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If you have any questions or need further support,  

please email lso@epilepsy.org.uk or phone 0113 210 8899 and we will 

register you on the group or cancel your booking for you 

 
 

mailto:lso@epilepsy.org.uk
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Our group values are that: 
• We are friendly and supportive 

• We respect each other 

• We can talk openly among ourselves and everyone is entitled to contribute 

• We respect confidences as this enables a safe environment for open dialogue 

 

 

About Zoom 

Our virtual groups are delivered through the video calling program Zoom. 

Zoom can be accessed through a laptop or desktop computer, tablet or mobile phone. For 

the best experience we suggest using a laptop or desktop computer. You will need: 

• Internet connection 

• Webcam or mobile phone camera 

 

If you are using Zoom for the first time you can: 

1. Download the Zoom application from your app store 

2. Download the Zoom application from zoom.us/download or 

3. If you use the Google Chrome browser, you can access Zoom without downloading 

the App 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://zoom.us/download
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How to register on a virtual group on Eventbrite 
 

 

1. Navigate to the Eventbrite page of the group you wish to attend. 

2. To register for a meeting click the green ‘Register’ button. 

All of our group meetings are free to attend 

 

 
 

 

3. This will open the booking screen - select one ticket in the drop down box and click 

the orange ‘checkout’ button at the bottom of the page. Note: you can only 

book one ticket for a virtual meeting. There is also an option here to add a 

donation if you wish. 
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4. On the next screen, put in your details and click the orange register button at 

the bottom of the page.  

 

 
 

5. You will be taken to a confirmation page like the one below to show you’re 

registered. You will also receive a confirmation email. 

 

 

 
 

 

You are now registered to attend a virtual group!  

We look forward to seeing you there.  
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You will be sent reminder emails by Eventbrite  

• two days before the meeting,  

• on the morning of the meeting and  

• one to say the meeting is about to start 

 

Continue reading for information on  

how to join the virtual meeting on the day  
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Viewing your bookings 
 

If you want to double check what groups you have booked on to, you can easily do this on 

the Eventbrite website. 

1. Go to www.eventbrite.com and click ‘Sign in’ in the top right-hand corner 

 
 

 

2. You can then either use your Eventbrite account details to log in (and skip to step 4 

of this process) OR click the option ‘Email me a log in link’. If you do, a pop up 

screen will appear. Enter the email you used when you booked your tickets. 

 

  
 

 

 

 

http://www.eventbrite.com/
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3. If you clicked ‘Email me a log in link’, within a few minutes you should receive an 

email titled ‘Here is your log in link’.  

Click the orange ‘log in’ button. 

 
 

4. Once you have logged in, click on the drop-down menu in the top right-hand corner 

and click on the option that says ‘Tickets’ 

 

 

 

 

 

 

 

 

5. You’ll then see a page with a list of all the groups you have registered for. 
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How to join a Zoom meeting on the day 

 

On the day of the meeting, you will receive an email saying ‘Meeting in 2 hours’, 

and another saying ‘Starting Now’.  

 

Please join in good time for the start of the virtual group. To reduce disruption and to keep 

the group running smoothly we do not admit anyone who arrives more than fifteen minutes 

after the start of the group.   

 

1. Open the ‘Starting Now’ or ‘Meeting in 2 hours’ email and click the orange ‘Join the 

event’ button. 

 

 
 

 

OR  

 

Log onto Eventbrite, view your tickets as described on page 6, and select the virtual 

group for that day. 
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2. Clicking the ‘Join the event’ button will take you to the group page on Eventbrite 

where you will need to click the orange ‘Join now’ button or the blue ‘Open in 

Zoom’ option. We recommend selecting ‘Open in Zoom’ for the best 

experience. 

 

 
 

 

3. When you join the meeting you will be taken to a waiting room until the person 

running the group admits all attendees.  
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How to cancel your place on Eventbrite 
 

We hope you will be able to join the group as planned, but if your circumstances change and 

you can no longer make it, please cancel your place on Eventbrite. This allows us to offer 

your place to someone else. 

 

1. When you registered for the meeting, you will have received a confirmation email. 

Locate that email and scroll down to the section titled ‘Order Summary’ and Click 

‘view and manage your order online’. 

2.  OR follow the instructions above to view your tickets. 

 

 
 

3. You’ll be taken to a webpage with your bookings. Click on the meeting you 

want to cancel. 

 

 



11 
 

 

 

4. Click the white ‘Cancel Order’ button that’s on the left hand side of the page. 

 

 
 

5. You’ll be asked to confirm that you want to cancel the order.  

6. Click the orange ‘Yes, Cancel This Order’ button.  

 

7. You’ll then receive a confirmation 
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You have now successfully cancelled your tickets.  

We hope you’ll be able to join us at another meeting soon. 

 

Security and Safeguarding 

We understand you may have some concerns about the security of a virtual group. 

Epilepsy Action has taken steps to make sure our virtual groups are as secure as possible: 

• We have a dedicated Zoom account for all virtual group meetings 

• We never publicly advertise the Zoom link for joining a meeting 

• We have a waiting room function for all our group meetings. This means no one can 

enter the meeting automatically. They have to be admitted by the meeting host. 

• People who haven’t registered through Eventbrite will not able to join the meeting 

• We do not allow any participant to share their screen in a group. This means no one 

can share information from their device with others at the meeting 

• We do not allow any participants to record during a group 

• We can mute or remove any participant from a group if necessary 

 

If you have any concerns about attending our Zoom meetings or have any concerns 

following a meeting, please do get in touch using the contact details on the front of this 

guide. 
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How to use Zoom features 

Mute 

On entering the meeting, all participants will be asked to mute themselves. We will also ask 
that all participants remain muted when they are not speaking. To mute yourself, click on 

the microphone tab. Depending on which device you're using, this will appear on different 

locations on your screen. 

 

Our group host can also mute participants during the meeting. If they decide to do this, they 

will let everyone know in advance. They might do this if there is a lot of background noise, 

or if they are concerned that people cannot hear them. 

Gallery view 

Zoom has a number of different ways that you can view the people in the group. We 

recommend gallery view. Gallery view allows you to see all group participants at once. 

To set your screen to gallery view, click the View icon in the upper-right corner of the 

Zoom window. 
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Raise your hand 

Your group host will support people to engage in the group. If you want to ask a question 

or make a contribution to the group discussion, you can also let the group host know by 

using the raise your hand function. 

1. Click on the icon "Reactions" at the bottom of your screen. 

2. Click the "raise hand" button. Your digital hand is now raised! 

3. When finished click the reaction button again and click the “lower hand” button.  

 

 

 

 

 

Screenshots 

Please respect other participants and do not take a screenshot at any time during a virtual 

group. 
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Polls  

During the group, we will be using Zoom's poll function to capture how participants feel at 

the end of the session. The responses are anonymous. This is part of our evaluation process 

and will help us understand if you benefited from attending the group. 

When the host launches the poll, a question screen will appear. You can select your 

answers and click on submit. 

 

At the end of the session the host will close the meeting. 

We really hope that you enjoy your Epilepsy Action virtual group 

meeting and look forward to meeting you. 


