Organizing a Videoconference
Before you start planning a videoconference for your classroom, ask yourself if your project would really benefit from a videoconference or if the project can be done within the school using another medium. If you decide to videoconference (collaboration between schools, or a one-time virtual field trip), remember: 

1. Depending on the content of your vc project, you will want to invite partner classrooms to participate or you may opt to connect to an expert/content provider. There are directories of videoconferencing sites available online. If you are interested in doing many projects using videoconferencing, you may want to sign up on a couple collaboration websites, like CAPspace or CILC. 

2. Be sure to get complete contact information (like email addresses, classroom phone numbers, etc.) from all of your participating schools or content providers.

3. Set a date. Sometimes it is easier to do this before you get your partners, as their first question will often be "When?" Also, keep in mind time zone differences when scheduling collaborative projects or virtual field trips.

4. If you are scheduling a multi-point (more than two sites) conference you must schedule it through a bridge. In the St. Louis area many schools their New Links to New Learning membership to handle bridge scheduling through Cooperating School Districts.

5. If you are working with other schools, be sure to include a project timeline. If participating classrooms are going to be responsible for sharing information, they need to have plenty of time to prepare.

6. Create a conference day agenda. You want to be sure to give everyone involved an opportunity to participate. You might even want to rotate the order in which schools present so everyone gets a chance at being 'first.'

7. Remember videoconference etiquette and have a good time!

