Facilitator Checklist
Before Videoconference

_____  Prepare the presenter for the experience if this is his/her first time giving a videoconference, what are his/her expectations and how can they be met with the technology.
_____  Discuss procedures and protocols for the meeting (groups, answering of questions, distributing documents, back up material, etc) with the presenter so that everything will run smoothly.
_____  Does the presenter need/have a computer (powerpoint, documents, etc) to use via vc.  If so, prepare for dual video.
_____  Contact other facilitators to coordinate multi site situations (documents, procedures, protocols, etc).
_____  Acknowledge receipt of documents from presenter to make sure none is missing.
_____  Each site facilitator should keep track of  the number of participants and advise the presenter.
_____  Test  before the videoconference to make sure everything will work as expected.
_____  Print all documents and, if possible, put in order of use to reduce paper shuffle noise.
Day of Videoconference

_____  Be in the room at least 15-30 minutes before to make sure the system connects properly. 

_____  Arrange the room so that everyone can be within camera range.

_____  Preset camera zoom positions according to room set up. 

_____   Distribute documents

_____  Connect 15 minutes before the meeting.
_____  Go over procedures with participants.
_____  Have a phone in the room in case of technology problems.
_____  Welcome the participants.
_____  Watch for indications that participants want to speak.
_____  Mute mic (at far end sites) while presenter is speaking.
After Videoconference

_____ Have participants fill in the reflection sheet and collect them.
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