You must then Admit each individual into the class – 
or Remove any interlopers.   

 

Share Screen 

Unless there is a particular reason that you want participants to be able to Share their 
screens, it is recommended that you do NOT allow them to do so. Inexperienced users 
sometimes “share screen” unwittingly, causing disruption to the meeting. 
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Meeting control 
Conversation and Microphones: Zoom is poor at handling multiple members speaking at 
once. It is suggested you encourage all students to mute their microphones except when 
speaking.  

 
As Host you can Mute All. This will minimise background noise. If you choose to Mute All 
here are some methods for controlling conversations: 

a. Ask members to wave their hands, then they (or you) unmute the selected person 
when you name them 

b. Use the Raise Hand function: Members can click on Participants and select 
Raise Hand. The Host will see a blue hand raised icon in the participants list and 
can unmute that member. Mute again when conversation finished. You need to 
have the Participants screen open to manage this. 

c. Participants using a computer or laptop can use the space bar to temporarily 
unmute themselves when called on to speak. 

d. Ask members to use Chat to pose any questions. Chat can be directed to 
Everyone or a particular person. 

e. Students may choose to turn off their Video at any time. Their name will then 
appear in a grey space. 

f. Sharing content: You may share a screen with students, and they may also 
share a screen. However only one screen share at a time is possible. To change 
from one shared screen to another, you must Stop sharing the first screen or 
choose New Share.  

 


