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Self Sufficient 

Facilitator (SSF)

• Sets up Class in Zoom
• Email Roster to Facilitators
• Recruits and trains CA
• Emails Zoom registration
• Arranges weekly registration 

email
• Starts Class for RF 15-30 minute 

early
• Makes RF Co-Host
• Makes CA Co-Host in RF
• In-Class Technical Support for 

RF
• On Call for Technical Support 

for SSF
• Checks in to SSF class before 

start time
• Provides 1-hour practice for 

Facilitators

Regular Facilitator 

(RF)

Class Assistant 

(CA)

Staff 

Support

• Attends Basic or CA 
Training

• Arrives 15 minute 
early to class

• Asks to be made Co-
Host

• Manages on/Off audio 
Video

• 1st class does Zoom 
control walk-through

• Helps manage 
Q&A/Discussion

• Makes 
Announcements when 
necessary

• Attends Basic and/or 
Advanced Training

• Arrives 15-30 minute 
early to class

• Contacts CA before 
first class to discuss 
how to manage Q&A/ 
discussion

• Do practice session 
with Staff, if needed

• Practice share screen

• Attends Basic and/or 
Advanced Training

• Arrives 15-30 minute 
early to class

• Contacts CA before 
first class to discuss 
how to manage Q&A/ 
discussion

• Do practice session 
with Staff, if needed

• Practice share screen
• Logs into Zoom room
• Starts meeting
• Changes name if 

needed
• Makes CA and other 

facilitators Co-Host

Roles and Responsibilities



Zoom Registration and Class Login

All Facilitators 
should complete 

Zoom  Registration to 
receive email 

reminders sent 
to their Class

If you are starting the class yourself, 
Self Sufficient Facilitators will login to their class 

using the DU Zoom portal -
https://udenver.zoom.us

You should still register to get a Unique Link as a 
back up entry and to see the weekly reminders 

that go out to the class.



Zoom Registration Email (check Spam)

1. Click on link and complete info

2. Meeting Registration Approval 
(Email)

3. Add to calendar

Sample: Zoom Registration Email sent to all Class Participants 
and Facilitators several days before 1st class



1. Click on link and complete info

2. Meeting Registration Approval 
(Email)

3. Add to calendar



1. Click on link and complete info

2. Meeting Registration Approval 
(Email)

3. Add to calendar or save your 
Unique Link

Unique Link 
to enter class

(Different from Link in 
Email)

Meeting Registration Approved 
displays on webpage and via email

Please do not 
share your 

Unique Link



Class Assistants login 15 minutes early

1. Click on your 
Unique Link to 
enter class

2. Host or staff make 
you Host or Co-
Host

Examples 
from my Google calendar

Remember
Only 1 host

Multiple 
Co-Hosts



Self-Sufficient Facilitator (SSF) Login
Log Off your personal Zoom account or use a difference browser to login to  https://udenver.zoom.us/

Step 1 Step 2 Step 3

Regular Facilitators 
Use Unique Link 

Support Staff admits 
and makes you 

Co-Host



Self-Sufficient Facilitator (SSF) Login

Step 4

The red camera indicates the 
meeting has started, Start is 
replaced with Join

StartThe upcoming Meeting 
is at top of list.

OLLI at DU Zoom Rooms are used by multiple facilitators.
We allow 30-minute grace period before and after schedules class time.



Any Problems?
Contact your assigned staff person. If they are 
not in your class, they are on-call.


