Procedures for Video Conferences

In August the Deputy Director will provide a preliminary list of speakers based upon PIs’ input to the annual report.  He will prepare a preliminary schedule, including holidays, national meetings, open dates, NSF reviews, special seminars, workshops, etc.  He will contact site coordinators for names of moderators for the coming year.  Each will serve three months.  The Deputy Director will schedule the moderators and post the list on the website along with the duties of the moderator as follows.

 

Duties of Video Conference Moderators

 

1.  The new moderator will consult with the Deputy Director and the current moderator two weeks prior to taking over. He/she will review scheduled speakers for the next two quarters and forward any changes requested to Deputy Director. 

 

2.  Following this review the moderator will contact every speaker for the coming quarter before the first seminar of the quarter to confirm the schedule.  The new moderator will review the schedule for the upcoming quarter at the final video conference of the quarter and send it to the STC AV technician (Marcus Donie) for posting on the website.  After posting in the “Group Meetings” section of the website, the schedule can be changed only upon request by the PI and after management team approval. 

 

3.  The moderator will introduce speakers and moderate the meeting.

 

4.  At the end of each Thursday seminar the moderator will announce the speakers for the following week.  The moderator will contact speakers to obtain an abstract which he/she will forward to the STC AV technician (Marcus Donie) by Monday noon prior to the seminar.  The moderator will also review procedures for entering Power Point slides into the system prior to the video conference. The STC AV technician will publish abstracts by Tuesday AM and send a reminder of the upcoming video conference to all STC members.

 

5.  If no abstract is forthcoming, the moderator should contact the Deputy Director by email on Monday PM.  

 

Duties of Speakers

1. Be aware of your scheduled talk and prepare accordingly.  If you know of a conflict, arrange for rescheduling.  After the talk is scheduled for the upcoming quarter, you cannot change it.

2. Prepare an abstract and submit it to the moderator on time (three days prior to seminar).

3. Provide enough background information in your talk so that those in the audience are properly grounded. 
4.  Show how the objectives of your work connect and contribute to achieving CERSP vision and mission.  If you don’t know, ask!
5. Use the guidelines on the CERSP website to prepare your talk and slides.  

6. Familiarize yourself with the equipment.  Use the SmartBoard to make your points.

Any STC-funded speaker who fails to prepare an abstract or seminar must justify continued funding to the Site Coordinator for his/her site (DeSimone, Carbonell, Johnston, Koros, and Uitenham).
