Protocol to follow when video conferencing: 

To ensure a smooth and successful video conference it is important to adhere to the following protocol. 
Prior to a Video Conference 

1. Ensure sufficient communication is made prior to the conference so that all parties involved know what is expected during the conference and an itinerary is clearly outlined.  
2. Perform one or more test calls prior to the conference to ensure a clear link and that all of the other technology is working e.g. pp presentations, movies, visual images etc. 
3. Once a date has been set for a conference, do your utmost to stick to it, it is very difficult to change a video conference date once it has been agreed. 

4. To reassure yourself that your unit is connected you are able to make a test call to County Hall.  (If you have a HD Lifesize unit, check the three rectangular icons in the bottom right hand corner of the screen, make sure they are green.  If they are not, your connection is not working – check the network cable is plugged into the network point on the wall.) (If you have a polycom unit, check the yellow triangle with an exclamation mark – click on it to ensure your connection is working).   
During the Conference 
1. Ensure your video conference unit is on and the connection is working at least 15 minutes before the conference start time. 
2. Perform a sound check with all links a few minutes prior to the conference. 

3. Ensure the microphone is a distance away from the speaker to reduce interference in the other schools. 

4. It is preferable to have an instant open communication link to the other parties that are connected, e.g. via skype, google talk, OCS.  If you don’t have access to a PC whilst video conferencing use a mobile or a telephone. 

5. Always have your microphone on mute when you are not talking – particularly in a multi point conference, otherwise you will suffer unpleasant interference. 

6. Speak loudly and clearly into the microphone when talking. 

7. Ensure that the camera is pointing to the person or persons who are speaking. 
8. During a video conference remember, whoever you’re linked with can see you and hear you (unless your microphone is muted) at all times.  Be mindful of what you say and how you act. 

9. Open every conference with a greeting and a quick introduction of people.  (This can obviously be longer if it’s the first time of meeting. 

10. Follow the set itinerary. 

11. End a conference by thanking the links. 
Happy Conferencing! 


