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Webinar organisers’ checklist
One week prior to webinar
· Host practice session with other organisers / presenters
· Finalise presentation slides and accompanying materials
30 minutes prior to webinar 
· Sign into your GoToWebinar registered session using the URL emailed to you as an organiser
· Open slide presentation
· Load any documents for file sharing

· Perform sound check and trial run to ensure cameras and speakers are working properly
At start time

· Start broadcast and hit record button
Welcome

· Introduce self and presentation (objective, approx. time etc.) to let participants know they are at the right webinar

· Thank audience for participating
· Inform participants of how they can participate, if that’s an option (ex: will there be a question period at the end? Can participants ask a question during presentation? If so, how?)
· Monitor audience engagement via the dashboard and encourage the audience to participate by using the questions pane or by launching ad hoc polls when appropriate
Content
· Step-by-step outline
· Continue to monitor audience engagement

· Take note of timer in the dashboard panel
After the webinar
· Show acknowledgements & links to more information

· Encourage participants to complete poll or post-webinar survey, if included
· Advise whether recording will be posted, slides will be circulated.

· Advise how to exit webinar.

· Send thank you email to circulate evaluation form link, slides, recording link, etc.


