Checklist for FFL Zoom Classes

To:  FFL Hosts and Facilitators

From:  Allen Perkins, FFL Computer Support

Subject:  FFL Zoom class checklist

_________________________

The following items may help you make sure you are prepared for Zoom classes:
Prior to Class
□Determine that all equipment is working:

· Update Zoom software

· Mouse (good batteries)

· Wi-Fi connection

· Video (Camera/display)

· Audio (Microphone/speakers)
□Host (FFL) sends Meeting ID and Passcode to Facilitator and Instructor.  (Also to Shirley.)
□Facilitator sends information about the class to students:

· (via Shirley Hockett, ISU Continuing Education mcelshir@isu.edu)  
· include Meeting ID, Passcode, 

· instructor information, Handouts, etc.. 
Day of Event  (Also a few days before, during “Practice Session”)
□Double check that all equipment works
□Host launches meeting (Using FFL Zoom login)  Use Meeting ID and Passcode

· Admits facilitator and instructor (- from waiting room.) 

· Assigns facilitator and instructor as Co-hosts.  (Rename all three.)

· Verifies that share screen works (including A/V options)

· Discuss Q and A timing: Chat?  Raise Hand?

· At appointed time lets students into meeting from waiting room.

· Then un-enables waiting room.
□Co-host assists Host in any of the above during meeting.
□Facilitator introduces presenter. Discuss Q and A timing: Chat?  Raise Hand?
□ Instructor or Host handles Hand Raises or Chat questions.
FFL Zoom Hosts  are volunteers who have experience with these matters.  Call any of them

I hope this helps.    Allen Perkins 208 604-0820
