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GUIDE TO RUNNING IEA WEBINARS


PREPARATION

1. How does the IEA “front end” work? 
· Webinars can be offered at the initiative of any IEA TC, federated society or the IEA officers. They may also be organized in conjunction with IEA partner organisations. Contact the Vice President/Secretary General (VPSG) to express interest. The VPSG is responsible for scheduling and will offer a time frame for holding the webinar, generally of around a month. 
· In accordance with the IEA global approach, webinars with presenters representing different sectors of the IEA network are encouraged (eg. federated and affiliated societies, technical committees, professors and students from the HFE discipline, practitioners).
· The organisers are responsible for the internal content of the webinar and for contact with the presenters, although this can be done in collaboration with the VPSG.  We recommend more than one presenter but not more than 6, however the IEA has no rules on this. The organizer/s should set a date and time which suits all presenters and as much of the world as possible. Make sure the presenters know that they will be recorded.
· The IEA has only one zoom webinar license, held by the VPSG (currently Maggie Graf but also operated by the IEA Administrator, Aleksandra Gamper in America and Rosemary Seva in Asia) and two meeting licenses; one held by a member of the Standing Committee for Science, Technology and Practice situated in the Asia/Pacific region (currently Rosemarie Seva) and the other by the VPSG. The idea is to be able to offer meetings and webinars in time zones around the world. 
· Only people with a webinar license can initiate and offer zoom webinars. Once a webinar topic is agreed and a date set, the VPSG or Administrator will set up the zoom webinar, making registration mandatory and including a practice session, a survey and Q&A. Automatic recording is not recommended, as it includes preliminary discussions that are not ideal for YouTube. The panellists and organisers are automatically invited. This generates the registration links. 
· Panellists must use their automatically generated link to join the webinar. This allows them to present and to join the practice session before the attendees can join. However, panellists can also be promoted from attendee status after the webinar has started.
· The host (Maggie Graf/Aleksandra Gamper/Rosemary Seva) starts the webinar and once it has been started, assigns a co-host role to one or more of the panellists (the organiser of the webinar) and, therefore, shares hosting privileges, allowing the co-hosts to manage the administrative side of the meeting, such as managing participants or starting/stopping the recording and taking over if a network interruption occurs. Co-hosts can take over the meeting once it has been started by a webinar licensed person. When scheduling a meeting, the host can designate another licensed user to be the alternative host who can start the meeting on the host's behalf. This can be offered only to people who have a paid zoom meeting license and who have been connected to the IEA zoom license system - the IEA Administrator and the VPSG can arrange this if needed.

2. How does the marketing work?
· The VPSG or Administrator can provide an example/template for preparing a flyer (see attachment). The organisers provide the information for the flyer. 
· The Administrator or VPSG enters the information on the IEA website as a News item, attaching the flyer and the registration link. 
· The VPSG sends the flyer to the IEA Standing Committee for Communications and Public Relations (CPR) to provide information for an entry on Facebook, LinkedIn and Twitter and to inform the NewsBriefs (direct email to IEA subscribers) editor, who includes an item. All platforms link to the flyer/or IEA website and a registration link. 
· The flyer will also be sent to all the external organisations the IEA has a formal relationship with (MOUs or common projects or institutional relationships; eg: WHO network, ISQUA) and may be sent to other  organisations recommended by the organisers.
· The survey includes anonymous reporting on 1) Did it meet expectations? 2) What was good, 3) What was not good 4) Suggestions for the future 5) Willingness to receive future webinar advertisements (need to provide email).

3. How does the timeline work?
· The critical point in the timeline is to have the flyer prepared before the NewsBriefs edition of the month before the webinar, which is usually fixed by around 15th of the month. For example, the Flyer and Webinar zoom link are completed and set up by 10th January and submitted to CPR committee. NewsBriefs and adversting are established 15th January. NewsBriefs are published by 30th January. Webinar takes place at the earliest in February.
· This is the tightest timeline. It would be better to have the webinar in the following month, as people need to keep free time in their agendas. On the other hand, too long and they forget or lose the links. We recommend having the flyer prepared two months before the webinar will take place.
· It is recommended to do a practice session in the days or hours prior to the webinar to make sure that all presenters can connect and are familiar with the systems (how to show slides, etc)

4. What about saving data on attendees?
· We have a secure database of around 2000 people (First Name, Last Name, Email address) which is updated each month as the NewsBriefs are distributed. 
· According to the European Data Protection Laws we are not permitted to distribute email advertising of webinars to people who have not subscribed, and we must ensure the confidentiality of our database. The IEA uses the system Constant Contact to manage this. Unsubscribed addresses are automatically blocked from future mailings, and bounces are removed if the address does not exist, otherwise after five non-opened emails.
· The Zoom webinar system collects a list of registered people with names and emails. The Adminstrator or VPSG can give information on this to the organisers, but they are not permitted to release the list without a written guarantee of confidentiality (email is sufficient).

ON THE DAY
 
Organisers
· Please organize with the presenters to log in to the webinar no later than 15 mins before the webinar commences. This gives time to check all connections and make introductions, if these have not happened beforehand.
· Delegate someone to record the session. Generally, this will be the IEA Administrator, IEA representative or an assigned co-host. The recording only includes the presenters and not the attendees.
· Delegate someone to supervise the Q&A and Chat so that all questions get answered.
· The IEA Administrator will keep track of participants who are having trouble accessing the webinar. This can also be done by the co-host.
· The organisers are responsible for the content and presentation flow.

AFTER THE WEBINAR

What information does everyone get?
· The results of the survey are communicated to the webinar organisers, and whoever else is appropriate, by the VPSG or Administrator, if requested.
· The Zoom webinar system produces a list of registered people (names and emails) sorted into who participated and who did not. Again, the Administrator or VPSG can give this information to the organisers, but they are not permitted to release the list without a written guarantee of confidentiality (email is sufficient).
· The IEA Administrator adds the list of people who have agreed to receive advertising notices for future webinars to the appropriate section on Constant Contact website. They are then included in the NewsBriefs mailing when webinars are mentioned.
· The IEA Administrator puts the video on the IEA YouTube channel within two days of the event. Sometimes this is delayed due to the necessity to edit it, e.g. if something went wrong. 
· The link can be distributed through the IEA promotional channels (social media, website, NewsBriefs).

What tokens of appreciation can the presenters get?
· The IEA has a template for a certificate to thank presenters. This can be obtained from the VPSG, Administrator or STP Chair (currently Nancy Black)
· Organisers may give a small token gift to the presenters, but the IEA cannot fund these.
· The IEA welcomes any ideas from organisers for sponsors of the webinar series.


Notes:
The host is the only person who can switch from the practice/testing mode to livestreaming. Once the webinar is ended the recording will be saved (this may take zoom some time). It will be automatically stopped and saved when the webinar is stopped.  Although it isn’t necessary to manually stop the recording during the webinar, it is recommended so that you can thank the presenters and have a short de-brief.
There is no possibility to de-brief with the presenters after the webinar has been stopped.  When the webinar is ended all contact is lost. 
The host of a zoom webinar can change participants to presenters if this is required. That is the only way for them to be seen by all and to speak publicly.
Attendees can choose their own view options (speaker or gallery view) but they will not be able to see other attendees, only presenters.
The Q&A feature allows presenters to respond directly to questions. The person administering this feature should check that those which have been answered are marked as such and ensure that all questions receive a response. It is possible to communicate bilaterally with people over the chat function. Participants should be advised to use the chat for administrative issues and the Q&A for questions to the presenters.
As soon as the Zoom recording is available, it can be loaded onto the “IEA - International Ergonomics Assn” YouTube site by the VPSG or Administrator. This operation may require some hours, depending on the speed of Zoom and YouTube in down- and uploading large files.

(see next page for Flyer template)
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Title of Webinar
Title of Series (if appropriate)




Proposed Date: (day, month, year)

Time: (in UTC /GMT please not your local time)

Duration: (60 or 90 mins)

Brief summary of content: 
FLYER TEMPLATE

(a few sentences that we can copy paste onto social media sites)

A picture to arouse interest in the content is very useful.


Organiser’s name and email: 

Presenters: 

Names and Email contacts of all presenters for sending speaker invitations from Zoom.
A short bio and a picture are also helpful for advertising.

Zoom Registration
(we will send this form back to you with this information)
.
Registration is free to all interested people, but it is necessary to register to attend. The webinar will be recorded and published on YouTube. Attendance permits live interaction with the presenters via Q&A.
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