
PRESBYTERY OF THE JAMES 
GUIDELINES FOR THE 105th STATED MEETING 

JUNE 16, 2020 
BY ZOOM 

 
The 105th stated meeting of the Presbytery of the James will be held via the webinar format of 
the Zoom electronic meeting platform. This format differs in several significant ways from the 
basic Zoom meeting format, with which many of us are familiar. The primary difference is that 
only panelists, designated leadership, and technical crew will have access to the microphone 
and camera throughout most of the meeting. There are ways for other participants to ask 
questions, make comments, and to vote, and all ways will be available at all times. 
 
Once you have registered for the meeting, you will receive an email confirmation, which will 
include a link to join the meeting. Save that email - you will need that link to join the meeting. 
Each registration generates a unique confirmation link, so you will not be able to share the link. 
This is one feature that will be relied upon to provide security and monitoring of the meeting. 
 
Participants are required to join the meeting on an individual device - one person on one device. 
We are encouraging participants to join the meeting on a desktop or laptop computer. A tablet 
or smartphone, or a basic phone are acceptable alternatives, if a computer is not available. 
 
If you use a desktop or laptop computer, please make sure you have high-speed internet 
access, sound output device (speakers, headphones, or earbuds), and microphone capability. 
Being close to your wi-fi router during the meeting may help the connectivity. 
 
If joining by desktop or laptop is not available, a tablet or smartphone may be used, using the 
free Zoom app. The app is available at your device’s app store. 
 
You may also join the meeting by dialing into the meeting with a basic phone. The confirmation 
email that is sent after the participant registers will have the phone number to use. Phone users 
will have other instructions to be able to ask questions, make comments, and vote . If you are 
using a phone, you may wish to attend the training session for phone users. 
 
Training sessions for participating in this Zoom meeting have been scheduled on Tuesday, June 
2, 10:00 am (telephone devices) and Thursday, June 4, 6:00 pm (computers and smartphone 
devices). Registration for each of these sessions can be found on the POJ’s website on the 
stated meeting page or in the message from the POJ on May 22. 
 
Once a participant has joined and been allowed to join the meeting, only the panelists will have 
enabled microphones and cameras - all others will be muted and not visible. Attendees who 
wish to have a voice on the floor will be granted such by the Moderator. 
 



Upon entering the meeting itself, the following features and options are available: 

CHAT  - The chat function, indicated at the bottom of the Zoom screen, will be disabled for 
all users except to allow information to be shared with you from the panelists. Attendees 
will not be able to use this to send messages to the panelists, nor to send messages to 
other attendees. Questions for the panelists should be sent via the Q & A function (see 
below). 

RAISE HAND - Another button at the bottom of the Zoom screen allows you to request 
recognition to speak or object to a motion being passed through unanimous consent. To 
‘raise hand,’ click the little blue icon and a little blue hand will appear next to your name, 
alerting the Moderator of your request. Once recognized by the Moderator, your 
microphone will be unmuted to allow you to speak. Phone users should use *9 (‘star 
nine’) to activate the ‘raise hand’ feature and *6 (‘star six’) to mute and unmute yourself. 

QUESTION & ANSWERS (Q&A) - The third button at the bottom of the Zoom screen allows 
a participant to ask questions of the leadership or to make a motion for the body to 
consider. In either case, you must type your question into the Q&A screen. Then, raise 
your hand to be recognized. Once recognized, refer everyone to the question or motion 
in the Q&A screen. These questions should relate to the agenda item being discussed. 

If an item of business requires a vote, the body will be polled for the vote. At the appropriate 
time, the Moderator will make the situation and motion clear, and will call for the vote. A dialog 
box will appear on your screen with the question at hand, and you will be asked to vote ‘yes’ or 
‘no,’ and then you must submit your vote. 

If you are not attending as a voting commissioner, you may not vote. The response of ‘no vote’ 
will be available for those people. 

Please note - only one vote can be recorded from each device. Each participant should be using 
a unique device for the entire meeting. 

TIPS BEFORE THE MEETING 
Attend one of the two training sessions. If you can’t join those sessions, contact Barbara Espigh 
in the POJ office - she will assist you to get some training. Her email is 
barbara@presbyteryofthejames.org. 

Make sure your wi-fi has a strong and stable signal. Connect to the meeting while close to your 
router. 

Make sure your displayed name is correct and appropriate to this meeting. Change if necessary. 

mailto:barbara@presbyteryofthejames.org


Get your water or coffee before you sit down at the meeting. Use the bathroom before you join. 

Get your headphones set up. They will help reduce background noise during the meeting. 

Check the background behind you, in case you need to be recognized. 

Keep the registration email with the Zoom link at the ready. If you become disconnected, Zoom 
should automatically reconnect you, but you may need it to re-enter the session. 

TIPS FOR THE MEETING 
Join the meeting early - it takes a few minutes to be joined. The webinar room will open at 

9:00 am. 

There will be a brief orientation and review of the Zoom features at 9:45 am. 

Meeting will begin promptly at 10:00 am. 



Reminders - 
CHAT - to see messages from the panelist / leaders of the meeting 
RAISE HAND - to seek recognition to speak on a motion or to make a motion 
Q&A - to ask questions of the panelists / leaders of the meeting 
 
Reminder - you will be muted for all of the meeting, unless you request to speak and are 
recognized by the Moderator.  
 
Worship will be held at the beginning of the meeting. Scripts for responsive readings, scriptures, 
and music will be provided on the screen. 
 
If you are participating by phone, please announce yourself and your name when you are joined 
to the meeting. 




