Online Conference Viewing Party Guide
Engage staff, generate discussion, make it locally relevant 
Conference details here (link to program page, date, times, theme, topics)

Planning
· Reserve room and projector at host site (Make it easy for staff…no set up/login at separate workstations, and supports first-timers attending online event)
· Register for the conference (only one per site need register)

· Invite staff to attend, be mindful of desk schedules those days so a variety of staff can join as able. Target staff that would benefit most.
· Invite library board, friends of the library or other volunteers to join the viewing party.
· Make sure that staff in leadership positions, director or others, participate in the viewing party plans and events. This shows administrative support for ongoing staff learning.

· Encourage staff to attend at main branch or at multiple branch locations. (Group can be as small as 2 to be effective.)
· Promote event as a training opportunity for staff, integrate into ongoing work, include conference attendance in staff learning plan or performance review.
· Provide a learning plan or checklist for your staff or organization to align with current local goals or opportunities or to "get the most out of this conference."
· Consider pairing a course or set of courses with conference attendance or to help lay the groundwork to a conference session.
· In addition to any question guide provided by presenters, develop discussion questions on topics related to local efforts. 
· Invite any additional speakers or discussion facilitators.
· Test WebEx compatibility, audio, projector, prior to meeting. 
· Provide or encourage printing slides for notes. (Slides will be available to download before the conference begins)
· Ask library friends or local businesses to donate snacks.
During Conference
· Take advantage of the safe venue to “test” interactivity e.g. entering comments into web conferencing chat with organization's login.
· Conference moderators will provide opportunity for viewing party attendees to contribute to the full group chat their updates on local discussions. 
· Local break-out discussions can take place during breaks, in place of online session or for extended periods outside of conference timeline, eg. either the afternoon of the first day or the morning of the second day, depending on your time zone.
After the Conference
· Forward follow-up email with link to session archives to all staff. 
· Consider ways to share learning outcomes with other staff or customers.
· Invite staff to report what they learned at staff or board meeting, or via email or listserv. If conference provides CE or CEU credits, consider "extra credit" for follow-up activities.
· Promote related activities or training to continue the learning on the conference topics.
· Take advantage of opportunities provided by conference hosts to report on your viewing party outcomes. 

