
Roles in a meeting  
Overview 
There are multiple roles available for a meeting: host, co-host, alternative hosts, and participants. 
The role that you have in a meeting is designated by the host. 

• Host: The user that scheduled the meeting. They have full permissions to manage the 
meeting. There can only be one host of a meeting. 

• Co-hosts: Shares most of the controls that hosts have, allowing the co-host to manage the 
administrative side of the meeting, such as managing attendees. The host must assign a 
co-host during the meeting. Co-hosts cannot start a meeting. If a host needs someone else 
to start the meeting, they can assign an alternative host. 

• Alternative hosts: Shares the same controls as co-hosts, but can also start the meeting. 
Hosts can assign alternative hosts when they schedule a meeting. 

This article covers: 

• Participating in the meeting 
• Managing participants 
• Recording (only local recording is allowed) 

Comparison 
The following table compares the meeting controls available to the host, co-hosts, alternative 
hosts, and participants.  

Features with an asterisk (*) can be enable or disable by the host during the meeting. 

Feature Host 
Co-host / 
alternative  
host 

Participants 

Participating in the meeting 
Start the meeting ✔ see note   
Mute/unmute themselves* ✔ ✔ ✔ 
Start/stop their own video ✔ ✔ ✔* 
View participants list ✔ ✔ ✔ 
Share screen ✔ ✔ ✔* 
Request or give remote control ✔ ✔ ✔ 
Chat with participants (in-meeting 
chat) ✔ ✔ ✔ 

https://support.zoom.us/hc/en-us/articles/206330935
https://support.zoom.us/hc/en-us/articles/206330935-Enabling-and-Adding-a-Co-Host
https://support.zoom.us/hc/en-us/articles/206330935-Enabling-and-Adding-a-Co-Host
https://support.zoom.us/hc/en-us/articles/208220166-Alternative-Host
https://support.zoom.us/hc/en-us/articles/208220166
https://support.zoom.us/hc/en-us/articles/360040324512-Roles-in-a-meeting#h_c94b911b-d8d5-4a8d-9608-5d51d57eed8a
https://support.zoom.us/hc/en-us/articles/360040324512-Roles-in-a-meeting#h_3a99d449-224a-492d-bc9e-207cbae9e366
https://support.zoom.us/hc/en-us/articles/360040324512-Roles-in-a-meeting#h_92022db8-c66e-4a44-860a-4b94033bf4a8
https://support.zoom.us/hc/en-us/articles/360040324512-Roles-in-a-meeting#note
https://support.zoom.us/hc/en-us/articles/201362153
https://support.zoom.us/hc/en-us/articles/201362673
https://support.zoom.us/hc/en-us/articles/203650445
https://support.zoom.us/hc/en-us/articles/203650445


Save in-meeting chat ✔ ✔   
Create or edit polls ✔     
Start polling ✔ ✔   
Answer polls     ✔ 
Assign someone to enter closed 
captions ✔     

Enter closed captions ✔ ✔* ✔* 
End meeting ✔     
Reactions and nonverbal feedback ✔ ✔ ✔ 
Managing participants 

Mute or unmute participants ✔ ✔   
Stop participant's video ✔ ✔   
Ask participant to start video ✔ ✔   
Spotlight a video ✔ ✔   
Promote participant to host or co-
host ✔     

Change who attendees can chat with ✔ ✔   
Remove attendees ✔ ✔   
Put participants on hold ✔ ✔   
Rename participants ✔ ✔   
Invite others to join ✔ ✔ ✔ 
Assign participants to breakout 
rooms ✔     

Mute controls for participants (ask to 
mute, mute all, mute on entry) ✔ ✔   

Recording  
Start local recording ✔ ✔ ✔* 
Allow or forbid a participant to start 
local recording ✔ ✔   

Note: 

• Alternative hosts can start the meeting by using the meeting ID or meeting link the 
invitation email. The meeting will not display in the upcoming meetings list in the 
desktop client or mobile app for alternative hosts. 

• Co-hosts cannot start meetings scheduled by the host. Co-hosts cannot be assigned ahead 
of time. The host has to promote a participant to co-host. Alternatively, the host can 
assign a user as an alternative host. 

https://support.zoom.us/hc/en-us/articles/203650445
https://support.zoom.us/hc/en-us/articles/203749865
https://support.zoom.us/hc/en-us/articles/203749865
https://support.zoom.us/hc/en-us/articles/203749865
https://support.zoom.us/hc/en-us/articles/207279736
https://support.zoom.us/hc/en-us/articles/207279736
https://support.zoom.us/hc/en-us/articles/207279736
https://support.zoom.us/hc/en-us/articles/360038311212
https://support.zoom.us/hc/en-us/articles/115001286183
https://support.zoom.us/hc/en-us/articles/115005759423
https://support.zoom.us/hc/en-us/articles/201362653
https://support.zoom.us/hc/en-us/articles/201362183
https://support.zoom.us/hc/en-us/articles/206476093
https://support.zoom.us/hc/en-us/articles/206476093
https://support.zoom.us/hc/en-us/articles/201362473
https://support.zoom.us/hc/en-us/articles/208220166
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