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Safari Montage Live! 
Lesson Plan
 Videoconferencing Checklist & Timeline

Date of Conference: 
Time: 

One month prior to videoconference: 

​​_____ complete the Preliminary Planning Guide 
_____ submit the Preliminary Planning Guide to the Safari Montage Live! Coordinator
_____ prepare lesson plan and materials; obtain copyright clearance if necessary 
_____ create an agenda
_____ arrange for remote facilitators, guest speakers, equipment, etc. 

_____ consider how you will set up the room (lighting, placement of webcam, microphone, etc.) 

_____ develop a back-up plan in case of technical problems 

_____ schedule a practice session 

One week prior to videoconference: 

_____ share the agenda with participants 

_____ make sure the remote site has necessary materials 

_____ practice with remote facilitators 

_____ decide what to wear (avoid loud patterns, red, & white) 

Day of videoconference: 
_____ have the Preliminary Planning Guide on hand 
_____ arrange the room 

_____ send invitation to remote site(s) 15-30 minutes prior to the meeting time 
_____ remember to click “Start Broadcast” and “Record”
_____ check audio, video, and lighting
_____ preview webcam camera angle and preset angles if possible 

_____ begin with introductions
_____ discuss procedures to distribute and collect assignments, supplies, etc.
_____ inform audience of etiquette tips, protocols for speaking, and any other instructions 
_____ place a clock on the wall that the presenter can always see 
_____ start and end on time (follow your agenda)


After the videoconference: 
_____ have instructor and remote facilitator(s) complete the evaluation
_____ have students complete the evaluation and assessment

Etiquette Reminders:
_____ learn the videoconferencing system before the conference
_____ avoid wearing loud patterns, red, and white
_____ have facilitator repeat questions from audience
_____ move and gesture slowly and smoothly
_____ do not move out of camera range, people won't be able to see
_____ speak in a strong, clear voice
_____ remind audience about the microphone (mute if necessary)
_____ make sure all sites have materials or can get them during videoconference


