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Some Suggestions for a Committee Charged with Planning Statewide 

Teleconferences for Information Professionals

(by):  Education Committee, Alabama Library Association
A.
Setting the Organizational Parameters for the Teleconference
1.
Acquire the Blessing of your State Library Association

a.
In Alabama, this normally means acquiring the blessing of the ALLA 



(Alabama Library Association) President and the approval of the ALLA 


Executive  Committee.  It would also be good to touch base with the 



President-Elect.


b.
Establish a good working relationship with your state library association’s



executive director and/or office manager as soon as possible.  You may



also be working with the treasurer of your state association.

2.
Selection of Teleconference Sites

a.
How this is done -- and what is possible -- will vary from state to state.  


b.
In Alabama, there are two major teleconference networks (1.-2.):



1.
Information Services Division (ISD)



2.
Intercampus Telecommunications System (ITTS)


c.
The Videoconferencing in Alabama Network (VIANET) is a partnership 


between  ITTS and ISD.


d.
These teleconference networks are used for a very wide variety of purposes (including the delivery of university-level academic instruction falling within many academic disciplines).


e.
It is very important that you make the acquaintance of and work well



together with the coordinator(s) / director(s) of any teleconference 



network(s) in your state.



In Alabama, we have been extremely fortunate to have the support and



continuing assistance of Deborah Hall, the ISD general coordinator.


f.
Also very helpful is the VIANET web site (<http://www.vianet-al.net/>) 


which identifies the locations, telephone numbers, and schedulers 



(usually synonymous with “supervisors”) of each ISD and ITTS site



in Alabama.

A.
Setting the Organizational Parameters for the Teleconference  [continued]

2.
g.
In selecting sites, it is important to know what fees (if any) will be charged



at each individual site.



1.
In Alabama, we have been extremely fortunate in that we are able to 



use virtually all sites at no charge.




a.
In some cases, we have been able to have the normal fees waived.





If one works with the library director or other administrator employed 




at the same institution where that given teleconference site is 





located, then our teleconference can be considered as an 





institutional event benefiting those individuals (e.g., the individual





librarians / library media specialists) who work there.




b.
When asking for exceptions from such normal charges, we normally 




stress the fact that library associations are not rich and that we 




represent a noble cause (and we endeavor to use “southern charm” 




whenever possible and appropriate).



2.
Here in Alabama, we would consider paying a charge if that was 




required to insure the broadcast of a teleconference in the Mobile area 



(we believe that it very important to include the Mobile area in any 



statewide Alabama teleconference).



3.
We have looked for -- and found -- alternative sites, in those cases




where specific teleconference sites have not been willing to waive




charges.  We have been very fortunate in that we have been successful 


with this to date.


h.
If possible, you may wish to identify an alternative teleconference site -- 


located near any given planned site -- in case that planned site is not 


functioning on the day of the teleconference.  It may not be possible



to locate “alternate sites” in the case of some sites.

3.
Selecting a Weekday and a Date for the Teleconference


a.
In Alabama, we have been choosing a date in February or early March.


b.
This does not conflict with the Southeastern Library Association (SELA) 


conference (held in the fall).


c.
This does not conflict with the ALLA conference (held in early April).


d.
Your date should not be too close to school / university spring break or to 


the ALA Mid-Winter meeting.


e.
Your date should not be too close to Mardi Gras (in Alabama, Mississippi,



West Florida, and Louisiana).

A.
Setting the Organizational Parameters for the Teleconference  [continued]

3.
f.
Try to see that the teleconference does not conflict with other workshops / 


events of interest to librarians in your state.



1. 
Make sure that your state library association knows the date




(or: proposed dates) of your teleconference as soon as you 




have this information available



2.
Also provide this information to other agencies as appropriate.




(in Alabama:  Alabama Public Library Service;  Alabama State




Department of Education / Office of Technology Initiatives)



g.
We have found Friday to be the best day of the week for


 teleconferences in Alabama.



1.
This date is generally better for information professionals than Monday,




Tuesday, Wednesday, or Thursday.



2.
Teleconference sites are more likely to have space available on Fridays.

4.
Deciding on the Length of the Teleconference

a.
We normally hold these teleconferences in the morning;  they begin



at 9 am, with onsite registration (at each teleconference site) beginning



at 8:30 am.  These morning teleconferences have either run for 150 



minutes (until 11:30 am) OR for 180 minutes (until 12:00 noon) with a 15 



minute break in the middle.


b.
Depending on the topic, an afternoon session can be added (e.g.):



1.
A morning teleconference on local / state historical resources can be 



supplemented by field trips to historical sites.



2.
A morning teleconference on collection maintenance / preservation can 



be supplemented by visits to facilities at which preservation techniques




are demonstrated.



3.
A morning teleconference can be supplemented by afternoon 




“discussion / demonstration” sessions at one or more of the 




teleconference sites 


c.
Such afternoon fieldtrips / sessions have advantages and disadvantages.



1.
Afternoon sessions can add a practical and/or local dimension to 




the (theoretical) information presented in the morning teleconference.

A.
Setting the Organizational Parameters for the Teleconference  [continued]

4.
c.
2.
However, afternoon sessions also present organizational issues,




including the following:




a.
Can one hold afternoon sessions at some teleconference sites yet





not at others?  Will this effect the fee charged for the 






teleconference?




b.
Should the local site coordinators -- as opposed to the committee





organizing the morning teleconference -- take the lead in organizing





any afternoon sessions?

5.
Selecting a Topic for the Teleconference  (Some Considerations)


a.
It might be best to map out some tentative topics over the long term,



allowing for balance between topics pertaining to administration, public 


services, and technical services.


b.
What topics lend themselves to a teleconference (as opposed to some



other venue, e.g., a  “pre-conference” workshop” at an annual 



on-site conference)?


c.
What topics are of interest to information professionals around the state



(and especially to those paraprofessionals working in remote locations)?


d.
What topics can be pursued with no, little, or relatively low cost?


6.
Dividing the Teleconference Topic into Component Parts

a.
One should divide the teleconference topic into sub-topics;  look to



achieve “balance” in doing so.


b.
Divide up time for the teleconference on a minute by minute basis.



By sure to include minutes for greetings for the moderators, for an 



introduction and/or conclusion (as appropriate), and for discussion.


c.
Appendix A-1 (our program as held in the year 2000) and Appendix A-2



(our program as held in the year 2002) provide two examples of how we



have chosen and organized the component parts of a teleconference topic.

A.
Setting the Organizational Parameters for the Teleconference  [continued]

7.
Establishing a Fee Schedule


a.
Since an importance audience of such workshops can be consider to be



those information professionals in diverse -- and frequently isolated -- 


portions of the state who are otherwise not likely to find funding or time to 


attend conferences, it would make sense to keep the fees for such a



workshop as low as possible.


b.
Keeping teleconference costs to a minimum will allow you to keep the



attendance fees low.


c.
The following additional suggestions can be given.



1.
Consider making the teleconference free -- or almost free -- for anyone 



who joins the state association on the occasion of the teleconference.



2.
Consider allowing students studying to become librarians attend for




free or almost for free.



3.
Consider allowing two individuals from the same library or school 




system to attend for the price of one.


d.
Our conference fee schedules are listed on the ALLA Education 



Committee website (<http://www.geocities.com/allaeducationcommittee>).

B.
Moderators / Discussion Leaders
1.
It is better to have two moderators / discussion leaders (as opposed to just


one).  If possible, the two moderators should “complement one another” in 

one or more ways.  One could also consider “moderator” and “discussion 

leader” as separate functions.

2.
Both moderators / discussion leaders should attend the same teleconference


site.


a.
At least one committee member should be in attendance at that (“hub”) 


site.


b.
It might be best to have at least one speaker at that same site.

B.
Moderators / Discussion Leaders   [continued]

2.
c.
It might be best have this “hub” site at some relatively “central” location.


d.
It would be best to make sure that one has a very good working 



relationship with the Technical Coordinator at that given site.



3.
Let the teleconference center’s Technical Coordinator / Supervisor know in


advance that “your” site (i.e., where the Moderator / Speaker are present)


will be the “hub” site for the teleconference.

4.
Ideally, at least one of the two moderators / discussion leaders should be


a member of the organizing committee.

5.
After greeting the audience -- at the various teleconference sites -- one of


the moderators / discussion leaders could present a short introduction to 


the conference.  (Such an introduction is optional, and could also be given


by a third party.)

6.
Make sure that the moderators / discussion leaders are given a minute-by-


minute schedule for the teleconference and answer any questions that they


might have before the teleconference begins.

7.
Refer to “Instructions for Teleconference Moderators / Discussion Leaders“ 

(Appendix B)

C.
Speakers at the Teleconference
1.
Try to represent as much as the state as possible in selecting speakers


(and to strive for “balance” in doing so).  Be conscious of any areas of your 

state that might be particularly unhappy if not included.

2.
We have elected to have almost all of our speakers from inside the state.


It is relatively expensive to connect from Alabama VIANET sites to out-of-


state conference sites.  That would require us to raise our attendance fees.

3.
As a committee, you may not be able to directly identify all speakers 


yourselves.  Use all networks at your disposal (e.g., your teleconference


site coordinators) as appropriate in order to find speakers.

4.
You may want to draw up a list of “reserve” speakers in case of any


emergency / emergencies where one or more of your speakers cannot


attend.  

C.
Speakers at the Teleconference [continued]
5.
In the case of some topics (e.g., those requiring interaction among a group


of speakers) a detailed list of instructions must be given.

6.
Also refer to Appendix C [Instructions for Speakers]

D.
Commentators / Persons Giving Concluding Remarks

1.
It is might be advisable to find persons with state-wide recognition


among information professionals for this purpose (e.g., the president or


president-elect of your state association or of a division / section of your


state association).

2.
Also refer to Appendix D [Instructions for Commentators / Persons Giving


Concluding Remarks]
E.
Site Coordinators
1.
It might be advisable to find site coordinators who (a.-c.):


a.  can serve in that role for more than one year;  b. are well connected


in their respective communities / regions;  c. can organize a local


committee and/or delegate tasks well

2.
Also refer to Appendix E [Instructions for Site Coordinators]

F.
Advertising your Teleconference
1.
If possible, try to have members on the committee that represent -- and/or can 
network with -- information professionals from large, middle-sized, and small 

academic libraries, from large, middle-sized, and small public libraries, from 

library media centers (elementary, middle/junior, high school, K-12, etc.), and 
from special libraries, archives, etc.

2.
You may be able to advertise via divisions of your state library association.


(In Alabama, there are three such divisions.):


College, University, and Special Libraries Division (CUS)   


Public Libraries Division (PLD) 


Children’s and School Libraries Division (CSLD)

F.
Advertising your Teleconference  [continued]

3.
You also may be able to advertise through other statewide associations/


 (In Alabama, the following associations could be included here):


Alabama Instructional Media Association (AIMA);  Alabama Association of


College and Research Libraries (AACRL); Alabama Reading Association

4.
As appropriate, advertise through state agencies.  (In Alabama, the Alabama 

Public Library Service (APLS) can be mentioned here.)

5.
As appropriate, advertise through list-servs and online newsletters (e.g.): 


a.
Southeastern Library Association (SELA) listserv; 


b. Alabama Library Association (ALLA) listserv; 


c. ALLA  Communicator (a monthly online newsletter)


d. Alabama School Library Media Specialists (ALMS) list-serv

6.
Advertise in neighboring states -- and especially in “border areas” of


neighboring states -- as / if appropriate.

7.
You should strive to develop good relationships with professional 


development coordinators and/or library media coordinators and/or other 


school district officials at school districts in your state.  They can provide 


substantial help in facilitating permission for school library media specialists to 


attend your teleconference.

8.
Ask your site coordinators to help you in this advertising effort.


Suggest that your site coordinators consider forming “teleconference site


committees” to facilitate this (and possibly to perform other tasks as well).

9.
Refer to Appendix F (Advertising Suggestions + Announcement)

G.
Website(s) Used to Promote and Facilitate the Teleconference
1.
It will be very difficult to coordinate a statewide teleconference without 


a website dedicated in whole or in part to that purpose.


a.
A teleconference website is your electronic base of operations and 



information clearinghouse for your extended network of committee 



members, site coordinators, speakers, and teleconference participants



throughout the state.

G.
Website(s) Used to Promote and Facilitate the Teleconference [continued]

1.
b.
Accurate and up-date information is important;  in the weeks leading up to



the teleconference, frequently updating and fact-checking will be 



necessary in order to keep the teleconference on track.

2.
Ideally, a committee member will design and maintain this website.

3.
Ideally, the website (a.-c.):  a. will not have costs attached to it, b. can be 

maintained independently (e.g., not be a subset of some other website),


c. will have a stable host (i.e., will not be in danger of having to be moved).

4.
The website should be linked to the website of the state library association;



the website also could be linked to other library-related websites.

5.
Website essentials include the following (a.-c.):


a.
Site-specific information for each participating location (provided by site



coordinators):  address of teleconference site, maps / directions / parking



information, seating capacity at the site, contact information


b.
Registration information:  registration form, pricing and payment 



information, contact information


c.
Workshop details:  Detailed agenda, speaker information (with e-mail



addresses if possible), handouts

6.
Speakers should be encouraged to provide handouts, which can be mounted


on the website.


a.
Site coordinators / other individuals could run off copies of the handouts for



attendees at each location.


b.
Handouts could be downloaded from the website following the 



teleconference.

7.
A “Workshop Archive” of previous teleconferences could be created on the 


website.


a.
This would allow workshop handouts to remain available indefinitely.


b.
Such an archive will serve to promote the teleconferences as well as to



document the history of the committee’s work.

G.
Website(s) Used to Promote and Facilitate the Teleconference [continued]

8.
One might wish to create an “active mode” and an “inactive mode” on the


teleconference committee website.


a.
In the “active mode” the home page of the website would be used 



in large part in order to advertise the upcoming teleconference.  



[Refer to Appendix G-1]


b.
The ‘inactive mode” would be used following a teleconference.  The



information concerning the completed teleconference could be moved



to the “Workshop Archive;  the home page then could be utilized in large



part to present general information (until the following teleconference



comes nearer).    [Refer to Appendix G-2]

H.
Fine-tuning/Revising the Teleconference Program;  Run Up to Teleconference
1.
Expect to need to revise / refine your teleconference as it draws near.

2.
Select a time -- ca. 8 weeks before the workshop at the latest -- to mount 

your program on a website.


It might be advisable to mount your tentative program first and then mount


a “permanent” program thereafter

3.
Run Up to the Teleconference:  Site Coordinators


a.
Send e-mail / postal reminders to all site-coordinators as appropriate


b.
Make telephone calls as appropriate.  


c.
Make sure that all relevant information has been sent to the website(s)



which is (are) providing information concerning the teleconference

4.
Run Up to the Teleconference:  Speakers / Discussants


a.
Send e-mail / postal reminders to all speakers as appropriate


b.
Make telephone calls as appropriate.

5.
Normally, there are some things that will need to be attended to near the


in the final month, weeks, or week before the teleconference. (Murphy’s Law)

6.
Plan to have the committee meet shortly before the day of the teleconference.


If possible, ask the moderators / discussion leaders to attend this meeting.

H.
Fine-tuning/Revising the Teleconference Program;  Run Up to Teleconference
7.
Create a minute-by-minute schedule including the exact minute at which


each portion of the teleconference is scheduled to begin and end.


a.
Make sure that all participants (moderators / discussion leaders, 



speakers, discussants, site coordinators) have the minute-by-minute 



schedule for the teleconference.


b.
The minute-by-minute schedule for the ALLA 2002 teleconference is



included here. (Appendix H).

I.
On the Day of the teleconference


1.
If / as appropriate, be prepared to communicate with other committee



members (e.g., via cell phones)


2.
Site coordinators should:



a.
supply detailed directions (e.g., using signs as needed) to 





teleconference sites / rooms.




(Note:  thirteen (13) signs are required in order to guide participants 



from one of the entrances to a building (housing one of teleconference 



room in Montgomery, Alabama) to the actual room (on the 5th floor)




in the building where the teleconference is held.



b.
Greet participants at individual sites



c.
Take onsite registrations and give receipts to onsite registrants 




Appendix I-1: Receipt Sheet)



d.
Hand out formal evaluations (Appendix I-2) and -- as / if appropriate --




gather informal feedback.

J.
After the teleconference


1.
Site coordinators should send the following materials to a designated 


individual (in Alabama:  the Executive Director / Office Manager of the 


Alabama Library Association) (a.-d.):



a. list of participants;  b. separate list (with addresses) of those 



participants who require certificates of attendance);  c. completed 



evaluation forms;  d. monies received during the teleconference (in



the form of a check(s) and/or money order(s) )  


2.
The chair (or designee) of the committee organizing the teleconference



should submit a report to the state association as / if required.


3.
Certificates (see Appendix J) should be sent to those individuals requiring 


them.  To prevent possible abuse, it might be advisable to have these 


certificates sent from a central location (e.g., the state library association 


office).


