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NZ Online Philosophy Seminar Series Pilot: 
Tips and Guidelines for Audience 

 

Welcome to our online philosophy seminar series pilot for philosophers in New Zealand and abroad. Below are 
some tips and guidelines designed to help you navigate our online meetings. 

 

Before the Meeting: 

 Make sure you have created a Zoom account (free for personal use) as well as downloaded and installed 
the Zoom videoconferencing app on your device. 

 Five minutes before the seminar, join the meeting by following the session-specific Zoom URL that we 
have provided by email or posted on NZAP’s website. (For security reasons, we tend to make the link 
available only shortly before each meeting.) 

o Initially, you may find yourself in a virtual waiting room. There’s no need for you to do anything. 
Simply wait for the organiser to admit you to the meeting. 

 Please note that our online seminars are being recorded by default, and that these recordings are 
subsequently posted on NZAP’s website (especially for those unable to attend). Recordings contain all 
video and audio activity of the meeting, along with documentation of chat activity. By dialling into an 
online seminar, you consent to having your activity recorded as well. 

 

During the Meeting: 

 Our seminars have a default length of 90 minutes, with ca 40 minutes for the speaker’s presentation, 5 
minutes for a break, and 45 minutes for Questions & Answers (Q&A). 

 By default, your microphone will be muted throughout. 

o During the presentation, you will not be able to unmute yourself (to avoid interruptions). We also 
recommend that you keep your camera off. If you have reason to contact the seminar organiser or 
session chair, please use the Zoom Chat function. (Make sure you direct your query directly toward 
the organiser/chair, marked as host/co-host. If you send your message to Everyone instead, all who 
have dialled in will be able to read it – and your note becomes part of the official recording.1) 

 

 
Using Zoom Chat (Windows PC) 

 
1 By contrast, personal (ie, direct) messages are not recorded. 

1. Click Chat 

2. Type and 
send message 
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o During the Q&A part, you’re able to unmute yourself. However, please do so only when it’s your 
turn to ask a question or make a comment (as indicated by the chair). Don’t forget to start your video 
too. Once the discussion of your point has finished, please mute yourself again. 

 During the Q&A, we distinguish between two kinds of audience contributions: 

o To ask a new question (or make a new point), please use Zoom’s Raise Hand function. For that, in 
Zoom’s Windows app you first click on Participants, which opens a side bar showing all who are 
currently dialled into the meeting. Secondly, click on Raise Hand (located at the bottom right). 

 

 
Using Raise Hand (Windows PC) 

o To ask a follow-up question (or follow up with a comment), please use Zoom’s Thumbs-Up function. 
For that, in Zoom’s Windows app you first click on Reactions, and then on the Thumbs-Up symbol. 

 

 
Using Thumbs-Up (Windows PC) 

o The seminar chair will see your raised hand / thumbs-up and take note. Please wait till s/he indicates 
that it is your turn to speak. Once s/he does, unmute yourself, start your video, and engage with the 
presenter. 

 After about 90 minutes total, the chair will ask the audience to thank the speaker by virtually clapping. For 
that, please use Zoom’s Clap function:        (located immediately next to Thumbs-Up). 

o Depending on the preferences of the speaker, the chair may welcome the audience to remain in the 
meeting past the 90-minute mark. If you wish to engage further, then please stay dialled in and 
continue to participate in the exchange. Otherwise, click the red Leave button. 

 

After the Meeting: 

 Following the conclusion of the seminar, the organiser will post the session recording on NZAP’s website. 
You’re very welcome to revisit the talk there and get in touch with the speaker by email afterwards. 
(Contact details for the presenter will be available on the website too.) 

 Please also check if the next online seminar is already listed on the website. If so, we recommend you make 
a note in your diary. If not, make sure we have your email address (so we can message you in time for the 
next meeting). 

 If you’re a philosopher yourself and wish to present your work in our online series, then please get in touch 
with the organiser. Contact details are listed on the website. 

1. Click Participants 
2. Click 

Raise Hand 

1. Click Reactions 

2. Click 
Thumbs-up 
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 Similarly, if you’re aware of someone else (eg, from outside New Zealand) who could / should present, 
please let us know. 

 

Using Non-Windows Devices: 

If you dial into the meeting with a different (non-Windows) device, the locations of the functions outlined above 
may be different. For example, in Zoom’s iPad app the Chat, the Raise Hand, and the Thumbs-Up functions are 
located in … More. 

 

 
Using Chat, Raise Hand, and Thumbs-Up (Apple iPad) 

 

We hope you enjoy our seminars – see you online very soon :) 

 

Nga manaakitanga, 
The Organiser 

https://nzapblog.wordpress.com/online-seminar 

 


