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Why Webinars?

• Ease of Use

• Cost-effective

• Expand your reach

• Consistent message

• Timely delivery

• Longevity
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Where do I begin?

http://www.zarachiron.com/wp-content/uploads/2013/06/confused.jpg



PLANNING FOR SUCCESS

Pre-event Preparation
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Approach the topic from the participants 

perspective

http://www.smallstepsbigchanges.com/wp-content/uploads/2013/10/perspective-hacks.png



Engaging Your Audience

• Begin with a clear outline of what will be 

learned

• Include a picture of the speaker(s) and 

moderator(s) on the Introduction slide

• Use slides as visual aids instead of visual 

points

• Use analogies and case studies

• Consider a different format (talk show, panel 

discussion, point-counterpoint, etc.)

• Speak with enthusiasm and passion for the 

subject.
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Preparation Timeline

Task Timing

Develop event plan 6 to 8 weeks prior

Finalize event topic 6 weeks prior

Setup registration and begin promotion 4 to 6 weeks prior

Send email invite 2 to 3 weeks prior

Draft presentation 2 weeks prior

Rehearsal 1 week prior

Reminder emails 1 week/1 day

Pre-conference with moderator and speakers 30 minutes prior

Send follow-up emails Within 24 hours

Promote on-demand recording Ongoing
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During the event

PLANNING FOR SUCCESS



To Do List:

• Pre-conference with all

• Review roles

– Host

– Presenter

– Technology Support



Avoid Common Technical 

Problems

• All speakers should 

use a headset

• Conduct sound 

checks with all 

speakers

• Know your platform

• Tip: If the headset 

isn’t working, restart 

your computer with it 

hooked up

• Close all programs 

except for what you 

need for the webinar

• Be mindful about 

those who have low 

bandwidth while using 

web cameras

• Check with your IT 

department regarding 

bandwidth peek times

VideoAudio



Post-event Follow-Up

PLANNING FOR SUCCESS
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CRLA: Connecting through Webinars

Evaluation

//localhost/Users/richburgk/Desktop/Webinars as an Alternate Delivery Process/Connecting through Webinars CRLA Handbook.pdf


Resources

PLANNING FOR SUCCESS



Develop a 

Webinar 

Checklist



Free Webinars

http://www.scilearn.com/events/webinars/
http://www.scilearn.com/events/webinars/
http://home.edweb.net/category/webinar/
http://home.edweb.net/category/webinar/
http://www.ascd.org/professional-development/webinars.aspx
http://www.ascd.org/professional-development/webinars.aspx
http://www.edweek.org/ew/marketplace/webinars/webinars.html
http://www.edweek.org/ew/marketplace/webinars/webinars.html


Sample Email Invitation
Good morning,

On April 9, 2014, FDLRS Administration Project will host another Wednesday 

Webinar. This session will be on the topic of Making Virtual Instruction More 

Engaging presented by Karen Geisel and Susan O’Rear from FDLRS Action.

You can register for this informative webinar using this link: 

https://docs.google.com/forms/d/1f9CG4G_oh1T-Z_iS6aJphw5_N6uHpV-

FZNohfFMRLhQ/viewform.

The session will begin at 9:30 AM EST and end by 10:30 AM EST. You can access 

the sessions at: http://nefec.adobeconnect.com/tech-webinar/

If you are having trouble logiing into the webinar, please feel free to call the offfice

using the phone number below.

We hope you take advantage of these virtual PD offerings. Please feel free to send 

this announcement to your center colleagues as well. We are looking forward to 

“seeing” you all in April!

Best regards,

https://docs.google.com/forms/d/1f9CG4G_oh1T-Z_iS6aJphw5_N6uHpV-FZNohfFMRLhQ/viewform
http://nefec.adobeconnect.com/tech-webinar/


Set Up Registration

• Tools to use

– Google Forms

• Free

– Go Sign Me Up

• Paid 

– Eventzilla

• Free for free events



Lessons Learned

• Identify consistent scheduled day and time

• Use calendar reminders to prompt for 

advertising the webinars

• Identify your topics/presenters early

• Use evaluation data to determine popular 

topics

• Poll your audience for topic requests

• Always have a backup plan
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