[image: image1.png]Hannah von Ahlefeld invites you to attend this online mesting.

Topic: Standardised design: Applications and challenges

Date: Wednesday, March 30, 2011

Time: 8:00 pm, Western European Summer Time (London, GMT+01:00)
Meeting Number: 731 649 954

Meeting Password: cele

To join the online meeting (Now from mobile devices!)

1. Go to htps: Lwebex.i . php?ED=144701897RUID=08PW=NZ{k4ZWQ3NZQORRT =MibyHMQ%3D%3D
2. 1f requested, enter your name and email address.

3.1f a password is required, enter the meeting password: cele

4. Click "Join’.

To view in other time zones or languages, please diick the link:
freetrial viebex.com/freetrial/1.php?ED=1447918978UID=08PW/=NZ]k4ZWQ3NZQDRORT =MIMyMQ%3D%3D

To join the audio conference only

Call-in toll number (US/Canada): 1-650-429-3300

Access code:731 649 954
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 PARTICIPATING IN LIVE OECD/IMHE WEB CONFERENCES
Preparing for and joining the conference, and rules of play
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1.0. PREPARING FOR THE CONFERENCE:

1.1.
Live video conferencing using WebEx allows you to participate in conferences with up to 25 people, using either a phone line or computer connection.  A web camera allows other participants to see you, but this is not essential. WebEx software is available for 14-day free trial download from http://www.webex.com. Note that participants do not need to register on the site to participate in a WebEx video conference.
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from Fiona Young to Host (privately):
‘and maybe now you shouid et me open s moderator so that [
‘can show you how to do al these things?

from Fiona Young to Host (privately):

Youneed to get your audo back again




1.2.
Several weeks in advance of the meeting, all participants will receive the following message from OECD. Please note the Meeting Number and Meeting Password. 
1.3.
If you are concerned about how all this will work, please contact OECD to conduct a test. This can be done quickly and will save time on the day of the meeting.
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Tojoin the teleconference:
1 Call one of the phone number(s) below:

local number 461392110157 (o)
National tol free number +61-1800500485  (Australic)

2 Enter the access code: Attendee Passcode: 7238613940 %

3 Enter your Personal Identfication Number: 149 %
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2.0. JOINING THE CONFERENCE:
2.1.
30 minutes before the meeting, all participants will receive a reminder e-mail, which looks the same as the e-mail above.
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2.2. 
To join the conference, follow the instructions in the e-mail by first clicking on the conference link. WebEx software will automatically install on your browser, which only takes a few moments. You may then have to enter your e-mail and meeting password. You will then see dial-up instructions, which instructs you to call a local or US number, and enter the access code and personal identification number. You have now arrived at the conference! 
3.0. RULES OF PLAY FOR OECD HOST, PRESENTERS AND PARTICIPANTS:

3.1. 
To avoid unwanted noise/feedback throughout the meeting, IMHE will ensure that all participants are on “Mute” 
3.2. 
 The green and blue-coloured ball [image: image2.png]


signifies the person who is hosting or presenting.
3.3 
If a participant would like to contribute to discussion, they should click on “Raise Hand”.. OECD will announce the person with a hand raised and “Unmute” them so that they may be heard by all. Please de-activate “Raise Hand” when you had had your say. As IMHE is the host, the secretariat can talk with no restrictions. The facilitator is not the host and must click when he/she wants to discuss with participants.

3.4.
If you wish to communicate with the host or another presenter during the meeting (e.g. notify someone of a problem, ask a question, make a quick comment, etc.), click on “Chat”, then select a participant and write your text to them. Beware to make the right selection! All messages with IMHE might not be suitable for all participants!!!


3.5 The discussions are framed within the key questions displayed on the whiteboard (and circulated to all participants prior to the meeting). The facilitator is invited to address the questions one by one, and allowing a 15 minute discussion for each question. 
· IMHE welcomes the participants and reminds them how to use raise hand button and some rules pertaining to Webex.

· The facilitator sets out the 4 or 5 key questions that are displayed.

· S/he invites the participants to react to each question. Invitation to comment may rotate amongst the participants in no particular order. IMHE will ensure that all participants have been invited to comment. The facilitator is also a participant and may comment on the questions. 
· In case of unclear comments, s/he may reformulate them or synthesize them to assure mutual understanding with the participants. There is no irrelevant comment; should any be out of scope, the facilitator invites the participant to reformulate his/her point. 
· The facilitator may summarise the discussions, quoting key words or main concepts. IMHE may complement the synthesis. 

· S/he asks for final comments and thanks participants.

· IMHE concludes and informs participants of the follow-up (summary records, etc.) 

3.6.
IMHE will record the meeting, IMHE will press “Record” then save the audio file somewhere, and fi nally don’t forget to press the red record button on the Recorder Panel to commence recording.
