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FAQ

Q: Who requires an account?

° Administrative staff supportingclinicians, physicians, oroperations
. Clinicians and physicians
° Clinics can use a genericaccount if not running meetings concurrently

Q: What platforms support Zoom?
o Apple and Android devices, as well as Windows Desktop

Q: What can | do on the platforms?

* Book meetings
* Run meetings
Web Portal .
* Change account settings
*Recommended for setting up meetings due to advanced functionality
. * Run meetings
Mobile A .
PP * |nstant meetings
* Run meetings
Deskto .
P * |nstant meetings

Q: What about privacy and cost?
e Canadian privacy compliant
e Freedownload for Vancouver Coastal Health staff
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Q: What are the meeting types?

Webinars

* Allow Appointment Confirmation
* AllowAppointmentReminders
e Abilitytocontrol whocan speak

*Recommended for group education broadcasts or appts that require reminders

* Group Meetings-Interactive
e Short turnaround appointments
e Allowthe use of the Waiting Room function

Meetings
*Recommended for interactive group meetings or appointments with short
turnaround (no reminders needed)
Instant e Quick connect
Meetings e Abilitytopersonalize the meeting|D

Q: What do my patients require to have a Zoom meeting?

Access to internet (WiFi or Data)
Smart Phone, Tablet, Computer
Review Privacy Notice —Appendix A
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CLINICAL GUIDELINES

Clinical Guidelinesto havingvirtual appointments

The Essentials to Getting Started With Virtual Care:

Review the guidelines forhavinga Zoom appointmentin the Zoom manual

Obtain patient email addresses and/or mobile numbers:

Email addresses can be used for communicating new virtual care services to groups of
patients, and can be used for sendingthe virtual visit link/URL to a patient. Mobile numbers
are useful for communicating with a patientif there are any issues with the virtual visit, or
to ensure they are ready for their visit.

Obtain patientverbal consent:

Verbal consent documentedin the patient’s chart is fine as a minimum. Patients should
also be instructed to review the Privacy Notice that has been posted on the VCH website.

Example of a short privacy/consent statement you may want to use with your
patient/client:

“Just like online shopping oremail, Virtual Care has some inherent privacy and security
risks that your health information may be intercepted or unintentionally disclosed. We
want to make sure you understand this before we proceed. In order to improve privacy and
confidentiality, you should also take stepsto participate in this virtual care encounterina
private setting and should not use an employer’s or someone else’s computer/device as
they may be able to access your information. If you want more information, please check
the linkthe VCH website http://www.vch.ca/your-care/virtual-health. Are you okay to
continue?”

Documentation of the patientconsent:
Clinicians should be documentingthe patientverbal consent intheir documentation system
(paper, Cerner, PARIS, etc.).

Example:

Informed verbal consent was obtained from this patientto communicate and provide care
using virtual and other telecommunications tools. This patient has been explained the risks
related to personal healthinformation and steps they can take to help protect their
information.
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Virtual Visit Etiquette Tips:

e Introduce yourself

e Try to maintain eye contact with the camera (patient) duringthe visit

e Considerthe space that the patient will view duringa virtual visit.

e Considerclarifyingyour actions to the patientif you are not lookingat them.E.g.
typingup noteson the EMR.

Vancouver -~
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AS A PROVIDER OR AN ASSISTANT
BOOKING FOR A PROVIDER
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Assigning a Delegate to Book on Your Behalf

You can assign or delegate a user or multiple users in your account to schedule meetings on your behalf.

Log into your account at www.zoom.us

Click ‘My Account’. Thenclick ‘Settings’ and ‘Other’.

REQUESTADEMO  LESB7Y90123  RESOURCES =  SUPPORI

ZOOJIT  sownons - PLANSEPRICNG  CONTACT SALES JOINAMEETING  HOSTAMEETING
FERSONAL Meeting Recor
Profile
. Schedule Mesting
e I Meeting [Basicl
In Meeting |Advanced)
Recordings
. - Erail Nothcation
— - |
e — Other
Click on the ‘Webinars’ tab. Schedule a new Webinar or Schedule Privilege

book using an existing template.
& J P You can assign users in your account to schedule meetin
behalf of someone that has assigned you scheduling priv

plan within the same account.

Assign scheduling privilege to

Mo one

Assign scheduling privilege Enter one or more email addresses in the window,
separated by a comma. Then click ‘Assign’. *Note:
anyone who is scheduling on your behalf will also

Enter the email addresses of those who can schedule meetings on your need d Zoom Iice nse.

behalf. Use a comma to separate multiple email addresses.

If the user was assigned successfully, they will appear under Assign Scheduling Privilege to. However,
they will need to sign out of the Zoom Desktop Client and sign in again before they will be able to
schedule for you there.

ﬂ [example: sales.ea@company.com,marketing.ea@company.com I
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Scheduling an Appointment on Behalf of a Provider

Log into your account at www.zoom.us

ZOOI l l SOLUTIONS « PLANS &

Click the ‘Webinars’ or ‘Meetings’ tab. PERSONAL
Profile

Fill out details for the webinar or meeting. Before pressing ‘Save’, Meetings

select the provider you would like to schedule for into the drop down

menu.

*Note: if you do not see them in the list, they will need to provide you Recordings

access to book on their behalf (see Assigning a Delegate to Book on .

Your Behalf). Setings

Schedule For

Press ‘Save’. Scroll down to the invitations section and press ‘Copy the Invitation’. Open up a calendar
invitation in Outlook, paste the relevant information into the body and send to your patient/client.

. Vancouver "
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Starting an Instant Meeting

[, ]
Using a mobile device or desktop application, =
open the Zoom app, sign in and select the
‘Home’ tab. Click the ‘New Meeting’ icon (for ©
mobile) or ‘Join with Video’ icon (for desktop). o
New e:elmg Join

Schedule Share Screen

Cancel Start a Meeting
Ensure the ‘Video On’ option is active, and click
Vinesbn «© ‘Start a Meeting’.
Use Personal Meeting ID (PMI)
778 689 9588 . -
Select ‘Call using Internet Audio’.
To hear others

please join audio

Call using Internet Audio I

Dial in
Call My Phone
Cancel
Participants (1)
Select the ‘Participants’ button on the toolbar ) sandra Phone (Host,me)

and click ‘Invite’.

Invite Mute All Unmute All
—

10 Vancouver "
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From the list, select ‘Send Message’. Enter the
phone number of the person you would like to

. . . . R Participants (1)

invite and click ‘Send’. @ st Phons Hostme) 8
The invitee will receive a text with a link. They

can enterthe link into an internet browser to

JOIn' ol TELUS LTE 2:19 PM - S l

<

vehvirtualheal thd @icloud. com

Click https://zoom.us/fj/
471254586 to join a Zoom
meeting

471-254-586 @

When the invitee joins, you will automatically see their
image appear.

The toolbar shows your options (mute, turn the camera
on, share content, add additional participants). To end
the meeting select ‘Leave Meeting’.

Vancouver - _—
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Scheduling a Meeting

Log into your account at www.zoom.us
Click on the ‘Meetings’ tab, and then ‘Schedule a New Meeting’.

REQUEST A DEMO

SCHEDULE A MEETING JOIN AMEETING HOSTAMEETING «

Z00m

PLANS & PRICING

PERSOMAL

Upcoming Meetings Previous Meetings Personal Meeting Room Meeting Templates W Gt Training
Profile
Webinars Show meetings by host: Al =
Recordings
Start Time = Togic = Meeting ID
Settings
The user does not have any upcoming meetings.
ADMIN To schedule a new meeting click Schedule a Meeting.
Dashboard
User Management
Room Management Save time by scheduling your meetings directly from your calendar,
Aok 1 spament w=  Microzoft Qutlook Plugin @ Chrome Extension
Download Download
Advanced

Fill in the appropriate details, ensure that the Require Meeting Password option is checked, and click
‘Save’.

2 OOI l . SOLUTIONS ~ PLANS & PRICING CONTACT SALES
Schedule a Meeting

Topic My Meetin,

Webinars 7 Y ¢

Recordings Description (Optional) Enter your meeting description

Settings &
Meeting Password I # Require meeting password 520078 I
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Copy the invitation: After you have filled out the details on the appointment, you are brought to a new
page. Scroll down to find the invitations section and press ‘Copy the Invitation’. Open up a calendar
invitation in Outlook, paste the relevant information into the body and send to your participants.

ZOOM  sownoss-

PERSOMAL

SCHEDULE 4 MEETING JONAMEETING  HOSTAMEETING =

My Meetings -~ Manage "My Mesting”

X Tor My Meeting
=

Webinars

Apr 4, 2020 02:00 PM Pacific Time {US and Canada)
Recordings

Addto | [ Outiook Calendar tics) | | () Yaheo Catendar
Settings -

ing |0 377-782-084
ADMIN

Dashboard

« Require meeting password 265432
User Management
oo et Jvite Attendes Joiny URL: bttps: fvancouvercoastalhealth, soom.us /3777820847 mwd=NGavMKEWZna G Uor WV T:ZF 209 I [ Capy the invitatian I
Account Management

Wik Host

Adhvanced

Participant

Copy Meeting Invitation

Meeting Invitation

Topic: My Meeting ~
Time: Apr 4, 2020 02:00 PM Pacific Time {US and Canada)

COVID-19 is placing stress on Canada's public health system. In partnership with Virtuwal
Health at Vancouver Coastal Health, we are offering video-based virtual visits using the
ZOOM platform.

What you will need:

*  Smartphone/tablet

*  Internet connection

*  Private space for conversation

s If you have ever made a video call with Skype, FaceTime, or Google Duo then you
are ready to go!

By having a virtual appointment you are committing to the following:

* Tonot share your meeting invite or information on social media

» if you are inviting someone to attend the meeting with you, it should be direct
family members or caregivers

* Do not record your conversation with your care provider

* Intreduce yourself to your care provider by name, and mentien if there is anyone

Alnn abbandion bine ssamknnln namnnselnislon b Tnase.

Copy Meeting Invitation Cancel

You can start the meeting using your mobile device, desktop application or web browser.

13 Vancouver -~
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Scheduling an Appointment with Reminders

Log into your account at

ZO0OIM\  sowrons~  PLANSSPRIGNG  CONTACT sALES
WWW.Zoom. us
Click on the ‘Webinars’ tab. EECOn Upcoming Webinars Previous Webinars
Profile

To schedule a new webinar, click :
. . B Meetings Schedule a Webinar
Schedule aWebinar’.
Show webinars by host: All -

Start Time =

Topic | My Webinai

Description (Optional) Enter your webinar desription

Usea template Select a template

When

04/17/2020 @ | 1000 v | AM
Fill in the appropriate details, ensure that the
e Require Webinar Password option is checked
Thme Zona (GMT-7:00) Pacific Time (US and Canada)
Recurring webinar
Registration @ Required
‘Webinar Password I ¥ Require webinar password | 090129 I

After you have filled out the details on the appointment, you are brought to a new page. Scroll down to
find the invitations section and click ‘Copy the Invitation’.

Save this Webinar as a Template Edir this Webinar Start this Webinar

Invitations Email Settings Branding Polls Integration
Invite panelists Edit
Invite Atte Webinar Size: 500 attendees

I Copy the invitation | 3 Email me the invitation

Registration URL: | hitps:#zoom.us/webinar/register/WH_it3p2w5- QGasy32badAZ-2

Create different registration link for source tracking @ Add

You hawve not vet created any source tracking URLs
Copy Attendee Invitation
Approval Automatically Approve
e Atteree Invitatian
Options « Close registration after event date
Hi there,

v Allewattendees o join from multiple devices You are invited to 3 Zoom video visit agpointment with your care provider.
wihen: Febi 3, 2020 02:00 PM Vancouver
« Show social share buttons on registration page Topic: Transitional Pain Clinic- Follow-up

Plezse confirm your appointment by clicking this fink

hitps: f2oom, us fwebing/ragistenVWWh_it3p2w5-0Casy32badAZ-2

Meeting ID: 171 653 278

Email the zoom appointment information to the patient/client. SR D

After confirming your appointment. you will receive an email containing

#

I Copy Atendes Invitation I Cancal

14 Vancouver -~
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Setting Passwords

From the Web Portal:

Log into www.zoom.us. Click ‘Schedule a Meeting’ or ‘Schedule a Webinar’.Fillin the appropriate fields
and ensure that the ‘Require Meeting Password’ box is checked. You can use the automatically

generated password or enter a password of your choice.

Meeting Password I # Require meeting password 520078

From the Desktop Application:

Open the desktop application. Click ‘Schedule’. Fillin
the appropriate fields and ensure that the ‘Require
Meeting Password’ box is checked. You canuse the
automatically generated password or entera

password of your choice.

Cancel Schedule Meeting Done
My Meeting

Starts Today at 11:00 AM
Duration 1 hour
Time zone Vancouver
Repeat Never
Calendar iCalendar

Use personal meeting ID
778-689-9588

If this option is enabled, any meeting options that you
change here will be applied to all meetings that use
your personal meeting ID

PASSWORD
Required meeting password L )
Password 014554

From a Mobile Device:

) Schedule a new meeting X

Topic: My Zoom Meeting

When

Start: i Aprl 17,2020 v| |12:DDPM =
Duration: 1 ~|Hr 0 ~ | Min
Time Zone: (GMT-D7:00) Arizona

Recurring meeting
Video (when joining a meeting)
Host: ® on () off
Participants:  (® On | Off
Audio Options
Telephone Computer Audio ® Telephone and Computer Audio
Dial in from Canada  Edit
Meeting Options
| Require meeting password | 207849
Advanced Options

Calendar

* Outlook Qther Calendars

Open the Zoom app on your mobile device. Fill in the appropriate
fields and ensure that the ‘Require Meeting Password’toggle is
turned on. You can use the automatically generated password or
enter a password of your choice.

As the meeting host, you can start your scheduled meeting as usual. You will not be prompted to enter a

meeting password.

15
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Join a Meeting from a Computer

Open the Zoom website, sign in and select ‘My Account’. Thenselect ‘Webinars’ or ‘Meetings’.

ZOOMM  wowrms.  musimon  comcrsass ciamiEne  noaramcers v accsuT

ZOOMMN  owmons-  manscomene  cowmacrsaes

SCHEDULEAMEETING  IDIN ANEETING  HOST A MEETIRG = @ scuout
-

Upcoming Webinars Previous Webinars Webinar Templates

1 Gt Trairirg
Show webinars by host 41 =

St Tone = Tasic —

Settings
Today My Weirar T56-107-450 tort || et
0200 PH

ot T Transiticmad Psin Cfrve- Followr-up 211053138 E -
-

Find the appropriate meeting and select the ‘Start’ button.

Lo e L T ——— SCRTUEAMETTNG  OWANEETRE  HOSTAMEMMG+ @ SicNouT
TR Upcoming Webinars Previous Webinars Webinar Templates

W Gt Trairirg

Tesie

Wekiemr il
by Vibinar T54-107-454
Transional Fain Cinic- Fallaw-up 291-083-128

. . Open Zoom Meetings?
Select ‘Openin Zoom Meeting’.

I Open Zoom Meetings

16 Vancouver SO
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© Zoom Paicipant 0: 24 Meeting ID: T2 107-434 - o x

Select the audio option you would like to
join with, and ensure that your camera
and microphone are turned on.

To admit the patient/client to the visit,
select the ‘Participants’ buttonon the
toolbar. Select ‘Attendees’. Hover over
the patient name. Select ‘More’. Select
‘Promote to Panelist’.

If you do not ‘promote’
the patient, their camera
will not turn on.

Attendees (1)

The toolbar shows your options. You can click ‘unmute’ to speak or ‘start video’ to turn your camera on.
You can end the meeting by selecting ‘Leave Meeting’.

p & &' w @

Unmute Stop Video Invite Participants Share

17 Vancouver -~
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Join a Meeting from a Smartphone or Tablet

Open the Zoom app, sign in and select the
‘meeting’ button.

New Meeting Join

Schedule Share Screen

@
Prrsonal Meating ID
604 6753653
smn‘ Send Invitation | Edit |

Find the appropriate meeting and select the
Add a calendar
‘start’ button.

10 TPC Clinic Visit
: g | start

10 WGH Transitional Pain's Zeom Meeting l-- S
W Start

Select ‘Call using Internet Audio’. You should now be in the meeting.

The toolbar shows your options. You canclick ‘unmute’ to speakor ‘start video’ toturn your camera on.
You can end the meeting by selecting ‘leave meeting’.

~ g = '8 &

Unmute Stop Video Invite Participants Share

18 Vancouver -~
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WaitingRoom

The Waiting Room function is enabled for Zoom meetings (this is not available for webinars) and allows
the host to admit or remove participants to/from the meeting.

Admitting Participants into a meeting

As the meeting host, you will see the below once you start your meeting. Click on ‘Manage Participants’,
select the participant from the list and click ‘Admit’ the participants to allow them to join the meeting.
The host also has the ability to put participants back into the waiting room by selecting the participant
from the list and click ‘Put in Waiting Room’.

O 2o o> 20019 e

1 participant in the meeting

Chat O roniee ot ma '
Ack to Start Video

Make Host
Make Co-Host
Assign to type Closed Caption

Rename

5

Remowve

Participant view of the waitingroom

Please wait, the meeting host will let you in soon.

The participant will sit in a virtual waiting

room until they are admitted into the
meeting. Appointment with Dr. Smith

Test Speaker and Microphone

19 Vancouver -~
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Screen Sharing

Share from acomputer:

To share content during a meeting, click the green ‘Share’ icon from the toolbar. Select the screen or
application that you would like to share with the participantsand click ‘Share’. Note: if you are sharing
sound (ie. a video) be sure that the ‘Share computer sound’ box locatedin the bottom left corner is
checked off.

) Select a window or an application that you want to share X

P4 vyl

Screen 2 Whiteboard iPhone/iPad

Launch Meeting - Zoom... '.

Share computer sound

Optimize for full screen video clip

g & ) L o --

Invite Manage Participants Chat Closed Caption Support

Screen share froma mobile device:

During the meeting, click the ‘Share Content’ icon, andclick ‘Screen’. Click ‘Start Broadcast’. Your
screen and actions will be mirrored onto your participant’sscreen. To stop screen sharing, click the red
button and the ‘stop’ broadcasting.

m ® «» |n 70% o)
Screen Broadcast

W Zoom

Screen Broadcasting
Stop broadcasting screen with Zoom?

Start Broadcast
. . Cancel St
iCloud Drive i

Photos

20 Vancouver -~
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Whiteboardand Annotation

Log into your account at www.zoom.us.

Click ‘Settings’ inthe navigation panel and scroll down to the Annotation and Whiteboard options on

the Meeting tab. Ensure that the setting is enabled.

Annotation

Allow participants to use annotation tools to add information to shared screens )
Whiteboard

Allow participants to share whiteboard during a meeting 7

Auto save whiteboard content when sharing is stopped

During the meeting click ‘Share Screen’ onthe tool bar.

8 - vA . 2% 2 | @ A o @

Khzo Suart Vidoo irrvita Manage Participants | Sharo Samen Recond

Click ‘Whiteboard’ andthen ‘Share’.

/

Whiteboard

Closod Caption  Broakout Raomas

o

The annotation tools will appear automatically, but you can press the ‘Whiteboard’ optionin the

meeting controls to show and hide them.

7 o4 ' »)

Craw Spotlight Eraser Format Undo

e @

Redo Clear

Lave

Other meeting participants will now be able to see your whiteboard and will be able to annotate.

& B ] £ ess

Manage Participants New Share Pause Share Whiteboard More
1 0 B Stop Share

When you are done, click ‘Stop Share’

21
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Breakout Rooms

Breakout rooms are sessions that are split off from the main Zoom meeting. They allow participants to
meet in smaller groups. Breakout rooms canbe used for collaboration and discussion of the meeting or
for private discussions away from other meeting participants.

To enable the breakout roomfunction, log into your account at www.zoom.us.

Click on ‘Settings’ in the navigational panel and scroll down to the Breakout Room option on the
Meeting tab. Ensure that the setting is enabled.

zool I . SOLUTIONS + PLANS & PRICING CONTACT SALES

Profile Meeting Recording Telephone
Meetings
Schedule Meeting Schedule Meeting
Webinars
In Meeting (Basic)
i Host video
Recordings In Meeting (Advanced)
—_—m Start meetings with host video on
Settings Email Notification
N Pl
Account Profile Other Participants video

Start meetings with participant video on. Participants can change this during the meeting.
Reports

Breakout room ()

Allow host to split meeting participants into separate, smaller rooms

Allow host to assign participants to breakout rooms when scheduling

To createa breakoutroom, start aninstant or scheduled meeting.

Click ‘Breakout Rooms’ from the toolbar.

Select the number of rooms you would like to create and how you would like toassign your participants:

e Automatically— Let Zoom split up your participantsevenly into each of the rooms
e Manually — You choose which participants you would like in each room

Then click ‘Create’

22 Vancouver -~
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@ Create Breakout Rooms *

Assign 0 participants into | 1 - | Rooms.
0 participants per room

Distribution

Automatically €@ Manually

Your rooms will be created but will not start automatically. You can manage the rooms prior to starting
them by following the instructions below.

Options fora Breakout Room

After creating the breakout rooms, click ‘Options’ toview additional breakout room options.

O Move all participants into Breakout Rooms automatically
Allow participants to return to the main session at any time

Breakout Rooms close automatically after: = 30 minutes

Countdown after closing breakout room

set countdown timer: =~ 60 seconds

Options ~  Recreate - Add a Room

Check any options that you would like to use in your breakout rooms.

e Move all participants into Breakout Rooms automatically— This will move all participantsinto
the breakout rooms automatically. If this option is not checked, the participants will need to
click “Join’ to be added to the breakout room.

23 Vancouver -~
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e Allow participants to returnto the main session atany time — If this is checked, participantscan
move back to the main session from their meeting controls. If this is disabled, they need to wait
for the host to end the breakout rooms.

e Breakout rooms close automatically after x minutes — If this is checked, the breakout rooms will
automatically end after the configured time.

¢ Notify me when time s up — If this is checked, the host will be notified when the breakout room
time is up.

e Countdown after closing breakout rooms — If this is checked, the participants will be given a
countdown of how much time they have left before being returned to the main room.

Follow the steps below to assign participants torooms or click ‘Open All Rooms’ to start the breakout
rooms.

Assigning Participants to Rooms

To assign participants to your room, select ‘Assign’ next tothe room you wish to assign participants to
and select participantsyou want toassign to that room. Repeat this for each room.

@ Breakout Rooms - Not Started

< Breakout Room 1 Assign

John Smith

Once a participant has been assigned (manually or automatically), the number of participants will show
in place of the Assign button.

@ Breakout Rooms - Not Started x

- Breakout Room 1

John Smith

John Smith

Preparing Breakout Rooms

After manually or automatically assigning participants to rooms, you canrearrange the participants.
Participantswho are not assigned to breakout sessions will remain in the main meeting when the rooms
arestarted.

24 Vancouver -~
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e Move to (participant): Select a room to move the participant to.

* Breakout Room 1
Eren Yaeger =] Moveto
* Breakout Room 2

lack Barker

e Exchange (participant): Select a participant in another room to swap the selected participant

with.
* Breakout Room 1 1
Breakout Room 2
Eren Yaeger 3] Moveto =~ & Exchange (
Jack Barker
* Breakout Room 2 1

Jack Barker

e Delete Room: Delete the selected room.
e Recreate: Deletesexisting breakout rooms and creates new ones.
e Add a Room: Add another breakout room.

e Open All Rooms: Start the rooms. All participants will be moved to their respective rooms after
confirming the prompt to join the breakout room. The host will be left in the main meeting until
manually joining one of the rooms. The participants (and the host when manually joining a
room) will see the following message shown when joining the breakout room.

_€>

Joining Breakout Rooms...

Breakout Room 1
It may take a few moments.

25 Vancouver =
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Joining aBreakout Room
The host will need to invite you to join the breakout room

Click ‘Join’

O The host is inviting you 1o join Breakout Room:
Breakout Room 2

If you choose Later, you can join by clicking the Breakout Rooms optionin your meeting controls
ds ' m ~ @ @

¥rase Marage Participants  Share Soreen Facced Closed Cagplion | Breakout Rooens

Click ‘Join Breakout Room’

You have been assigned to Breakout Room:

Breakout Room 2

Join Breakout Room

Leaving the Breakout Room

You can leave the breakout room and return to the main meeting session at any time, or you can leave
the meeting entirely from the breakout room.

Click ‘Leave Breakout Room’

: _ =
§ 3 m @ 2]

Part=inants Share Screen Pong e ik s Help

Choose if you want to leave the breakout room or the entire meeting

26 Vancouver -~
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AS A PATIENT/CLIENT

'im
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Confirming Your Appointment

You will receive an email from your healthcare provider to confirm your appointment. When you open

the email, you will see a link and follow the instructions

Hi there,

You are invited to a Zoom video visit appointment with your care provider.
When: Feb 3, 2020 09:00 AM Vancouver
Topic: Healthcare Appointment

Please confirm your appointment by clicking this link:
https://200m.us/webinar/register/WN_XiXwcWdQToaZFLxDok7BvQ

After confirming your appointment, you will receive an email containing information about joining the your appointment.

Enter your information

Webinar Registration

Topic Clinic Visit

Description Please download the Zoom App and/or web browser before your first appointment. You
can test your settings by clicking this link: https://zoom.us/test

If you have any questions/concerns please call the clinic at : 604-675-XXXX

Vancouver -,

CoastalHealth

Time Feb 3, 2020 10:00 AM in Vancouver
* Required information
First Name * Last Name *
Email Address * Confirm Email Address *
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Join a Meeting from a Computer

Option 1 to join: You will receive an email from your healthcare
provider. When you open the email, you will see alink to the Zoom
meeting. Click the ‘Join Zoom Meeting’ link.

You may be prompted to download and run the program.

Join Zoom Meeting
https://zoom.us/j/877095451

Meeting ID: 877 095 451

Dial by your location

+1 647 558 0588 Canada

855 703 8985 Canada Toll-free
Meeting ID: 877 0S5 451

Open File - Security Warning X

Do you want to run this file?

Launching...

Please click Open Zoom Meetings if you see the system dialog.

Name: ...sers\ephone\Downloads\Zoom_5437d477bb867801.exe

Publisher: Zoom Video Communications, Inc.

Type: Application
From: C\Users\sphone\Downloads\Zoom_5437d477bb86780...

Run Cancel

[4] Always ask before opening this file

If nothing prompts from browser, click here to launch the meeting, @ download & run Zoom. B
B

While files from the Internet can be useful, this file type can potentially
harm your computer. Only run software from publishers you trust.
What's the rigk?

Select the ‘Computer Audio’ tab and click
‘Test speaker and microphone’.

Note: if the speakers and microphone do not

nd microphone

Automatically join audio by computer when joining a meeting

You will see a screen that asks if you hear a ringtone. Ensure
that your volume is turned up. When you are able to hear the
ringtone, click ‘Yes’.
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work for you, please skip to the ‘to join by
phone’ instructions.

Testing speaker
Do you hear a ringtone?

Yes No

Speaker 1 Speaker/HP (Realtek High Definition Audic =

Output Level
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You will see a screen that instructs you to speak. If you hear the replay, click ‘Yes’. You will now see a
screen that confirms your speaker and microphone are set up. Click ‘Join with Computer Audio’.

Speaker and microphone looks good
Speak and d h lay?
peak and pause, do you hear a replay?

Yoi No Speaker:  Speaker/HP (Realtek High Definition Audio)

Microphone:  Microphone Array (Realtek High Definition £

Micraphone 1 Microphone Amray (Realtek High Definitior Join with Computer Audio

Input Level

The toolbar shows your options. You canclick ‘unmute’ to speakor ‘start video’ toturn your camera on.

*Note: if you are unable to get your computer speakers and microphone set up, or if the sound quality is
not great, you can join the meeting by phone.

¥ & ®

Unmute Stop Video Invite Participants Share

Option 2 to join: visit www.vancouvercoastalhealth.zoom.usandclick ‘Join’. Enter the meeting ID
provided by your clinician and click ‘Join’. You will be prompted to enter a meeting password also
provided by your clinician. Click ‘OK’.

Vancouver - _—

Health
Z00Im Video Conferencing Join a Meeting

Please enter your meeting password

JOIN

Connect to 8 mesting in progress. [

923 332 393 ]

HOST

)
Join
SIGN IN

To join by phone: Join Zoom Meeting

. . . . https://zoom.us/j/877095451
Open the incoming email from your healthcare provider. When
you open the email, you will see dial-n phone numbers and a Meeting ID: 877 095 451
meeting ID. Dial the Canadian phone number and enter the
meeting ID to join the meeting. Dial by your location

+1 647 558 0588 Canada
855 703 8985 Canada Toll-free
Meeting ID: 877 095 451
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http://www.vancouvercoastalhealth.zoom.us/

Join a Meeting from a Smart Phone or Tablet

Join Zoom Meeting
I https://zoom.us/|/877095451 '

You will receive an email from your healthcare provider. When
you open the email you will see a link to the Zoom meeting. Click Meeting ID: 877 095 451

the ‘Join Zoom Meeting’ link. F ]
Dial by your location

+1 647 558 0588 Canada
855 703 8985 Canada Toll-free
Meeting ID: 877 095 451

A pop up will appear asking you to enter your name. This name will appear on the healthcare provider’s
screen so that they are aware who has joined the meeting. Enter your name and click ‘continue’.
Another pop up will ask to access you microphone, click ‘OK’.

"Zoom" Would Like to Access
the Microphone

For people to hear you during
meetings, Zoom needs access o your
microphone.

Please enter your name

Cancel Continue

Don't Allow OK

You will see a screen that gives you options to join the meeting. Select ‘Call using internet audio’. You
should now see a large image from the healthcare provider’s camera in the middle of the screen, and a
small image from your camera in the corner.

To hear others
please join audio

Image from healthcare provider's camera

Call using Internet Audio

Dial in

Call My Phone
Image from your camera

Cancel

Touch the screen for the toolbar to appear. You can click ‘unmute’ to speak or ‘start video’ to turn your
cameraon. To leave the meeting, click the ‘leave meeting’ button.
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Appendix A—Guidelines

These Zoom Guidelines must be used by Vancouver Coastal
Health (VCH) staff and physicians when communicating by video '
conference with clients, patients or residents; family members
or representatives; othercare providers; and/or staff members;
and in conjunction with the VCH / PHC External Telehealth
Videoconferencing policy, VCH/PHC Emailing policy and the
Province of BC Health Authorities Telehealth Clinical Guidelines.

NOTE: For the purposes of these guidelines, “clients, patients,
or residents” alsoincludestheirfamily members or
representative.

If you have any questionsregardingthe informationinthese
guidelines, contact:
e PHCInformation Privacy Office: (604) 806-8336 or
privacy@providencehealth.bc.ca
e VCH Information Privacy Office: (604) 875-5568 or
privacy@vch.ca

General Guidelines:

Zoom should only be used for appropriate clinical scenarios,
whenthe clinical interaction does not require physical
examination or the application of peripheral diagnosticequipment. Appropriate scenarios will
be defined by each clinical program area.

Notify the client, patient or resident of the risks of usingZoom prior to any video conference
communication (Notice: Using Zoom to Communicate with your Health Care Provider). Limit
Zoom communications to information necessary for the effective provision of care withina
videoconferencingenvironment.

Document any clinically significantinformationinthe Client, Patient or Resident’s chart, as you
wouldin a face-to-face or other Telehealth consultation. Report any actual or potential privacy
breaches associated with Zoom to the VCH Information Privacy Office, as per IIM_342:
Reporting and Management of Information Privacy Breaches.
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http://shop.healthcarebc.ca/phsa/IMITS%20Documents/IMITS%20policies/IMITS_400.pdf
http://phcmanuals.phcnet.ca/corporate/pdf/CPN1500.pdf
http://shop.healthcarebc.ca/PHCVCHPolicies/BD-00-11-40000.pdf
http://phcmanuals.phcnet.ca/corporate/pdf/CPN0500.pdf
http://www.phsa.ca/Documents/Telehealth/TH_Clinical_Guidelines_Sept2014.pdf
mailto:privacy@providencehealth.bc.ca
mailto:privacy@vch.ca
http://vch-connect/policies_manuals/business_affairs/privacyandFOI/Documents/binary_24212.pdf
http://vch-connect/policies_manuals/business_affairs/privacyandFOI/Documents/binary_24212.pdf

Staff Guidelinesforsetting up and using Zoom:

Ensure the client, patientor resident email address, which is required to initiate a Zoom
videoconference, is collected and stored in a secure fashion, ideally within the client,
patientor resident’s chart or electronichealth record.
Authenticate the owner of the email address. This may be accomplished by:
e Sendingan initial email to confirm the right person is being contacted prior to
sendingthe videoconference inviteorany personal information, or
e Askingthe client, patientor residentto verify a piece of information that only
they would know (i.e. date of birth, date of last appointment, middle name, etc.)
by textor phone.

Do not record the Zoom clinical interaction. In cases wherevideorecording is
necessary, contact the Privacy Office for a privacy review.

When you initiate the call, inform/introduce the individual to all those participatingin
the call.

Screen sharingisa function of Zoom. Ensure all other programs such as Microsoft
Outlook email/calendarand other documents that may contain personal or confidential
information are closed before initiating screen sharing.

Prior to Communicating viaZoom:

Discuss the specificclinical purposes for the Zoom videoconference(s) with all parties.
Gather the necessary information (email address) to connect with the individual.
Communicate the common risks of Zoom communications and provide client(s),
patient(s), and resident(s) with the Notice: Using Zoom to Communicate withyour
Health Care Providerform via email.

Confirm with the client, patient or resident that they have read the notice and would
like to proceed with Zoom video conferencing.

Inform the client, patientor residentwhenthe Zoom interaction will occur or how a
session will be scheduled.

Schedule and send the meetinginvitation to the client, patient or resident confirming
the date and time of the Zoom interaction.

See appendix B — Patient Notice of Video Appointment
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Appendix B—Patient Notice of Video Appointment

Dear Patient,

Vancouver Coastal Health (VCH) is working hard to provide patients with opportunities to have
convenientand reliable access to healthcare services. In our review, we have determined that
you are a good candidate for a video visitfor your appointment. Please let us know if you prefer
to have an in-person hospital visit.

To be successful in having a video visit, you will need the following
equipment:

Email

Tablet, smart phone or computer

Access to Wi-Fiinternet

A private space for your conversation

A NANIANIN

Start a Meeting
If you do not have this equipment, you may preferto come into an
office or hospital to meetwith your healthcare provider.

Start or o a vioked meeting on 1he go

In accordance with the Freedom of Information and Protection of
Privacy Act, we will collect the personal information to confirmyour
identity and enable you to access virtual health visits. We may send
you the registration invitations, appointmentreminder notifications,
and survey links to the email address you provided to us. We will only
send information to the personal webmail address which you have
providedto us. All of the information which you provide to us,
includinginformation about the care you receive, will be kept
completely confidential.

Ourintentionisto improve your access to healthcare services through
the use of technology and improve your overall healthcare
experience. We realize that with the use of new technologies, things
may not always go to plan. We are committed to assistingyou
through this process.

Sign Up

Sign in

More information regarding privacy/security can be provided on
request. If you have any questions or concerns about your
appointment or would preferto book an in person visit, please inform
us whenwe call you to book your appointment.
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Using a Video Appointment to Communicate with your Health Care Provider

Vancouver Coastal Health (VCH) staff and physicians are committed to making care easy for you
while protecting your privacy. We are using video appointment technology called Zoom, which
can come with some risks or limitations.

What you need to know:

e We want the technology to be successful and simple touse. If it’s not, please letus
know.

e Sometimes, avideoappointmentisn’tappropriate for care. We will only offer this
type of visitif we think itisa good option for you.

e You do not have to have a video appointment, if you preferto meetin person, let
us know.

e Sometimestechnology doesnot work, and there could be unexpected problems. We
will do everythingin our power to minimize a problem with technology.

o If for any reason the technology does not work, your team will arrange an alternative
appointment.

e Allthe rulesthat apply to the practice of medicine inthe province of BC applyto the
use of technology and video appointments (e.g. documentationin the health
record).

e Your care team willinformyou if any other person(s) can hear or see any part of the
conversation before the session begins.

e For your video appointment, you will need suitable Wi-Fi or network access. VCH cannot
cover any data service costs associated with video appointments. Please note that Wi-Fi
networks in public spaces (e.g. coffee shops) may be unsecure.

e Although security measuressuch as encryptionis used to safeguard communications,
“perfect security” does not exist on the internetand VCH cannot guarantee the security
of the information youshare over the internet.

o Like other mobile applications, the Zoom application requires permissions to access
content on your phone to function. For example, permission to access the camera and
microphone enables users to have the video appointment.

Contact Information

We welcome your comments and questionsregarding video appointments between patients
and VCH care providers. If you have questions regarding privacy or security, please contact us at
the following:

VCH Information Privacy Office
Phone: (604) 875-5568
Email: privacy@vch.ca
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http://www.vch.ca/about-us/contact-us/information-privacy-office
mailto:privacy@vch.ca

Appendix C—Resources

Zoom Support

e Getting Started

e Audio, Video, Sharing
o Meetings & Webinars
e Zoom Phone

Zoom Web Portal

e Zoom FAQ
e Zoom Video Tutorials

e Live Tutorials

Virtual Health- Intranet

e Manual

e License Requests
e Guidelines, Patient Notice

37

zoom Help Center SALES PLANS

act us but wait times may be longer than expected. Thank you for your patience.
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https://support.zoom.us/hc/en-us
https://support.zoom.us/hc/en-us/articles/206175806-Top-Questions
https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials
https://my.vch.ca/dept-project/Virtual-Health/Pages/default.aspx

	FAQ
	CLINICAL GUIDELINES
	AS A PROVIDER OR AN ASSISTANT BOOKING FOR A PROVIDER
	Assigning a Delegate to Book on Your Behalf
	Scheduling an Appointment on Behalf of a Provider
	Starting an Instant Meeting
	Scheduling a Meeting
	Scheduling an Appointment with Reminders
	Setting Passwords
	Join a Meeting from a Computer
	Join a Meeting from a Smartphone or Tablet
	Waiting Room
	Screen Sharing
	Whiteboard and Annotation
	Breakout Rooms

	AS A PATIENT/CLIENT
	Confirming Your Appointment
	Join a Meeting from a Computer
	Join a Meeting from a Smart Phone or Tablet

	APPENDIX
	Appendix A – Guidelines
	Appendix B – Patient Notice of Video Appointment
	Appendix C – Resources


