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SCALE’s Read.Write.Act. Virtual Conference 2011

On the day of the presentation:

· Join the SCALE staff in the meeting room (using the URL provided) 10-15 minutes before your presentation.
· Make sure you are using (noise-cancelling) headsets and not external speakers (we recommend USB headsets). We do not recommend the use of wireless headsets.

· To make sure your audio functions are working properly, select the “Tools” tab at the top of the screen, then select “Audio,” then select “Audio Setup Wizard.” Go through each step of the process until you are satisfied with the audio quality.
· Make sure SCALE has the latest version of your PowerPoint, all handouts, and polls.  If you plan to include any poll questions, please put them on your PowerPoint slides, with answer choices labeled A, B, C, D or E. 
· Participants will join you using the same URL provided to you.  They will have been told that the meeting will start at a certain time and not to expect any interaction before that time.

· At the scheduled meeting time, a SCALE staff person will welcome participants, introduce you, and do a short poll to see where people are located and what their role is in their local program.

· After the polls, we will turn the meeting over to you.  We will stay in the room with our microphones turned off. 
· Based on the format of your presentation and your own personal style, decide how you plan to deal with questions during the presentation and inform the participants before you start. Some presenters like to answer questions verbally as the participants submit them via the chat and some prefer to hold off until the end before answering questions. Whatever you decide, make sure you communicate that choice to the participants.
· SCALE staff will be monitoring the chat for any technical support issues and will direct participants to call our help line if necessary.
· Feel free to ask your host to help with any issues that come up.  

· Before the end of the session, SCALE staff members will come back and thank everyone.  We will ask participants to complete a session evaluation and remind everyone.  Recorded sessions will be available on SCALE’s website for two weeks following the conference.
After the Session:

· Send further handouts and answer participant questions from the archived chats…if you said you would.

· Review your feedback from conference evaluations and think about what you would like to present next year! (
