Role of a Facilitator
A facilitator plays a crucial role and is critical to the success of a videoconference.  A facilitator is the person who prepares the room, introduces the speaker and audience, facilitates the discussions, and collects the evaluation for reflection. When the facilitation is well done the technology becomes transparent, allowing the participants to interact easily and orderly. 
The facilitator is responsible for site coordination and should be there 30 minutes before the conference begins to prepare the room.  The seating should be set in such a way that the entire audience is within camera range. Use the camera presets to allow quick camera focus on a participant asking a question, the room can be divided into segments with a few participants in view for each preset.  The presenter should be the focus while speaking (when arms are outstretched, the image should end between elbows and wrists).
Have the audience arrive 15 minutes before the conference begins, schedule it into the agenda, emphasizing the necessity to arrive on time.  Welcome the audience and give them an idea of what is going to happen, what to expect during a videoconference, and discuss the netiquette. If it is their first experience, explain how the technology works.  All materials should be handed out before the videoconference and put in the order that they will be viewed during the conference, if possible (to avoid paper shuffle noise).
In videoconferences involving multiple sites, the facilitator is the person who makes communication easier and ensures that participants are recognized and given the opportunity to speak.  Facilitators in multi site situations should discuss the procedures together ahead of time, the facilitator with the presenter should be the one to make decisions as to who is next to speak.  Coordination is critical.
The facilitator at far end sites is responsible for muting and activating the mic when necessary.  The mic should be on mute until a question from the audience is acknowledged by the speaker or facilitator at the presenter site.
A facilitator’s role is also to ensure that the conference begins and ends on time, there could be additional fees for those connected by ISDN lines.  
If you have a presenter coming into your site who has never given a videoconference before, it is necessary to meet them before and introduce them to the technology.  Preparation gives them the opportunity to look professional when they are giving their session.
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