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As much as we would like for this not to be the case, many Zoom meetings are occasionally visited by disruptive people. This 
document will help the Security Host manage this situation, should it arise. 

1. One trusted person should claim the host position prior to beginning the meeting. Note: the host and co-hosts should be 
known and trusted EDA members who have their cameras on.  For security purposes, the host code should not be given to 
anyone not fitting this description. 
 
2. The host should create one or more co-hosts. 
 
3. The role of Security Host should be assigned to one co-host (or the host) 
 
If there is a single meeting disruptor   
1. Remove the disruptor by going to the participant list, or their box, and finding the three dots. 
2. Click on the Three Dots and select Remove. Note: Once you remove them, they cannot return during the current meeting. 
 
If there are multiple meeting disruptors   
1. Go to the Host Tools menu and select Suspend All Participant Activity. 
 
This will result in: 

o All cameras being turned off and all participants being muted  
o No one except host and co-hosts can unmute or turn their cameras on 
o Screen sharing will be disabled  
o The meeting will be locked, so no one can join or enter the waiting room (if enabled) 

2. Unmute yourself and announce something like: “We have things under control.  Give us a few minutes and we will resume 
the meeting.”   

3. Enable the Waiting Room (under Host Tools) 

4. Remove the disruptors, one-by-one, by finding them in the Participants List, or their individual box, finding the three dots, 
and selecting Remove. 
 
5. Go to Host Tools, check Start Video, and say, “We believe that the disruptors have been removed, so you can now turn on 
your cameras.  For the remainder of the meeting, you will not be able to unmute yourselves.  A prompt will be sent for you to 
unmute when you are called on to share.”   
 
6. Tell the host and co-host to unmute themselves, and unmute the meeting chair, who can continue reading the 
script. Request a fellow co-host to assist with participant unmuting.  
 
7. (Optional) You now have the option to allow members arriving late into the meeting (they are in the  Waiting Room) to be 
admitted, one at a time.  If you do this, there is some risk now of admitting a disruptor.  
 
If there are inappropriate comments in the chat 
Click on the offensive comment, select the Three Dots, and then click on Delete.  

Meeting Best Practices Suggestions 
• Check the EDA website regularly for updates to this document.  See listings on the literature page. 
•  Schedule time Security Hosts can practice following the instructions outlined in this document. 
•  If there is more than one disruptor and you want to quickly impact the entire meeting go to Host Tools and select 

Suspend Participant Activities.  
 


