Protocol for Teachers 


Prior to the Session
• Rehearse with your coordinator (tech person)
• Make a test call
• Provide large tent name cards for students to prop in front of them during vc
• Provide time for the students to practice 
• Explain logistics and rules for behavior
• Explain discussion rules and any special signals you may have for students to gain your attention
• Discuss the distribution of material (if any)
• Be specific about how you would like the discussion to take place
• Encourage your students to be assertive and to share during the class session


During the Session
• Start the session on time
• Ask students to limit excessive side conversations and distracting noises, such as rustling of papers
• Mute your microphones when you are not speaking

After the Session
• Follow up on all questions and give timely and constructive feedback
• Evaluate the program
• Make necessary changes

Protocol for Students

1. The display on the TV is voice activated so it will show whomever last spoke.

2. The vc presenter will not be able to see you raise your hand if you want to talk. Instead, he will do a roll call.

3. When the vc presenter calls on your school, speak clearly and distinctly into the microphone. Before you make your comment or ask your question, introduce yourself. Say, "This is (your name) from (your school name), and I have a comment." By the time you say all this, the TV will have changed to show you.

4. Make sure that when your school is not talking your microphone is turned off.

5. Do not carry on side conversations. It is hard to hear the other sites when others around you are talking.

6. Make a tent sign with your name on it in large print and put it in front of you so that the vc presenter can see who you are and call on you by name. If you are not sitting at a table, take your name sign up with you to the microphone when you speak.

7. Remember, these sessions might be recorded. Others might watch the archived session and be able to see what you do. Make a good impression.

8. Most importantly, BE CONSIDERATE OF OTHERS.

