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Online Counselling Sessions using Zoom Video-Conferencing Software

Guidelines and Tips
Here are a few guidelines and tips to help you engage with and get the most from your online counselling session. 


· Prior to the session make a note of my contact details. This is useful in case of technical difficulties on the day.

· It is helpful to download and test run zoom prior to the training to familiarise yourself with the software and to check out any technical issues with video or audio connection.


· The first time you open Zoom it will guide you through the process. It will ask your permission to upload the software to your computer. 
· The evening before your appointment, I'll send you an email invitation to join the Zoom meeting. This will contain a link which you should click on. As long as you can see the link has come from my email account at the expected time, this link will be safe.


· You'll be asked to ‘Open Zoom meetings’. You may also be prompted about using your computer audio and video.
· You will be taken into the session. This only takes a short time. I use a waiting room system so once I see that you are in the waiting room, I then admit you to the room. 

· Once you have been admitted, I will lock the room to prevent anyone else from entering. This ensures that we have a safe, secure and confidential online space to work. 

· I will send an invitation to a new session each time. This ensures that the space is never available to any other client.

Security

Although online counselling can never be 100% secure, there are several things you can and should do to reduce any risk:

· always use a password to access your computer and change your password frequently


· keep the security software (virus protection, firewall) on your computer up to date


· check regularly for software updates for your video and audio communication software


· find a safe and undisturbed space where you can set up your device and sit comfortably for the whole session


· close all other open browsers and programmes on your computer as these can affect the connection and either slow it down or cause the screen to freeze

· remember that I will have a window into your private space so you may wish to give to some time and thought as to your personal background.

It's important that we take confidentiality very seriously. You need to take personal responsibility for your own computer security and ensure that confidentiality is protected. Let me know straight away if you have any concerns that the security and confidentiality of our session has been compromised.


Joining your counselling session using Zoom

You don't need to create a Zoom account. I will create a link to the meeting and send it to you by email.

Join the session on your desktop or laptop computer

To use Zoom on your computer, you'll need to have a webcam and mic. If you don't have these, use your mobile phone or tablet instead.

Installing Zoom:
1. Open my email with the Zoom invitation and click on the invitation link.

2. Zoom will prompt you to download the application. Accept the download and follow the on-screen instructions to install.

Joining the session:
1. Once you've installed Zoom, go back to my email and click on the meeting link. The meeting will open in a new browser window.

2. To turn your camera on, tap the camera icon on the bottom left.

3. To turn your audio on, tap the microphone icon on the bottom left.

Join the session on your phone or tablet

Installing Zoom:
1. Download the Zoom app from your App store.

Joining the session:
1. Open my email and click on the Zoom meeting link. The Zoom app will automatically open into our meeting.

2. If your camera is not showing, tap your device and tap the camera icon.

3. If your audio is not working, tap your device and tap the microphone icon.

Technical tips

1. Make sure your device is fully charged or have a charging device handy.

2. Use headphones with a mic attached (your mobile phone headphones are suitable).

(Adapted from BACP Online Counselling Guidance)
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