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Preparing for the Delivery



Preparing for the Delivery (at least 72 hours prior):  
· Confirmed on StandOut Now that you have most recent PPT version and other needed materials   
· Received a copy of pre-session communication that has been sent to participants (follow up with Workshop Specialist (WS), if not)
· Received participant roster with Top 2 StandOut roles (from CSP/DC for private events or from WS for public events)
NOTE: Participant lists are not normally sent for VLEs, Virtual Events, or Open Enrollment Webinars
· Contextualized presentation based on outcomes of CSP/Client/Facilitator/WS call; add client logo/delivery date to deck
· Printed copies of all participants materials for reference during the session.
· Printed copies of PPT slides (suggest thumbnails) to reference, in the event technology fails

Virtual Platform Tech Check – For Non-TMBC Virtual Platform:
· TMBC CSP/DC and Client Tech Specialist (CTS) in attendance
· Confirm name and contact information of CTS that will serve as WS during the session
· Test screen sharing, annotation feature, chat feature, breakout rooms (as applicable)
· Test viewing using multiple monitors
· Test which PPT display mode is most appropriate for participants
· Test camera(s) and lighting
· Test both computer audio (VOIP) and phone connection (we recommend phone connection, as it is typically more stable)
· Confirm that CTS will be responsible for breakout room management (if using)
· Share set up of breakout rooms (how many people in each, same people or random)
· Share where breakouts will start and stop as well as breakout session length and any messages that need to be sent

Day of Virtual Delivery:
· Send contextualized PPT deck to TMBC WS at least 30 minutes prior to the session (VLEs deck will be sent to CSP)
· Join call 30 minutes prior to start of session to meet with WS  
· Be prepared to drive/navigate PPT presentation (either by loading of PPT deck or by screen sharing)
· Set up slideshow view sharing or load deck to virtual delivery platform (as appropriate). 
· Confirm with WS / CTS start and stop times
· Confirm contingency plan with WS / CTS to drive presentation, if technology fails
· Confirm with WS / CTS the housekeeping items to be covered and platform orientation (if needed)
· Confirm with WS / CTS how the two of you will communicate during the session (i.e.: private chat, Slack, text)
· If in WebEx and using countdown timer, practice “passing the ball” back and forth with WS
· Have printed copy of all participant materials available to reference during the session 
· Welcome participants by name as they join the call (unless WS / CTS takes this role)
· If in WebEx, “take the ball back” and share presentation at conclusion of countdown timer

Day of In-Person Delivery:
· Arrive to set up space at least one hour before session begins
· Test technology to ensure PPT/projector/monitor interface properly 
· Ensure room is set according to the agreed upon layout and meet with on-site contact to discuss any last-minute details
· Place participant materials/supplies and prepare any needed flipcharts
· Greet participants as they arrive; play welcome music that is appropriate for the session/client  

Post-Session Recap
· Attend the 30-minute post-session recap with the WS *(virtual sessions only)
· Complete the Facilitation Recap Form  within 48 hours, if possible
· Please note this will be required for Workshops, Certifications, and Events but not Premium Implementation VLEs
· For those virtual programs that have multiple sessions, please complete the form after the final session. 
· The WS will share this form with you during the 30 minutes immediately following a virtual session. You can use this time to complete the form and discuss any follow-up items or you can complete the form on your own.
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