SAMPLE – Webcast Process Agenda

Using template from SPDG Regional Meeting October 14-15, Portland, Oregon
Note – ILINC is the online meeting room vendor we used

DAY ONE – October 14 
	Time in minutes PACIFIC TIME
	SETUP Process 
	Description of ILINK Coordination Roles

	7:00-7:30 AM

30 minutes


	[Insert Name], [Insert Name], [Insert Name], and AV Technicians will setup the following equipment:

Conference Room A
-2 wireless microphones

-Sound system

-Genter teleconference system

-laptop for recording ([Insert Name])

-laptop to be used by presenters ([Insert Name])

-laptop for ILINK moderator ([Insert Name])
-webcam

Conference Room B
-Teleconference system

-[Insert Name]’s Laptop to be used during small group discussions


	Name, Name, and Name will play the following roles to coordinate what occurs throughout the 2-day sessions.

[Insert Name] Backup: She’ll record all presentation segments. Small group discussions will not be recorded. She’ll also assist in troubleshooting issues that arise.

[Insert Name] Webcast Proxy/Moderator: He moderate what’s happening in the ILINC room. He’ll answer questions posed in the chat pod and troubleshoot issues that are occurring in the meeting space (i.e., volume issues, feedback delays). 
[Insert Name] Face-to-Face Moderator: To will manage what appears from the presenter laptop. She’ll assist with advancing slides and sharing desktop files with those participating via ILINC.

If you have trouble connecting to ILINK, please contact [Insert Name], [Insert Name] or [Insert Name].
CONTACT INFORMATION
Insert mobile and email addresses


	Time in minutes PACIFIC TIME
	Session Description
	Presenter(s)

Facilitator(s)
	Notes  and 

Materials to be presented 



	7:30-8:30

60 minutes


	REGISTRATION and BREAKFAST for Face-to-Face Participants

Conference Room A

	NA
	NA


	8:15 PT

	Online Participants are asked to login in 10-15 minutes prior to start time.
	NA
	NOTE: Please MUTE your lines -  press *6.



	8:30-9:10

30 minutes

	Welcome, Introductions

Program Overview  

Conference Room A
	Presenter:

[Insert Name], Role, Agency
	After [Insert Name] welcomes the group, [Insert Name] will introduce the ground rules for this hybrid session. Our objective is to ensure the meeting is engaging as possible for the online group. We’ll ask that online participants introduce themselves after the face2face participants have done so. We will also invite them to ask questions during the Q&A.

NOTE: During introductions we will un-mute all the lines. To un-mute press *6.
    PowerPoint File:

SPDGProgramOverview-JD09.ppt
Packet Materials:
2009 Grant Award List


	10:00-10:15

60 minutes
	Coaching for Competence 

At the end of the presentation, [Insert Name] and [Insert Name] will provide instructions for the small break out group discussions.


	Presenter:

[Insert Name], Role, Agency
	ACTION: MUTE your line during the presentation. [Press *6]
ACTION: During the Q&A, ask questions in the chat box. 

PowerPoint File:

Presenter’s [Insert Name] PPT File to be emailed

	10:00-10:15

15 minutes
	Break – Snack Provided
	
	ACTION: When cued, disconnect from the teleconference system. Wait for chat box message from [Insert Name]/[Insert Name] that you can call in again. 


	10:15-11:15
60 minutes

	Coaching  Small Group Discussions

Project Directors and Coordinators - Discussion regarding states’ coaching models. Each table to assign a facilitator and note-taker.                            Conference Room A
Evaluators –Discussion regarding implementation and scale up or one of the other topical strands listed above.     Conference Room B

	NA
	There will be an assigned facilitator for the online small group coaching discussion. [Insert Name] or [Insert Name] will be present to assist with moderating the online meeting space.
VOLUNTEER Needed: For the Large Group report out we would like someone to volunteer to report out to the large group at 12:15pm. 

NOTE: At 11:10 the group will finish up so that the facilitator and moderator can go back to the main room. 

You will need to disconnect the phone line and wait for chat box cue to call in again.



	11:15-12:15
60 minutes

	Overview of Oregon’s SISEP Scaling Up EBP.   

                                                              Conference Room A
---------------------

Evaluators’ Discussion Group - Planning for collaborative work and continuing discussions on topics of interest. 

Conference Room B
	INSERT NAME, Role and title
​​​​​​​​​​​​​
	ACTION: MUTE your line during the presentation. [Press *6]

ACTION: During the Q&A, ask questions in the chat box. 

NOTE: If Evaluators’ decide to meet at this time, we will provide an alternate teleconference line. 

PowerPoint File:

[Insert Name]’s PPT File to be emailed. 



	12:15-1:00
45 minutes

	Working Lunch 

Large Group Report-out
	Presenters:

[Insert Name] 

	ACTION: During the report out, we’ll ask an online participant to share.



	1:00-3:00
120 minutes

	SIG Marketplace 
Conference Room A
This session provides an opportunity for SIGs/SPDGs to showcase a tool, product, or resource they have successfully implemented in the last year that can be replicated by other state projects.  The time allotted for each presentation is 8 minutes - 5 minutes for presenting and 3 minutes for clarifying. Each presentation will focus on one of the following topical strands:
· Ensuring fidelity/Regional and building level support structures

· Replication and sustainability

· Parent Involvement 

· Communication and strategies for functioning when a state has funding shortages

· Building Collaborations and networking
	Presenters:

One from each state team

Facilitators:

[Insert Name] 
[Insert Name] 


	Online Participants will share first:
[Insert Name], New Hampshire

[Insert Name], Maine

[Insert Name], Connecticut 

[Insert Name], New Mexico
At the beginning of your presentation, let the group know what tropical strand you’re addressing.
After online participant presentations, we’ll invite face2face presentations organized by strand. 
ACTION: MUTE your line during the presentation. [Press *6]

ACTION: During the Q&A, ask questions in the chat box. 

PowerPoint Files:

[Insert Name] will email the marketplace files separately. 


	3:00-3:15
15 minutes
 
	Break

Snack provided
	
	ACTION: Stay connected, MUTE your line. Take a break.

	3:15 - 4:30
75 minutes

	SIG Marketplace - continued
	
	After online participant presentations, we’ll invite face2face presentations organized by strand. 

ACTION: MUTE your line during the presentation. [Press *6]

ACTION: During the Q&A, ask questions in the chat box.

We’ll say goodbye to online participants at 4:30 since they will not be participating in the SIG Marketplace Conversations.



	4:30 - 5:00
30 minutes

	SIG Marketplace Q&A conversations

Wrap Up
	
	


DAY TWO – OCTOBER 15
	Time in minutes
	Session Description
	Presenter(s)

Facilitator(s)
	Materials to be presented

	7:30-8:30 AM
60  min
	FACE TO FACE 

BREAKFAST                      
Conference Room A
	
	

	8:15


	Online Participants are asked to login in 10-15 minutes prior to start time.
	NA
	ACTION: Please MUTE your lines -  press *6.


	8:30-8:50

20 minutes
	SPDG Technology Initiative - Results from Project Directors Conference and Overview of the Blog
	Presenters:
[Insert Name] 

	ACTION: MUTE your line during the presentation. [Press *6]

ACTION: During the Q&A, ask questions in the chat box.

	8:50-9:30

40 minutes
	Collaborations that Create True Partnerships Presentation and Large Group Discussion

Overview of Open Space Small Group Discussion – Development of Topics Related to the Topical Strands
	Presenter:

[Insert Name] 

Facilitator:

[Insert Name] 

	PowerPoint Files

TechInitiatveUpdates.ppt
CollabandOpenSpace-Regional09.ppt
Agenda Packet Materials

StepstoCollaboration.ppt [Handout in packet]

TechTrainingInterestLists.pdf [Handout in packet]


	9:30-10:15

45 minutes
	Open Space Small Break-out Discussion Groups

 - Open space offers an opportunity for people who share a passion for an issue or topic to meet and discuss it from whatever perspective the group desires.

 - Participants identify, convene, and participate in sessions based on topics they have an interest in pursuing using the same topical strands from the SIG Marketplace.
	Facilitators to be determined.
	Discussion Assignments to be determined the day of session.
NOTE: Amy Jenks volunteered to facilitate a topic.

Agenda Packet Materials

SIGOpenReportOutTemplate.doc [Handout in packet]



	10:15-10:30

15 minutes
	Break
	
	ACTION: Stay connected, MUTE your line.

	10:30-11:30
60 minutes

	Open Space Small Break-out Discussion Groups - Continued
	
	Discussion Assignments to be determined the day of session.
Agenda Packet Materials

SIGOpenReportOutTemplate.doc [Handout in packet]



	11:30-12:00
30 minutes

	Large Group – Report Out and Concluding Remarks
	Facilitator:

[Insert Name] 
	ACTION: Stay connected, MUTE your line.


