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Webinar Planning Guide

A webinar (short for “Web seminar”) is a presentation or discussion hosted over the Internet. This is a great option for a network library event, particularly if not all of the participants are in the same area. 

Depending on the platform you choose, webinars can include streaming video, voice, text messaging, and screen-sharing features. There are many providers available to host your webinar, such as WebEx, GoToMeeting, and CommPartners; your needs and resources will determine the one you choose. Visiting these sites will provide you with information about how they operate and what funding may be required.

Before you decide on a platform, check that your computer has a webcam and that your browser, operating system, processor, and bandwidth meet the system requirements for the desired platform. You also should make sure that the service is accessible to screen-reader users. 

Prior to the webinar, plug in and test earbuds, headphones, or a headset. You will need to use one of these during the event to prevent audio feedback.
Webinar Best Practices

· Participate from a quiet location; turn off cellphones and other devices. 

· Make sure the room in which you are sitting is well-lit. 

· Avoid sitting with a window or light source directly behind you. Be aware of the background that will appear in the video. In addition, do not have something directly behind your head, such as a pole, plant, or light fixture. 

· Print a copy of your presentation to use as backup.  

· Use a high-speed wired Internet connection (not wireless).      

· Do not use a speakerphone or cellphone. 

· Turn off your computer speakers.
· Make sure your phone is on “mute” whenever you are not speaking; “unmute” your phone to speak (all noises can be heard by other webinar participants when your phone is unmuted).
Tips for Conducting a Successful Webinar

· Develop engaging content. Choose a relevant presentation or discussion topic and prepare your remarks and slides in advance. You also can choose to create a script and an agenda for your presentation, depending on how structured you want your webinar. 

· Promote your webinar. Send out personalized e-mail invitations, or promote your virtual event on social media or through an e-mail blast. You can also promote your event through a news release, blog posts, or newsletter blurb. 

· Practice makes perfect. Conduct a dry run of your presentation before the event to work out any unforeseen issues. 

Follow up. E-mail the attendees after the event to thank them for attending and to send them a feedback form. This will allow you to collect valuable information on how to improve your presentation next time.
 


