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What software program do you recommend for creating webinars? (Jeannie)
· We didn’t have a choice when we created our webinars as both hosting institutions were using Adobe Connect as their webinar platform
· However, we used Lynda.com to learn the program and they cover the following software platforms in detail: Adobe Connect, AnyMeeting, GoToWebinar and WebEx
· Lynda.com also provides an excellent Webinar Needs Assessment Checklist that will help determine which software is best for you or institution.  Selecting the right platform will depend on what you are going to use it for, whether you need all the bells and whistles and of course price
· FYI, at McMaster, we now have institutional license to WebEX and it looks like they have all the same functionality as Adobe Connect 

What is the most difficult component of planning a webinar? (Jeannie)
· In terms of planning a webinar, the most difficult part was finding times to meet that fit our different schedules as we worked on separate campuses, in different towns and on different shifts
· Also, once we had an outline, tightening the presentation into the one hour. We had lots of information to share, but had to really streamline and share less content while still keeping the presentation engaging; we were lucky to have Jill’s expertise (previously in the film industry) to find creative ways to keep the audience engaged through videos, images, clip art, etc.


How long approximately does it take you to plan for a webinar? (Jeannie)
· We didn’t actually keep track of this but I would say it took about one month, from conception (planning the content) to creating the presentation and handouts as well uploading the content into Adobe Connect for the live webinar
 
What do you do to deal with a technical difficulty such as a wifi shutdown? (Jeannie)
· We actually had this happen on the day of this webinar; Luckily we were in two different rooms and Jill was able to cover for me while I re-started my laptop. Having an additional presenter can be really helpful in situations like this.
· The safest way would be to use a hardwired connection to the Internet to avoid this kind of situation if possible
· Stay calm and understand that technical difficulties may happen. In a couple of webinars I participated in, the webinars were postponed due to technical difficulties 
  

In your experience, what are some best practices to increase attentiveness/interest while attendees are on the webinar (ex. slides v. webcam, content, polling, etc.)?  (Jill)
· I think that we covered a lot of this in the session: lots of slides – every 30-40 seconds; webcams & video can cause buffering – that’s when your video just spins depending on your participants download bandwidth – but again that will depend on your audience if it is ok – it does add interest; and lots of interaction that is of benefit to your participants and that will depend on your topic. Check out some of the resources listed in the bibliography of the webinar – we found them helpful

What are free platforms that I can use to start with? (Jeannie)
· I haven’t tried Google Hangouts but have heard amazing things and this is totally free; others to consider include: Skype and MeetingBurner (https://www.meetingburner.com/) 
· Quite a number of platforms offer limited free trials so you can take a look and try it before you buy. We used the trial version of Adobe Connect for both our webinars
· Here’s a link that might be useful: The 15 Best Webinars Software Products From Around the Web https://www.elegantthemes.com/blog/resources/the-15-best-webinar-software-products-from-around-the-web
· Covers both paid and free webinar software platforms

Software/platforms for webinars and their costs? (Jeannie)
· See above. 
· Costs will depend on license and can be based on number of users or flat fee; sometimes this information is available on the website (see subscription or pricing) or you may need to call for quotes
· Would recommend taking a trial to several products so you can compare software platforms

Tools to develop webinars, (Jill) 
· We referred to many of these in our webinar : PowerPoint and Lynda.com and AdobeConnect were our primary tools. Please check our bibliography for additional tools used. 

[bookmark: _GoBack]Tools for engaging participants? (Jill)
· I would suggest interacting with participants about every 3 minutes – even if as simply as asking them to refer to their handouts or you can use interactions offered in the software you choose to use. 
· Different softwares have different abilities to interact. Adobe Connect has 3 types of polls – single answer, multiple answer or type in a short answer. Additionally, you can ask people to raise their hands, or respond in chat. In one webinar, we did a makeshift brainstorming session on difficulties people expected to encounter in trying to set up a staff training program. We used the Short Answer Poll, and behind the scenes, Jeannie was taking the problems listed and creating more Short Answer Polls for each problem listed and putting them onto a separate Layout (a pre –prepared page you can just pull up), so we could have the group brainstorm solving those particular issues as another interactive piece. 
· Create visually interesting materials – people often retain information better when it is associated with an image. 
· Also – what works in teaching works in webinars. Make sure your webinar, covers what you have said it is going to cover – your audience is there for that reason only. Always consider who your audience is, and what they are there for. 

Tools for answering questions? (Jill)
· We prefer using the chat box when there are a number of participants.  It structures the questions. You can also use the moderator to ask the presenters the questions that come into the chat box so that everyone hears the question and also the answer. Answering questions is usually done through chat but you can allow audio for your participants.  If you have a large number of participants though, it can be difficult to monitor conversations if everyone is allowed to speak at any time and it can sidetrack a webinar

Do you think there are limitations to typing in questions versus the audience talking? (Jeannie)
· You can provide audio participation – but it really depends on the size of the group that you have. We used the audio for our online meetings and dress rehearsal with CFICE. 
· One possible method would require an additional person turning on and off people’s audio 
· However, it can get chaotic because if people talk over people, everyone’s audio cuts in an out. 
· Additionally, it can be easy to get a session sidetracked and due to time limits, the focus of the presentation may get lost. Difficult to cover prepared materials and the audience (or person) may take over the presentation; logistically difficult to manage, especially if you are doing this on your own
· Ask participants to use the chat box, if they have any questions and do make sure you address them in the presentation; always good to have someone else than the presenter to monitor this
· You can also gauge the audience by using the hands-up function to ensure participants are on the same page


What are the criteria you use to help you make your choice between a webinar or a recorded video? (Jeannie)
· In most cases, we prefer to use webinar over recorded video
· to put it simply, a recorded video is a static one-way conversation or messaging tool. You prepare all your materials and what you want to convey.  You don’t get any feedback and can’t answer questions.   A webinar can be an interactive, dynamic and live; can be risky too; if technology fails, no engagement or interaction and lot more prep work to prepare but also can be a more rewarding; you engage by dialogue and have the ability to answer questions and gather feedback

We find we have a consistent attendance rate of 50% of registrants, and am looking for ways to make sure our great webinars are accessed by registrants and others in the future. (Jill)
· Research suggests that that people use prices as a signals for value - that people value more what they pay for. Free – you will get more people registering; charge, and more people show up, Caulidini and Thomas both refer to this effect in their books. Even a small amount monetarily can make it more likely that the registrants show up. Possibly you could offer it as an honorarium to the speaker; dedicate each webinar to a particular charitable action or other possible strategies. If you want to offer free sessions, consider overbooking your webinars. 
· In terms of accessing it in the future, you would need some sort of access through a website. Even Dropbox can be used as people with a link can access the information, but not change it. 
An hour-long recording can be quite lengthy for our busy members to watch. (Jeannie)
· In this case, webinars can be broken down as a series; take specific bits or topics and focus on one each time; perhaps a lunch-time series? Everyone should be able to free up even 1/2hour; as long as there is value in the content – but they can be as short as 15 minutes.  So this case, if we only ½ an hour at a time, I would probably start with an introductory session on what is a webinar and cover the benefits and add in best practices (depending on the time allotted); next session would conclude with challenges/tools we used and conclusion.

Best practices for sharing the webinar afterwards? (Jill)
· We don’t do this as presenters; the hosting organization has always managed this. I believe that Nicole has mentioned that she be posting a working paper on webinar best practices on the CFICE website.  However, we do put our webinar power-points into our institutional repository and have a permanent link available to share in the future
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