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Important Privacy and Security Advisory 

Participants in this course are advised that this course will take place entirely online using a 

third-party video chatting solution called Zoom. This means that, in order to participate in the 

class, you will be required to download and configure the Zoom application for use on your 

home computer (Windows or Mac OS X), tablet (iOS or Android), or smartphone (iOS or 

Android). 

Participants are cautioned that, by their nature, video-chatting solutions utilize the camera and 

microphone on their devices and that they should act accordingly. You can choose whether or 

not to use your microphone and/or camera but you might not benefit fully if you don’t, at least, 

activate your microphone. Please be courteous and refer to our Best Practices tab for more 

information about using your camera and microphone during our Zoom sessions. 

Be aware that it is possible that, although the Municipality of Brockton will not record the 

session, there is a risk that other participants (or the Zoom provider) might record your voice 

or camera unbeknownst to you. This vendor is located in the United States and your data may 

end up in that jurisdiction. 

The Municipality of Brockton collects only your name and email address under the authority of 

the Municipal Act, 2001, for the purposes of administering and providing you virtual classes of 

your choice.  Questions about this collection should be directed to Programming Coordinator, 

Parks and Recreation.  Address: 290 Durham St W, Walkerton, ON. N0G 2V0, Telephone: 519-

881-0625.  Please be advised that the Municipality of Brockton will not keep or record any e-

mail information as a result of registration for virtual classes. 

Lastly, be advised that, when you are using Zoom or any other third-party application, you are 

agreeing to that vendor’s terms & conditions and to their privacy policy.  Please consult Zoom 

Privacy Statement for further details. If you have any concerns about participating in our virtual 

recreation and culture programs, please register for an in-person course when they are 

offered. 

  



 

 

 

Best Practices 

Before we begin 

Although no virtual program can replace in-person interactions, Zoom is a good video 

conferencing tool that connects people together remotely and is very easy to use. 

It is common for video conferences to be delayed or get interrupted due to technical snags. To 

prevent this, turn on your device and check if Zoom is working correctly, also testing your video 

and audio, about 10 minutes before the scheduled start of the class. 

For the best streaming experience, close any unneeded applications on your device and avoid 

activities (e.g. streaming video elsewhere, etc.) that share your internet connection as this will 

slow things down. 

If needed, you can get assistance directly from Zoom Support. 

Zoom controls and etiquette 

Once you have started or joined a meeting, move your mouse in the Zoom window to display 

the meeting controls. Depending on your device and/or settings, it may be located at the top or 

bottom of the screen. 

Microphone icons 

The Microphone icon with a red slash means your microphone is on mute. Without the slash, 

everyone can hear you (and anyone or anything else in your immediate area). 

Please make sure to mute your microphone when you are not speaking to avoid 

audio interference. 

Video icons 

The Start Video icon with a red slash means that your video is off. Depending on the program, 

you might not benefit from the class as much as you could if your camera is turned off. 

The Stop Video icon means that your video is on. 

These tips can help improve your camera and video use: 

▪ Look directly at the camera and adjust its position and distance from you according to 

the class type. For fitness you may want your whole body in the frame. For an art class 

you may prefer to sit at a table. 

▪ Position your camera so that most of the light in the room is in front of you, instead of 

behind you (which will cast shadows over your face). 

▪ Keep in mind that everyone will be able to see whatever is in the frame behind you. 

Chat and Participant icons 

https://support.zoom.us/hc/en-us
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Want to ask a question or make a comment during the class? There are two ways to do this: 

1. Click on the Chat Icon on the toolbar to open and type in the message window. Make 

sure you press enter to release your question/message when you are ready. 

You can release your question/comment to “Everyone” or just to an individual. Toggle on 

the “To” that appears for the list of people connected to your class. 

2. Or, click on the Participant icon (to open the Participant window) and then the Raise 

Hand icon, which will appear on your picture. 

If the instructor calls on you, unmute your microphone and ask your question. Please 

remember to mute your microphone again when you are not talking. 

Speaker View and Gallery View 

Speaker View shows the speaker in one large box with the remaining participants in a row 

above it. 

Gallery View shows all participants in the same size in a grid. The current speaker is outlined in 

green. 

You can switch between views by clicking on the icon at the top of your screen. 

You can also click on the ellipses, which looks like three dots (...), in your picture to start/stop 

your video, mute/unmute your audio, and rename your image. 

Leave Meeting 

Click on the Leave Meeting icon in the toolbar when you are ready to exit the class. 

How to access your class on Zoom 

1. Click the link provided in your email to access the class on your device (computer, iPad, 

tablet, smartphone/phone) five minutes before the scheduled start time. 

2. Zoom will prompt you to Click Open Zoom Meetings. 

3. You will be temporarily placed in a ‘Waiting Room’ while our staff checks you in. Please 

don’t exit the application and you’ll be in your class in no time! 

4. Remember to use your full name as it appears on your Brockton Registration account, 

when logging into Zoom. Only those registered for the program will be allowed to 

participate. 

During the instruction, all participants will be placed on mute. This helps ensure quality sound 

for all participants 

If you require assistance during the program, please use the chat function and our moderator 

will be happy to assist you. 


