
3 -  Section & Branch Operations


Webinar Best Practices
1. Plan Webinar Details
Finalize and confirm all webinar details well in advance, including:
· Webinar host & moderators
· Speakers/presenters 
· Date and time (including time zone)
· Webinar platform 
If participants are joining from multiple regions, try selecting time suitable across time zones. Time zone coordination tools such as Time and Date Meeting Planner may be helpful for planning.


2. Set Up the Webinar Platform
Assign organizer and co-organizers to assist and have webinar access to key controls, to manage registration, customization of event options, and attendee experience. 
Configure the webinar event on the selected platform following specific platform instructions, taking into consideration elements such as: 
· Participant audio & video setting options
· All participants automatically muted and cameras off upon access
· Cameras on and free to speak at any time, making sure organizer has ability to mute and turn off when needed  
· Access to Chat
· For all or just organizers and presenters, other 
· Q&A features, and who/how to monitor   
Create separate access links for general webinar attendance and for organizer/host/panelist/presenter access. 


3. Create the Registration Form
Scheduling a webinar with registration is recommended. Create a registration form using a platform such as Google Forms or Microsoft Forms. Keep registration questions brief and general to encourage participation, asking for details such as name, email address, ASCE member status, and specific other you want captured. 
Configure the form to automatically send registration confirmation email to registrants containing:
· Webinar topic and presenters bios/links, photos, other 
· Webinar details (date, time) 
· Webinar access link 
Enable automated reminder emails for registrants whenever possible (for example, in Zoom you can choose reminders 1 week, 1 day, and 1 hour before the webinar) with the access link. 


4. Send Webinar Invitation 
Distribute the webinar invitation to all Section members through the Collaborate Platform email system.
Invitation should be sent at least three weeks prior to the event and should include:
· Webinar title and description 
· Speaker information 
· Date and time (including time zone) 
· Registration link 
It is recommended to send a reminder email, via Collaborate Platform, to all Section members a week before the event. An additional one may be considered one day before the webinar. 



5. Conduct a Webinar Test Run
Presenters should be asked to share with webinar host and co-organizers their presentation materials to have in advance of the webinar. 
It is recommended to schedule and conduct a quick test session with all hosts, panelists, and presenters approximately one week before the webinar to confirm:
· Use of access links 
· Audio and video functionality 
· Controls for assigned roles and responsibilities 
· Presentation flow and screen sharing 
· Assign a back-up in case technical difficulties prevent screen sharing during the event 





6. Record and Edit the Webinar
Record the webinar session when appropriate.
After the event, edit the recording to remove:
· Extended breaks 
· Technical delays 
· Unnecessary content at the beginning or end of the recording 
Save the recording and make note of the link for sharing (under 7). It is recommended to also save it in the Section’s Collaborate Community library, as depository. 


7. Send a Post-Webinar Follow-Up
Send a follow-up email to all registrants directly (using emails provided through registration), as well as to own Section members via Collaborate as promotion of Section's activity: 
· Thank attendees and registrants 
· Provide access to the webinar recording from the shareable link. 
· This allows members who were unable to attend to view the webinar afterward, on demand. 
· Include any additional resources or materials, PowerPoints, etc. as applicable. 
Also consider sending thank you notes to all speakers and presenters.
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