Reaching your Audience
Making your audience feel like they are in the same room

· Know who your audience is

· Know your sites, where they are, etc

· Introduce yourself as you normally would to a group

· Introduce all participants

· Be friendly and purposeful

· Get them talking and engaged as soon as possible

· Interaction is a must

How To’s

· Identify the sites, by décor if there are no signs, so that the other participants can refer to them for questions – make a “map” for names and locations of participants

· Speak directly to people, saying their names – Don’t forget delay time
· Ask simple questions that can be answered by raised hands

· Repeat every question or comment from participants, ensuring that the other sites can hear

· Have the sites work in groups and use a facilitator

· Have the sites present their ideas to you and the other sites

· Don’t turn away from the camera, keep your chin up for best camera angle
· Keep on time

· Structured meeting – use a variety of tools

· Wrap up at the end with a summary

· Be aware of transmission delays
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