
SESSION PLAN – ‘The Web Conferencing Toolkit’ 
 

Timing Talk Screen Interaction Prepare 

12pm    Load slides and ensure 
they are working as 
expected. 
 
Run Audio Wizard to 
ensure headset is 
working. 
 
Check that participant 
privileges are set 
accordingly. 
 
Set profile pictures! 

12.30pm Confirm start time Reception slides Greet and ensure 
attendees can hear audio 

Audio Wizard 
Russell circulate 
reception slides 

12.45pm Make regular announcements, welcome attendees, ensure that 
everybody can hear. Confirm start time, end time. 
 

Reception slides Greet and ensure 
attendees can hear audio 

Audio Wizard 
all moderators monitor 
chat 

12.45pm Encourage participants to use chat to introduce themselves. 
Confirm session start and end time. 
 

Reception slides Greet and ensure 
attendees can hear audio 

Audio Wizard 

1.00pm Good afternoon everyone, my name is Sharon Cook e-Learning 
Advisor at Jisc RSC Wales and I am your hostess with the mostest 
for this session.  
 
I just want a final check that you can all hear me ok, if you could 
select the green tick from the drop down polling tools or pop 
something in the chat box 
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ensure all can hear with 
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Don’t forget to switch 
off emoticons 
 



This session will take approximately 45 minutes using a variety of 
tools. 
 
So let’s have a look at them and how to find them. 
 
First up are the emoticons and polling tools located under your 
name in the participant box 
 
Second, the annotation tools specifically the point and the 
highlighter tool. 
 
Lastly, most of you have already found it, the chat pane.  You will 
not be expected to use your microphone during the session so 
please do get familiar with the chat pane. Put questions in there 
starting with Q: 
 
There will be 15 minutes after the session where you can ask any 
questions.  If you can’t please do get in touch with the presenters 
or pop questions in the chat pane to be answered at the end.   
 
So let’s have a look at these in more detail,  
 
the polling tool is quite simple click on it for a drop down menu 
and click on your response either yes no or multiple choice. 
 
The emoticon box is a great tool to use for feedback and lets the 
presenters know...and your managers ;)...that you are still here 
and awake!  Please do use them throughout the session 
whenever you want. 
 
The annotation tools will be used, specifically the highlighter and 
the pointer tool.  The pointer tool is the second button down, 
click on it to select it or click and hold for a choice of pointers then 
click anywhere on the screen to leave your mark.  Same with the 
pen, third button down click to select, or click and hold for a 
choice of pens, and click and hold to leave your mark on the 
screen.   
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So lets have a little practice, if you could select either the pointer 
tool or the pen tool and click on the map to show where you are… 
 
BOOM! 
In the case of breakdown, infrastructure not presenter, or 
looming zombie apocalypse firstly don’t panic.  Your moderators 
for this session are from the four corners of the UK and ready to 
step in if needed. 
 
If you are having problems with your connection the recording 
will be available after the session either on the Jisc RSC Wales 
Moodle and will be sent to you separately by email. 
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1.05pm Ok so hopefully you are sitting comfortably, shall we begin? We 
will be recording this session so I will hit the record button now... 
(press button) ...and Welcome you to the launch of the Jisc web 
conferencing toolkit. 
 
Ok let’s listen in on a conversation between Esther and Russell to 
get some insight into how this toolkit came about. 
 
[Move to slide 14] 
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Start recording None 

1.06pm Russell “So this is it, we’ve finally finished, it’s been 1 year and 9 
days since the first project meeting and we’re ready to go!” 
 
Esther “Remind me again, why did we think we needed this 
toolkit in the first place?” 
 
Russell “Well, originally the toolkit was intended to provide a 
framework for the Jisc Regional Support Centres. We wanted to 
deliver a more coordinated and coherent approach to the 
planning and delivery of UK wide web conferencing activities.” 
 
Esther “Did we succeed?” 
 
Russell “It’s so much more than that now. We’ve attempted to 

Slide 14 None all moderators ensure 
email closed 
 
Sharon & Christa to 
monitor the chat 



draw together all aspects of best practice in one place. Any 
organisation who is using or thinking of using web conferencing 
for webinars, teaching and training or meetings, will find guidance 
and support here.” 
 
Esther “It wasn’t just us though was it?” 
 
Russell “Lots of people have been involved in putting this toolkit 
together and giving us feedback.” 
 
Esther “Could we use some more feedback?” 
 
Russell “Yes, feedback is always welcome! Anyone who browses 
the toolkit can leave feedback for us in the last section ‘Tell Us 
What You Think.’” 

1.08pm Esther “So, we’ve had some insight into how this toolkit came 
about. I hope you enjoyed our conversation and found it 
informative.” 
 
Esther “My name is Esther Barrett and I will be leading us through 
the first part of our webinar.” 

Slide 15 None 
 
 
 

None 

1.09pm Esther “Here is the front page of the toolkit. You can see that 
there are ten sections which we will be delving into later on.” 
 
Esther “There are a couple of rhetorical questions on this front 
page. So let’s start by asking you these questions.” 
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1.10pm Esther “Have you attended a web conference that was 
unengaging or disorganised?” 
 
Esther “How confident are you to run your own webinar or 
training session?” 
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Pointer Tool 
 
 
Highlighting Tool 

None 
 
 
None 

 Esther “Interesting results of the 2 questions. Some have had 
good experiences, many have had some less positive ones. Some 
are confident, some are not so confident.” 
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Esther “So… you may be looking at the Web Conferencing Toolkit 
and wondering… 

1.15pm Esther “What’s in it for me?” 
 
Esther “Well there should be something for everyone. Whether 
you are just starting out, or if you are experienced and would like 
to improve your skills and techniques, you will find what you need 
here.” 
 
Esther “Russell - over to you” 

Slide 20 None None 

1.16pm Russell “Thanks Esther, I am now going to share my screen with 
you and give you a first glimpse of the content” 
 
Some of you will recognise that the toolkit is based on the Moodle 
virtual learning environment, which allows you to choose where 
your navigation, settings and any other blocks are displayed. My 
personal preference when viewing the toolkit is to have the 
blocks docked. 
 
Before we delve into the toolkit, I want to spend a few minutes 
running through each of the sections. 
 
The How to use this toolkit section does just that, it tells you 
where everything is and shows you how to get there. 
 
The Overview section talks about the type of features that you 
would expect to find in a web conferencing systems. 
 
The Accessibility section has lots of advice on what to do prior to, 
during and after a web conferencing session to ensure that all 
participants get the most from an online session. 
 
The 3 sections on Teaching and Training, Webinars and Meetings 
are also full of advice, tips and good practice. Real life teaching 
sessions, face-to-face presentations and meetings do not always 
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translate straight into an online environment. With careful 
planning and delivery, you can create sessions that are just as 
interactive and enjoyable. These 3 sections provide support and 
guidance to ensure that your online sessions are thought 
provoking and engaging. 
 
Case studies are an excellent opportunity to see how other 
people are using web conferencing. 
 
Choosing a platform, is helpful if you are involved in choosing an 
interface for web conferencing, if you would like some guidance 
on what is available and what you should consider in your 
evaluation. 
 
Attending a web conference provides everything you need to 
know about attending a web conference as a delegate. 
 
Finally, Tell us what you think is an opportunity for you to let us 
know what you think of the toolkit so that we can improve and 
update it for the benefit of all. 
 
Russell “We obviously don’t have time to look at all of the toolkit, 
so I will pick out some key features to whet your appetite” 

 Russell The first section I am going to share with you is ‘How to 
use this toolkit’. 
 
This section provides general information on what you will find in 
the toolkit and how to use it. 
 
Importantly, it makes the point that the toolkit has been designed 
for browsing and is not intended to be read in a linear fashion. So, 
if you are mainly interested in delivering webinars, you only need 
to visit that section for all the appropriate advice and guidance” 
 
This section also provides tips to help you navigate through the 
toolkit 

How to use this toolkit Display the How to use 
this toolkit section 
 

None 



 Russell Ok, let’s move on to the ‘Overview’ section. The overview 
section is a gentle introduction to web conferencing and contains 
3 books. 
 
Features 
Benefits 
Promoting the value of web conferencing 
 
Features 
The features book contains chapters describing the typical 
features you will find in a web conferencing platform. 
 

Typical Features 
Facilities that promote interaction 

 
Benefits 
The benefits book lists 8 ways in which an organisation can 
benefit from deploying web conferencing. 
 
Promoting the value of web conferencing 
The last book in the section is Promoting the value of web 
conferencing and contains 3 chapters: 
 

Return on Investment 
Promoting online learning within your organisation 
Motivating online learners 

 
The first chapter, Return on investment, contains a brief 
discussion on how to calculate return on investment and this is 
supported by 2 Excel Speadsheets that you are free to adapt and 
experiment with using some typical scenarios from your 
organisation. 
 
Return on Investment for an online meeting 
Return on Investment for an online conference 
 

Overview Display the Overview 
section 
 
 
 
 
 
 
Display the Features book 
 
 
 
 
 
 
Display the Benefits book 
 
 
 
Display the Promoting 
the value of web 
conferencing book 

 



 Russell The last section I want to look at is Accessibility and here 
we have utilised the excellent advice and guidance from Jisc 
TechDis who is the leading UK advisory service on technologies for 
inclusion and accessibility. 
 
This section has 3 books: 
 

Planning 
Delivery 
Follow up 

 
and considers what needs to be in place before, during and after a 
web conferencing session. 
 
Planning 
So, for example, when planning an online session you may want 
to: 
 

 Become familiar with the accessibility features available 
in your web conferencing platform 

 Check that you have a standard accessibility question in 
your booking form 

 Adapt your session and resources before the day 
according to the needs of your participants 

 Check that all participants have the necessary resources 
at least 24 hours ahead of time, so they are able to 
prepare 

 Check that your adaptations don’t exclude other 
participants 

  

Accessibility  Display the accessibility 
screen 
 
 
 
 
 
 
 
 
 
 
 
 
Display the planning 
book 

 Delivery 
The delivery book has 6 chapters, let’s have a look at the advice 
and guidance on what you can do to support participants who 
have difficulty hearing get the most from an online session. This 
information is supported by some links to Jisc TechDis and Action 

  Display the delivery 
book 



on Hearing who are a professional body that provides support for 
people with hearing loss and tinnitus. 

 Russell I am now going to demonstrate an accessibility feature 
that we have made available throughout the toolkit. 
 
ATbar has been created as an open source, cross browser toolbar 
to help users customise web pages to suit their needs. 
 
ATbar allows you to: 
 

 Increase/decrease the size of text 

 Change font and line spacing 

 Spell checker 

 Text to speech 

 Colour overlays 

 

Many dyslexic people are sensitive to the glare of white 
backgrounds on a page, white board or computer screen. This can 
make the reading of text much harder. The use of cream or pastel 
coloured backgrounds can mitigate this difficulty as can coloured 
filters either as an overlay or as tinted reading glasses. 

 

I am now going to stop sharing my screen and hand you back to 
Esther who will guide you through the Teaching and Training, 
Webinar and Meetings sections. 

  Display the home screen 
and load ATbar 
 
https://www.atbar.org 
 

1.24pm Esther In these 3 sections you will find books on planning, 
delivering and following up web conferences. 
 
The idea is that you may only be interested in one area - teaching, 
webinars or meetings. 
 
In each section you will find everything you need to support you. 
 
If you look in more than one area - teaching and webinars for 
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example, you will find that some of the information is very similar. 
This means we have a consistent message and equality of 
resources for all the areas. 
 
Teaching and Learning 
In the teaching and training section you will find 3 books - let’s 
plan, let’s deliver, let’s follow up. 
 
Let’s plan 
 
The chapters represent almost a checklist of what you might need 
to consider when planning a session. 
 
 
Webinars 
In the webinars section you will also find 3 books - let’s plan, let’s 
deliver, let’s follow up. 
 
Let’s deliver 
 
As well as acting as a check list, these chapters are full of 
guidance, tips and links to resources which will help you make the 
best use of your voice, design your slides well, use interactive 
tools effectively and lots more! 
 
The video in ‘How to Use Interactive Tools’ (Teaching and Training 
& Webinars) is an exemplar we made showing how to use 
interactive tools in a real session. 
 
Meetings 
In the meetings section you will find 3 books - let’s plan, let’s 
have, let’s follow up. 
 
Let’s have 
Checklist type section again with aspects you might want to 
consider when running a meeting. 
 

 
 
 
 
Go in to: 
Teaching and Learning 
 
 
 
 
>Session Plan 
>Practice, practice, 
practice! > Roger 
 
Go in to: 
Webinars 
 
 
 
 
>Before you start 
>How to Use Interactive 
Tools > Video  
>Emoticons 
>Polls 
>Effective use of voice 
>Top 10 slide design tips 
 
 
Go into: 
Meetings 
 
 
 
>Before you start 
>Beginning the meeting 
>Using slides 

 
 
 
 
 
 
 
 
Teaching and 
Learning/Plan 
 
 
 
 
 
 
 
 
 
Webinars/Deliver 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Meetings/Let’s have 
 
 



Let’s follow up 
All 3 sections have a let’s follow up book. 
This is a small book, with a checklist including resources, 
assessment, evaluation and reflection. 
 
Esther to hand over to Russell 

*Meeting resources 
 
 
 

 
Meetings/Lets follow up 
 

1.32pm Russell Thanks Esther, well we have given you a sneak preview of 
some of the toolkits features and we would like to capture your 
first thoughts. 
 
Q: So my question is can you tell me what your first impressions 
of the toolkit are. 
 
I would like you to type your response into the chat pane and wait 
for me to tell you to press enter. That way you won’t be 
influenced by what other people are saying. 
 
We will hopefully receive many responses. I won’t be able to read 
them all out, but rest assured your feedback is important and we 
will use it to inform further developments. 
 
Comment on couple of messages. 
 
Russell hand over to Christa 

Slide 23 Chat and Hold  

1.35pm Christa 
Thank you Russell. 
 
It’s been my pleasure to work with Russell and Esther on the 
creation of this resource. We have included case studies because 
it’s always useful to see how technology you are interested in has 
been used in real life situations and what the impact has been. 
 
Case Studies - Follow me through the magnifying glass for a closer 
look. 
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Choosing a platform - links to website of some of the most 
popular platforms and independent reviews of many platforms 
including those that are free and support mobile. 
 
Attending a web conference - the Moodle book in this section is 
basic, non-technical guide to system requirements and preparing 
for a webinar so that you can make the most of the experience. 
 
Headset Survey - Unusual survey in that it is done in a very 
conversational way, it asks people who web conference a lot 3 
questions. It covers quite a wide range of different headsets & 
explains why they are recommended 
 
Christa hand over to Esther 

screen share 
 
 
 
Screen share 
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1.43pm Esther - Poll 
Esther hand over to Sharon 

Slide 27 Polling Tools Russell & Christa 
monitor chat 

1.45pm Sharon - Exit and contact details 
 
Well we’ve come to the end of the session, which leaves me to 
say a big thank you... 
 
 ...to you for participating and a big thank you to our presenters 
today. 
 
Before moving on to questions I’ll end the recording [END 
RECORDING] 
 
If you can’t manage to stay on please leave your question in the 
chat pane or get in touch with our speakers, contact details on 
screen, and they promise to get an answer to you. 
 
I’ll hand over to Russell now to field the first question. 
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