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UNCONFERENCE 
What is an unconference? 

An unconference is a meeting where participants themselves set the agenda. 
In a typical unconference, participants write down the titles of their sessions 
with a brief explanation of it on a post-it note on a wall where everyone can 
see them. Participants then put marks on which sessions they want to attend 
and organizers finalize which sessions will take place and when. 

Unconferences typically follow an Open Space Technology model, following 
four principles and one law: 

1. Whoever comes are the right people. 
2. Whatever happens is the only thing that could have. 
3. Whenever it starts is the right time. 
4. When it's over, it's over. 

The one law is the Law of Two Feet: If during any session a person decides 
that they aren't learning or contributing, they can migrate to another session 
without judgment. (For our purposes, we can call it the Law of Two Clicks.) 

To learn more about these general principles, check out Open Space 
Technology: A User's Guide, by Harrison Owner, 
httP.s:/ /elementaleducation.com/wp...: 
contentluP.loads/temP.IOP.enSP.ace Technology--UsersGuide.p.Jtl_ 

https://elementaleducation.com/wp-content/uploads/temp/OpenSpaceTechnology--UsersGuide.pdf
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https://forms.office.com/Pages/ResponsePage.aspx?id=qT9zeA5UuE6_KXPE7rY0EngXRvPjI_tJisw6cvEsqEpUOFU2OVdIOFlYWDI0VVhGM1JBSDU4RUxBQi4u
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FIND YOUR SPOT 
Identify a working area that fits your 
needs. Think about the lighting, noise, 
and potential distractions. 

SET YOUR NAME 
To create a safe space and community 
for all, rename your picture with your 
preferred name. 

RAISE YOUR HAND 
To promote an organized and 
productive dialogue, follow the lead 
of your session host to ask questions 
and participate In the discussion, 

MICROPHONE & VIDEO 
To help keep bockground noise to o 
minimum, be mindful of molcing 
unnecessary noise. If you ore not 
speaking, remember to mute yourself! 

TIME MANAGEMENT 
Be ready to log in on time. This will 
give you o chance to test your comero 
ond audio, so you ore prepared to 
porticipote in the conference. 

UPDATE YOUR ZOOM 
To fully porticipote in the conference 
ond unconference portion, make sure 
to update your Zoom to the latest 
version! This update will allow you to 
choose the unconference session you 
wish to attend. 

LLNE 
low l1bronoM of New En land 
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Updating Zoom 

• In order to take part in the Unconference, your Zoom Desktop App must be up to date. 

• Open the Zoom Desktop App: 
o On a Mac select Launchpad on your taskbar: 

 
o Your installed apps will appear (Zoom may show up on the second or third page): 

 
o On a Windows computer click the Windows button. Look under Z: 

 
o You may also type “Zoom” into the Search Bar that appears when you click the 

Windows button (if Zoom does not appear, follow these instructions to install 
the Desktop App). 

 
 

Windows 
symbol 

https://suffolk.zoom.us/meeting/register/tJMldOygqz0sGdYPUBV6fYGE2jYBNdBD1VGc
https://suffolk.zoom.us/meeting/register/tJMldOygqz0sGdYPUBV6fYGE2jYBNdBD1VGc
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• Select the profile icon: 

 
• Select Check for Updates: 

 
• A dialogue will appear prompting you to update your app. Follow the prompts to install 

the update.  

• The Zoom App will restart once the update is installed.  
 
 
 
 
 

If you have added a picture to your 
profile, the icon will be a thumbnail 
of that picture. If not, as in this 
screenshot, it will show your 
initials.  



 

https://sulsllnepauserebootrefresh.weebly.com/ 

 
11 

• If your app is already up to date when you check for updates, this dialogue will appear: 

 
 



 

https://sulsllnepauserebootrefresh.weebly.com/ 12 

In-Meeting Controls 

• Zoom Taskbar: 

 
• Mute/Unmute: turn your sound off and on. Remember to remain muted during 

presentations and panels.  

• Start/Stop Video: turn your camera on and off.  

• Access Audio and Video Settings by clicking the up arrow on the Mute/Unmute or 
Start/Stop Video buttons 
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• Reactions (“non-verbal” feedback). Find the Raise Hand button here for questions. 

Raising your hand will bring your name/video to the attention of the host and speaker. 
You can also express other reactions that will appear on your video without interrupting 
your speaker by selecting reactions.  

 
• Chat: Open the chat to type questions or comments at any time. 

        
  

Opening the more menu brings up 
more reaction emojis to choose from.  
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Using Live Transcription 

• Live transcription allows you to turn on speech-to-text transcription during the meeting. 

• Factors that may affect accuracy include: 
o Background noise 
o Volume and clarity of speaker’s voice 
o Lexicons and dialects specific to speaker’s geographic community 

• Live transcription only works for words in English. 

• If you leave the meeting room and return to it, you must turn live transcription on again. 

• To turn on, click the Live Transcript button in the Zoom toolbar: 

 
• Select Enable Auto-Transcription: 

 
• The transcript can appear both as captions and/or a full transcript in a window. Select 

the up arrow (^) that appears on the Live Transcript button (note: this arrow only 
appears for participants once live transcription is enabled): 

 
 
 
 
 
 
 
 
 

Hide Subtitle appears if you have subtitles enabled. Show Subtitle 
appears if you have subtitles disabled and wish to enable them.  
 
View Full Transcript will open the window to show the full transcript as 
it is transcribed.  
 
Subtitle Settings… will open the settings window where you can change 
the font and display size of the subtitles, as well as screen reader 
settings.  
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• Subtitles appear in the window with the video thumbnails. The full transcript window 
opens to the right.  

 
 
 
 
 
  

Subtitles do not indicate who 
is speaking 

The full transcript window shows who 
is talking. This feature is not foolproof 
and occasionally will not catch when a 
new person has started speaking, 
mistakenly attributing what they are 
saying to the person who was speaking 
before them. 

Save Transcript will not 
be available during this 
meeting.  
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Using Self-Selecting Breakout Rooms  

• Once the Host or Co-Host opens Breakout Rooms with the Self Select option, the 

Breakout Rooms icon will appear in your meeting controls.  

 
• Click the icon to open the Breakout Rooms window: 

 
• Hover over the number of occupants (here 0) to join a room: 

 
• You will be moved to your room of choice once you click Join. 

 

 

 

The number beside each room indicates how many 
people are inside. Here, each room is empty.  

Note: If you are a Windows user, 
you will simply see a Join button. 
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• To move to another room, select the Breakout Rooms icon. Because you are now inside 

of a Breakout Room you will be prompted to Choose a Breakout Room or Ask for Help. 

Select Choose a Breakout Room. 

 
• Hover over the number of occupants of the room you wish to move to. When you click 

Join you will be prompted with a dialogue box. Select Yes to move to the other room. 

 
• To leave a Breakout Room and return to the main meeting room, select Leave Breakout 

Room on the bottom right (note: if you select Leave Meeting you will leave the Zoom 

meeting entirely): 
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Using the Zoom Whiteboard Feature 

• Once you are in your breakout session, select the Share Screen button on the Zoom 
toolbar.  

 
• Select Whiteboard

 
 
 
 
 
 
 
 
 

Double click Whiteboard or 
select Share. 
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• Both the Screen Share toolbar and the Annotation Tools will appear automatically.  

 
• Select More on the Screen Share toolbar to enable or disable annotation for others. 

Enabling annotation will allow students to make notes/draw on the whiteboard.  

 
• Use the Text button to type. 

 
 
 
 

Annotation Tools 

Screen Share toolbar 

Use the page controls to 
create new pages and move 
between pages. Only the 
person who created the 
whiteboard can 
create/switch between 
pages. 

You may also hide the Screen Share toolbar by 
selecting Hide Floating Meeting Controls. They 
will reappear if you press Esc. 

Here, annotation is enabled for others. If you see 
Enable Annotation for Others, click to allow other 
participants to annotate the whiteboard. This is a 
great way to share and notate your ideas during 
the unconference sessions! 
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• Use the Draw button to draw with your cursor or a stylus pen. The selections offer 
different options such as arrows, thicker lines, or premade shapes.  

 
 
 

• The Format button allows you to change your text and lines' color and change your line 
width and font. You can also use your cursor or stylus pen to Erase or quickly press the 
Undo button to undo your last action or Redo to redo your previous action.  

 

The Stamp button allows you to stamp 
pre-made shapes without changing 
them, as with the premade shapes in the 
drawing tool menu.  
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• Spotlight allows you to turn your mouse into a pointer or an arrow stamp with your 
name on it.  

 
• Clear allows you to fully clear the board, clear it of all of your work, or clear it of work 

anyone else has created.  

 
 

 

This is what the pointer looks like. 

Select Save to save a copy of the whiteboard as a PDF or 
PNG to your computer. (Note: You may also go to 
Suffolk.zoom.us to change your master settings in order 
to automatically save a copy when you stop sharing your 
screen. 




