
ADPCA 2022 Conference: Host Guide 
 

 

 

BEFORE ANYTHING ELSE: 
 

A Few Key Points About Language & Translation 

While most workshops will be in English, some will be in Chinese, Spanish, or maybe other 

languages. Many workshops will have a live translator to help widen participation. At times, we will 

use the Zoom Interpretation feature, so you can select your language when the feature is being 

used. We appreciate your patience with the volunteer translators as they endeavour to facilitate 

communication. 

• Be ready to help facilitate translators in performing their role. 

• Begin the session by ensuring that either you, the host, or the presenter, introduce the 

translators and ask for their role to be respected.  

• Highlight the need to be patient, and for everyone present to give the presenter time to 

facilitate everyone communicating together. 

• Think of it as a normal large group meeting – only one person speaks at a time. 

o The main difference is, sometimes it is not in your language. 

o As a rough guide: 

▪ the translator needs as much time as every other speaker put together 

▪ … so it is best that after each person speaks, the translator translates 

• Please be patient – particularly if something is being resolved in a language other than 

your own (and even more so if you cannot hear the other language!). 
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Guidance For Hosts 

General “Conference Information” for everyone attending has been circulated as a separate 

document. 

See the “Definition of Terms” for more explanation of words in bold type. 

See the “General Flow With/Without Translation” for a detailed run through of the Host tasks, and 

for CHECK-LISTS for starting and ending sessions. 

There are four recognised roles: Presenter, Host, Translator, Delegate. Each role is covered in a 

separate document.  

This document is specifically aimed at the Host. 

Note that you may also be taking the Presenter role, and maybe even the Translator role. If you 

are, then we wish you all the best!! If you are also taking the Delegate role, definitely email the 

organiser for a free beer. 

The key point that this document (together with those referenced) addresses can be summed up 

as: 

Well-managed:  

Presentation + Interaction + Translation = Session 
Example: 45min + 10min + 55min = 1h50min 

(i.e. doubled to allow for translation) 

Less well-managed:  

Presentation + Interaction + Translation + Wasted time = Session 
Example: 45min + 10min + 55min + 55min = 2h45min 

(i.e. tripled to allow for translation and wasted time) 

The following details aim to ensure a well-managed session, adding up to timely endings!! That’s 

not to say over-running is not allowed, it is only to say that wasted time is to be avoided. By 

clearly defining how everyone is expected to work together, we hope to minimise wasted time. 

At this moment, we are dealing with three languages, English, Chinese and Spanish. We 

appreciate that most presenters are confident that their session will be suitable for live 

translation and that for various reasons a few presenters have opted not to have translation. 

 

 

  



General Guidance For Sessions Without Live Translation 

Presenters have sometimes agreed that where there is no live translation, then a recording may 

be made by representatives of the translation team which will be subtitled and screened 

separately as a part of the conference, and then destroyed. If so, translators (who are not doing 

live translating) will be present in order to make the recording. To do so, the host will assign 

them the role of co-host (see “General Flow without Translation”).  

It is also suggested that the host or presenter also makes a recording. The acts as a back-up in 

case the translator recording fails. It also allows the presenter to review their session if desired. 

As with the translators recording, we ask that no recording be further distributed or used beyond 

the conference without the agreement of everyone in attendance. 

See “General Flow without Translation” for a step-by-step explanation of all host actions, together 

with reminders. 

See “Zoom Reactions” for some hints on how they can be used – be ready to support your 

presenter, your translator and the audience. 

 

General Guidance For Sessions With Live Translation 

See “General Flow with Translation” for a step-by-step explanation of all host actions, together 

with reminders. 

The main thing to remember is that your translator is a volunteer, and that during the 

presentation the presenter needs to pause between sentences or phrases in order to let the 

translator do the live translation. Remember, if your translator cannot keep up, then you have 

maybe lost a large part of your audience. 

The “Zoom Reactions” specifically covers how your translator will give signals when the zoom 

interpretation feature is in use. Be ready to temporarily switch into the interpreted channel with 

the presenter if they need to call you in. 

 

  



Getting to Your Zoom Room Session 

This is an update. 

To get to your session, just click on the Zoom Room link in the timetable, and enter the room just 

as everyone else will. 

Someone already there will then set you up as the meeting host. 

 

How It Should Work: 

Rather than rewriting several documents, please see this as an overlay, replacing some of how we thought of 

working: 

1. Most people are used to following a link to get into a zoom room. Less often is what you see here, where 

you follow the link (in the “Timetable” email), and get asked for a passcode as you go in. 

2. All waiting rooms are disabled. They are like a light-switch – if you want the waiting room on when you enter 

the room, then switch it as described. When you leave, remember to turn out the lights!! (turn the waiting 

room off). 

3. It was intended that the host opened the room, but we have been forced to move to open access (apart 

from the passcode, required as you go in). Everyone except technical support enters the rooms by clicking 

the links in the timetable. 

4. If a host is needed, then they can take on the role once they are in there – in order to manage functions like 

interpretation, recording or breakout rooms. If there is nothing technically requiring a host, then don’t use 

it. 

5. The rest of this document describes how anyone who needs to take the host role can. 

6. This replaces having to sign in to a zoom account and “Start” the meeting. 

 

 

It starts with me in a meeting with others, where nobody is the host – because we all just wandered in. 

 



1. If I bring up my participants screen, notice the bottom at the bottom of the left hand panel. Although we both 

just wandered in, Amanda stepped into the host role before I could do anything. 

 

 

 

2. …and after she leaves, I get the option to “Claim Host, at the bottom-right of my screen. However, I need to 

know the “Host Key” in order to do so. 

3. The only other thing to be aware of is when I leave the meeting. As host, I can: 

a. EITHER Leave the meeting, in which case I will have to pass the host role to someone else. 

b. OR End the meeting for all (rather a bad option if the session is continuing). 

 

4. I realise I fail at continuity here, but notice how the red “leave” button sits bottom-right of the zoom window, 

before I claim the host. 



 

5. And after I do, it changes to a red “End” button. If I click End, I get the options of ending the meeting for all, or 

reassigning the host to someone else and leaving. 

Zoom Breakout Rooms 

1. Click on “Breakout Rooms” at the bottom of the zoom meeting screen 

 

2.  The easiest option is to let participants choose their own room. However, you may want to 

assign manually in order to coordinate language differences. 

3. Specify the number of rooms and click “Create” 



 

4. If you need to change the setup, you can only do so before you open the rooms. When you 

are happy, click “Open All Rooms” 

 

5. The above now shows: 

a. Unassigned: who is not yet in a breakout room. Click on their name and a button 

allowing assignment to a room will appear. 



b. Room N: Each room is listed, with whoever is in it. The “Join” buttons are shown to allow 

you (or any delegate) to choose which breakout room they want. 

6. Click “Close All Rooms” to bring people back to the main room (60 seconds notice given) 

  



Zoom Security – Allow Participants… 

1. Click on “Security” at the bottom of the zoom meeting screen: 

 

2. Note that participants are allowed all options, change this as you prefer. 

3. You can also enable or disable the waiting room here. 

  



Zoom Interpretation 

1. This feature is used during a presentation in order to reduce the distraction of hearing 

another language. It does not make translation any faster, unless there are more than two 

languages in the room. 

2. Click on “Interpretation” at the bottom of the zoom meeting screen: 

 

3. Initially there is no “Interpreter 1”. Click “Add Interpreter” to add your translator as an 

interpreter. 

4. Click on “Search by name” and type in the first letter of your translator’s on-screen name. 

5. Use the drop-down menu’s to select the languages: 

a. Left side - Presenter’s language (original channel) 

b. Right side - Translated language (interpreted channel) 

6. Either add another interpreter, or click “Start”. 



 

7. When anyone other than the interpreter click “Interpretation” they now have the option to 

select which channel they are in, we are only using two, the original channel which is the 

presenter’s language, and the interpreted channel which is “Chinese” in this example. 

Please resist from using the other channel. It will cause confusion. 

8. Note that when you are in the interpreted channel then there is the option to “Mute 

Original Audio”. If you do not mute it, you can often hear the original channel as normal, but 

it is reduced to very quiet when the translator is speaking. To avoid confusion, it is maybe 

best for everyone who can to “Mute Original Audio”. 



 

9. Above is what the translator/interpreter sees.  

10. The translator/interpreter is positioned between the two channels. They are generally 

listening to the presenter in the original channel (“Main Audio”), but cannot be heard there 

– so the presenter generally cannot hear them. 

11. The translator/interpreter is “Speaking to” a selected channel, in this case “Chinese”. To 

avoid confusion, it is best if the translator/interpreter does NOT speak to the other 

channel (in this example, “English”), instead see the “Zoom Reactions” on how to call the 

presenter into the interpreted channel. 

12. Help the presenter by watching for any translator use of “Zoom Reactions” (see separate 

document). 


