
Facilitators Checklist 

 

 Print out this CHECKLIST and put it 
somewhere you will be able to locate on 
the day of the event.  

 Join the FACEBOOK GROUP, to see 
announcements & other details as the 
event approaches.  

 Ensure you have the calendar invite for the 
sessions you are facilitating (including the 
Zoom link). 

 Watch the INFORMATION VIDEO on your 
session – so that you understand the 
purpose and intention of the session.  

 Attend the SPEAKER & FACILITATOR HOW TO 

PRESENTATION (or watch the recording) for 
the type (GROUP or PANEL) of session you are 
facilitating.  

At least, 2-days before  

 Download the OPENING & CLOSING SLIDES for 
your sessions.  

 Double-check your calendar, make sure you 
have the invite, the zoom like, etc.  

 Print the SESSION NOTES. 

 Test logging into the ZOOM ACCOUNT you’ve 
been assigned.   

 Print the OPENING SLIDE (THE SESSION AGENDA), 
(mark the times in your time zone).  

Day of the session  

 Gather your supplies / prep your video area.  

 Have a timer or clock visible. 

 Put the SESSION AGENDA and SESSION NOTES 
somewhere you can see and reference 
during the session.  

 Locate the OPENING & CLOSING SLIDES files on 
your computer (you will have downloaded it 
2-days before). 

30-minutes before the session  

 Turn off all the background noise in the 
place where you are going to sit.  

 Turn off the volume on your phone.  

 Place OPENING & CLOSING SLIDE and SESSION 

NOTES on your desk or close by so you can 
reference them during the session.  

 Be sure you have a stable internet.  

 Close all other windows and tabs on your 
computer. 

 Log into the ZOOM ACCOUNT you’ve been 
assigned.   

 Open the OPENING & CLOSING SLIDE so you 
can share them during the session.  

10-minutes before the session  

 Join the Zoom call. 

 Ensure that all attendees are muted. 

 Ensure that recording On the Cloud is on. 

 Message the speakers and April and Cindy, 
if speakers are not on by 5-minutes before.  
Cindy: 818.826.3239 
April 818.723.7413 

 Follow the agenda, help keep the session on 
track. 

 Close session on time 

 Complete the SESSION FEEDBACK SURVEY 

 

 

 

 


