December 17, 2020



WELCOME!

O the

Andy Goodman Celia Hoffman



BEFORE WE BEGIN | COPY OF SLIDES TO FOLLOW




BEFORE WE BEGIN | AFTER CLASS TIME

If you don't have to rush off, Andy and
Celia will be staying online after class for
any participants with questions,
comments or other business.

Just remain connected.



UNMUTED | AGENDA

1. Context: How we got here (and
where, exactly, are we?)

2. Defining Terms: Web meetings,
Webinars and Webcasts

3. Nine Takeaways: What we learned
from the research

4. Resources: A little more help for
our friends at NAAEE
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» Great Recession of 2008 led to
major surge in videoconferencing.
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CONTEXT | We’ve been down this road before...

» Great Recession of 2008 led to
major surge in videoconferencing.

» Conducted research to identify
problems and trends.

Launched "The Webinar on
Webinars” (2009) to share best
practices.

» Logged hundreds of hours teaching
and learning from students (2009-
2020).



CONTEXT | And in March 2020, everything changed...




CONTEXT | ...and everything we did started to look like this.




CONTEXT | NEW RESEARCH (JULY-AUGUST 2020)

4,405 RESPONDENTS



UNMUTED | AGENDA

2. Defining Terms: Web meetings,
Webinars and Webcasts



DEFINING TERMS | CATEGORIES OF ONLINE CONVENINGS

WEBlNAR WEB MEETING
Information Discussion
Sharing/Teaching Decision-Mak,ing

or Training

WEB CONFERENCE
Comprised of all three
categories

WEBCAST
Speech/Presentation



UNMUTED | AGENDA

3. Nine Takeaways: What we learned
from the research



TAKEAWAY #1 ENGAGEMENT & PARTICIPATION

The adventure begins here.

Keeping people focused and actively
participating is your first and foremost
challenge. There are plenty of tools to
help you do both.



SURVEY DATA #1 ENGAGEMENT & PARTICIPATION
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SURVEY DATA #1 ENGAGEMENT & PARTICIPATION




RECOMMENDATIONS #1 ENGAGEMENT & PARTICIPATION

Provide something to
do right from the start.
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Look for ways to ask
guestions.
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RECOMMENDATIONS #1 ENGAGEMENT & PARTICIPATION

Use polls, breakout
rooms




RECOMMENDATIONS

Given a choice of
techniques and tools to
create more engaging
and interactive online
convenings, survey
respondents ranked

creative use of the
chat box first among all
tools available.

“Unmuted” report

#1 ENGAGEMENT & PARTICIPATION




RECOMMENDATIONS #1 ENGAGEMENT & PARTICIPATION

Use polls, breakout
rooms, and chat.
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RECOMMENDATIONS #1 ENGAGEMENT & PARTICIPATION

Use polls, breakout
rooms, and chat.




RECOMMENDATIONS #1 ENGAGEMENT & PARTICIPATION

Conduct some activities
off-line.




RECOMMENDATIONS #1 ENGAGEMENT & PARTICIPATION

Take questions
frequently (and call on

people.)




YOUR RESPONSES ENGAGEMENT & PARTICIPATION




SURVEY DATA #1 ENGAGEMENT & PARTICIPATION




QUESTIONS & COMMENTS

Have a question
or a comment?

Put it in the chat
box and Celia

will relay it or
ask you to
unmute.




TAKEAWAY #2 INCLUSIVITY

Our virtual welcome mats need

some work.

While attention is being paid to making
online convenings more inclusive, there is
plenty of room for improvement, particularly
where accessibility is concerned.




SURVEY DATA #2 INCLUSIVITY



RECOMMENDATIONS | CHECKING IN #2 INCLUSIVITY

Give participants a chance to
check in, formally or
informally.




RECOMMENDATIONS | AGREEMENTS #2 INCLUSIVITY

Be clear on the rules of
engagement (or work with
participants to establish

them.)




YOUR RESPONSES INCLUSIVITY




SURVEY DATA | ACCESSIBILITY #2 INCLUSIVITY



RECOMMENDATIONS | ACCESSIBILITY #2 INCLUSIVITY

Know your platform’s
accessibility tools.
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RECOMMENDATIONS | ACCESSIBILITY #2 INCLUSIVITY

Discover PowerPoint’s
accessibility tools.




RECOMMENDATIONS | ACCESSIBILITY #2 INCLUSIVITY



TAKEAWAY #3 LEADERSHIP & FACILITATION

Get training. Get some help.
And get better at the basics.

Leading and facilitating online is hard enough
as it is. Learning by doing and trying to do it
yourself are not recipes for success.



SURVEY DATA #3 LEADERSHIP & FACILITATION
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SURVEY DATA #3 LEADERSHIP & FACILITATION




RECOMMENDATIONS | BASICS #3 LEADERSHIP & FACILITATION

Watch tutorials on your
platform or find trainings like

this.




RECOMMENDATIONS | BASICS #3 LEADERSHIP & FACILITATION

Build 2-3 person teams to
facilitate online convenings.



RECOMMENDATIONS | BASICS #3 LEADERSHIP & FACILITATION

Always cover the basics
(unless you know all
participants are familiar with
the platform.)



TAKEAWAY #4 STRUCTURE

More time online requires more
attention to structure.

As remote workers log more hours in
videoconferences every day, their expectations
that meeting and webinar leaders will make
good use of their time are rising. Clear, concise
agendas help meet those expectations.




SURVEY DATA #4 STRUCTURE




RECOMMENDATIONS | DISPLAY AN AGENDA... #4 STRUCTURE




RECOMMENDATIONS | ...OR OBJECTIVES #4 STRUCTURE




RECOMMENDATIONS | AGENDAS TRACKING PROGRESS  #4 STRUCTURE




RECOMMENDATIONS | OVERALL DESIGN CAN HELP #4 STRUCTURE




RECOMMENDATIONS | OVERALL DESIGN CAN HELP #4 STRUCTURE




TAKEAWAY #5 LENGTH & FREQUENCY

Shorter and fewer, please.

The mental and physical wear and tear of
meeting online coupled with the increase in
meetings per day argue for shorter durations
and fewer meetings.




YOUR RESPONSES LENGTH & FREQUENCY




SURVEY DATA #5 LENGTH & FREQUENCY
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SURVEY DATA #5 LENGTH & FREQUENCY




Just arriving (or rejoining)? We're on a 15-minute break.
Please check in with Celia via the chat box to catch up.



SURVEY DATA #5 LENGTH & FREQUENCY




RECOMMENDATIONS #5 LENGTH & FREQUENCY

maximum for online

convenings.

Limit convenings to if
possible; build in breaks if longer
than 1 hour.

Schedule breaks
if possible, but definitely
no further apart than 90 minutes.



QUESTIONS & COMMENTS

Have a question
or a comment?

Put it in the chat
box and Celia

will relay it or
ask you to
unmute.




TAKEAWAY #6 PREFERRED PLATFORMS

It’s Zoom’s world. We’re just
working in it.

Microsoft, Google, Cisco and other big tech
players are becoming more competitive every
day, but for now, Zoom is the top choice for
all categories of online convenings.




SURVEY DATA #6 PREFERRED PLATFORMS



RECOMMENDATION #6 PREFERRED PLATFORMS

Zoom, but...



TAKEAWAY #7 PERSONAL VIDEO FEEDS

Q. Should | turn my camera on
or off?
A. Yes!

The kind and size of your online convening

can provide useful guidelines, but whenever
possible, let your participants decide for Celia Hoffman
themselves.




YOUR RESPONSES PERSONAL VIDEO FEEDS




SURVEY DATA #7 PERSONAL VIDEO FEEDS
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ON for intro’s

Bob Callahan
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ON for intro’s

OFF during
presentation

ON for Q&A or Bob Callahan
comments



RECOMMENDATIONS #7 PERSONAL VIDEO FEEDS
ON for intro’s -

OFF during
presentation

ON for Q&A or Bob Callahan
comments

ALWAYS give
participants the
option to choose
for themselves




RECOMMENDATIONS #7 PERSONAL VIDEO FEEDS

My boss makes us keep our video
on. I’'m on video 5 to 7 hours a
day. It is exhausting. | hate looking
at myself all day and fake smiling
during Zoom meetings. My head
hurts every day. Please make it

stop.




TAKEAWAY #8 SLIDES

Less text, more action, and
always build.

Design techniques that make in-person
presentations more eye-catching are
essential in an environment where it’s easy to
look away.




SURVEY DATA #8 SLIDES



RECOMMENDATIONS | NOT THIS #8 SLIDES



RECOMMENDATIONS | TWO SETS #8 SLIDES
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RECOMMENDATIONS | TWO SETS #8 SLIDES




RECOMMENDATIONS | LESS IS MORE SLIDES

OMIT FROM
WEBINAR SLIDES
~




RECOMMENDATIONS | LET THEM READ #8 SLIDES

Sometimes you will want to have a lot of text
on a slide. For example, when you want to
include a lengthy direct quote. In those
cases, stop and let the participants read the
slide for themselves. The silence will get their
attention (which is a good thing), and if you
read it to them, you'll only be a nuisance
because they're already trying to read it for
themselves.




RECOMMENDATIONS | STYLE = SUBSTANCE #8 SLIDES




RECOMMENDATIONS | STYLE = SUBSTANCE #8 SLIDES



RECOMMENDATIONS | ALWAYS BUILD #8 SLIDES




RECOMMENDATIONS | ALWAYS BUILD #8 SLIDES

STORY STRUCTURE RESOLUTION

PROTAGONIST

AmMm~—20D 0>

INCITING

INCIDENT GOAL

B
A
R
R
I

E
R

INTERNAL/EXTERNAL




RECOMMENDATIONS | ALWAYS BUILD #8 SLIDES
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RECOMMENDATIONS | KEEP IT MOVING #8 SLIDES



RECOMMENDATIONS | KEEP IT MOVING #8 SLIDES

1 hour = 130+ slides



TAKEAWAY #9 LONG-TERM TRENDS

It ain’t over when it’s over.

Post pandemic, working remotely will play a
significantly larger role in how organizations
function than it did prior to the pandemic.




SURVEY DATA #9 LONG-TERM TRENDS
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SURVEY DATA #9 LONG-TERM TRENDS




RECOMMENDATION #9 LONG-TERM TRENDS

Ensure team members have
sufficient Internet speeds to
participate fully in online
convenings.



UNMUTED | AGENDA

4. Resources: A little more help for
our friends at NAAEE



RESOURCES | ACCESSIBILITY GUIDELINES (section508.gov)



RESOURCES | ACCESSIBILITY GUIDELINES (webaim.org)




RESOURCES | PRESENTATIONS (ThePresentationPodcast.com)




RESOURCES | PRESENTATIONS (ThePresentationPodcast.com)




RESOURCES | BOOKS AND REPORT (thegoodmancenter.com)




QUESTIONS & COMMENTS

Have a question
or a comment?

Put it in the chat
box and Celia

will relay it or
ask you to
unmute.




THEGOODMANCENTER.COM | NEWSLETTER

DECEMBER 2020

One Simple Question That Can Make or Break a
Videoconference

Should I turn my camera on or off? It seems like such a simple question, perhaps even trivial, but in the
pursuit of engaging and productive videoconferences, you would be surprised how critical the answer can be.
For some attendees, telling them to turn their cameras on can make them feel more included, more
connected to other participants, and more focused on the matter at hand. But for an almost equal number, an
activated camera can feel like an invasion of privacy, an unblinking spotlight that makes them physically
uncomfortable and unable to concentrate fully.

We discovered this sharp divide in the research for our report, “Unmuted: What works, what doesn’t, and how
we can all do better when working together online.” We also learned that there are different ways to answer
this question depending on the kind of online convening you’re conducting. To make sure you're providing the
best answer for participants in your organization’s videoconferences, scroll down to read the excerpt entitled

“QhAtilA 6 f11vm vz Aarriara Arn Ar AFED” frarmm A1ir latact ranAard




TWITTER| @GoodmanCenter



WEBINARS | thegoodmancenter.com



FINAL THOUGHTS






FINAL THOUGHTS| “We are all Robert Kelly now.”







AFTER CLASS TIME

Questions?
Comments?

Other business?



POCKET SLIDES



SURVEY DATA WHO COMPLETED THE SURVEY



ADDITIONAL POINTS | Why you never end with Q&A




ADDITIONAL POINTS | Why you never end with Q&A

| know you'd

didn’t cover this,
but...

Bob Callahan



ADDITIONAL POINTS | Why you never end with Q&A

It occurred to me

while you were
speaking that...

Bob Callahan




ADDITIONAL POINTS | Why you never end with Q&A

Where do you get

off saying that
thing about...

Bob Callahan



ADDITIONAL POINTS | Why you never end with Q&A

Any more questions?

- ﬁob Callahan Anybody? Anybody?



ADDITIONAL POINTS | Why you never end with Q&A

Bob Callahan



ADDITIONAL POINTS | Have a Plan B



ADDITIONAL POINTS | Get Feedback




ADDITIONAL POINTS | Overcoming “The Radio Factor”

-10 to 20%
CLARITY

+10
POUNDS




ADDITIONAL POINTS | Overcoming “The Radio Factor”

In radio, they teach announcers to really
emphasize or “punch” key words because
the audience doesn’t have visual cues to help
them understand, and because the higher
and lower ends of the audio may be lost in
the transmission. The telephone can be even
worse. So, what may feel like over-
emphasizing to you will actually sound
normal to the listeners.



ADDITIONAL POINTS | Overcoming “The Radio Factor”

Consider leading
meetings or hosting
classes standing up.



ADDITIONAL POINTS | Your Set-up

Standing desk
(VariDesk: $295)

)\ WEBMEETING
Discussio

Broadcast quality = (. ==
microphone and | —
pre-amp
(ElectroVoice mic: $100;
Onyx pre-amp: $130)

WE | CONFERENCE
Con wised of all throe

Categories

Additional lighting
(Lume Cube: $70)




ADDITIONAL POINTS | Dealing with Chatty Participants

And yet another

point I'd like to

| think | can see
where you’re

heading with

this...

Let me see if I've
got the main
point here...



FAQ’s: Participants who won'’t stop talking?




