Tips for video conferencing

Be prepared. 

· Test Equipment in advance. Have a contingency plan. 

· Allow participants a brief "practice session" to familiarize them with the equipment and set-up. 

· Run video conference sessions according to a well thought out agenda. 

· Let participants know ahead of time what to expect and who will be present. 

· Set clear objectives regarding what will be accomplished in the session and communicate them to participants. 

· Appearance counts. Remind participants that they should dress as they would for an in person meeting. 

Lights, camera, action! 
· Begin and end on time. 

· Introduce all participants. 

· Speak clearly and loudly. 

· Make eye contact with the camera and with other participants in your room. 

· Use names to direct questions to specific people. Consider using name plates. 

· Don't speak over people or interrupt. 

· Don't be too close to the camera. 

· Avoid making excessive background noise, like rustling papers. 

· Turn off beepers, watch alarms and cell phones. 

· Don't leave the room unless absolutely necessary. 

Clothing
· Neutral and pastel colors are best. 

· Avoid very intense colors such as reds. 

· Do not wear plaids and stripes. 

· White may cause audio noise. 

Voice
· Speak naturally, in a clear, strong voice. 

· Speak slowly, emphasizing words. 

· Use voice inflection to get points across. 

Movement
· Remain as still as possible. 

· Keep gestures to a minimum. 

· Avoid distracting movement such as tapping a pencil, turning back and forth in your chair, or wiggling your foot. 

Presentation Materials
· If you are using paper materials on a document camera (or visual presenter), follow the suggestions below:
   - Use 36 point or larger font.
   - Keep to a landscaped format.
   - Keep pictures simple and words few.
   - Use a soft color paper such as blue or green. 

· If you are using an electronic tool such as PowerPoint, use the same techniques as with paper materials. 

· Put the camera on presenter often. Avoid long looks at documents. 

Lecturing
· Lecture no more than ten (10) minutes to adults. Less is better. 

· For younger participants, lecture less as they will be able to concentrate for a shorter period of time. 

· Mix interactivity into the presentation. 

Video Segments
· Keep video short and to the point. 

Etiquette
· Have a logo (site identifier) on the document camera when the conference begins. 

· Use the same polite procedures that you use in person. 

· Begin on time. 

· End on time. 

· Keep to business unless you are familiar with all other sites. 

· Smile, both on and off camera. 

Tips for "On Camera" Success

· Orient yourself to the console and controls.  Each console is slightly different in configuration throughout the system.

· If you are only transmitting to one additional site, you can manipulate the remote cameras from your tablet.  If you are transmitting to two or more additional sites, you will not be able to manipulate the remote cameras from your tablet.

· When using the document camera, check the monitor at the console to visualize what you are sending.  if colors are critical, you might need to modify the samples you are showing since the colors are altered in the transmission.

· Make frequent eye contact with the camera in the center of the rear classroom wall.  This will make it appear as if you are looking directly at the students at the remote sites.  Avoid using only the console monitors.  Make frequent eye contact with the students in the classroom.

· Minimize hand movements. Anchor yourself next to the console or hold on to a pen/pointer.

· When you arrive in the classroom, clip on the microphone and position Camera 1 to set a good "portrait shot" of yourself (head and shoulders). If you decide to sit during the class, reposition the camera to a lower level. If you join the students in the "audience" for demonstrations, reposition Camera 2 to the desired location.

· When you work from the console, frequently switch to Camera 1 as you elaborate on a point between on-screen slides or materials on the document camera. Switch at least every third or fourth "slide". The students' number one complaint regarding distance learning is that they don't see the instructor on camera as often as they would like.

· Switch activities/presentation styles approximately every ten minutes. Students do not want a "talking head" at the podium. Students will "zone out" easily unless the pace is frequently altered.

· Move materials slowly on/off the document camera. It is easier to place a full stack of materials on the document camera platform and "pull away" than to slide a sheet off and reposition a new sheet.

· Use blue paper for materials projected from the document camera. If white paper is used, you might reduce the glare by switching to the negative view.

· Avoid overhead transparencies. If you have materials already made on transparency film, you might insert blue paper into your photocopier to transform to hard copy sheets. If you must use the transparency format, try placing the film on the light box on the console before placing it on the document camera platform. This may minimize the glare. The light arms on some document camera models have also been positioned to block overhead lighting and minimize the glare.

· Minimize the use of glossy magazine pages and book pages.

· Use blue paper and print when using the document camera as a "chalkboard" replacement. Use a medium to wide stroke marker when you print. Always put a couple of blank sheets under the writing paper to reduce staining the document camera platform.

· Use standard fonts for on-screen presentations and with the document camera. Avoid "frilly" fonts. Do not use print smaller than 32 points. DO NOT USE ALL CAPITAL LETTERS EXCEPT IN TITLES OR TO EMPHASIZE A SINGLE POINT! Use traditional upper and lowercase lettering.

Attire for on camera classes

Males

· Avoid pure white shirts. Light blue is preferred over white. 

· Avoid t-shirts. Portions of the slogan may not show and may inadvertently appear offensive. 

· Check your tie. Some "funky" patterns may be very tiring on the students' eyes. 

· Avoid sleeveless shirts Avoid strong patterns and bold stripes 

· Avoid fragile knits/materials, which could be damaged by the alligator clip of the microphone. 

· Check your grooming before going on the air. 

· Although experts recommend neutral colors "on camera", our students have stated that they prefer bright clothing

Females

· Avoid pure white bodices/tops. 

· Avoid t-shirts. Portions of the slogans may not show and may inadvertently appear offensive. 

· Avoid dangling earrings Minimize necklines and lapel pins - too much reflection. 

· Avoid low cut necklines or those that "gap" easily. 

· Avoid sleeveless blouses/tops 

· No special make-up is required 

· Avoid bold patterns and bold stripes. 

· Avoid metallic materials (lames) and materials with metallic threads/paints 

· Avoid metallic hair clips/headbands 

· Avoid bangle bracelets and "charm" bracelets (too noisy) 

· Avoid fragile knits/materials, which could be damaged by the alligator clip of the microphone 

· Check your grooming before going on the air 

· Although exerts recommend neutral colors "on camera", our students have stated a preference for bright primary colors.
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Icebreakers

During the first class, put every student on camera. If you're uncomfortable with moving the camera around the room, have the students join you at the podium at the sending site. Have the students at the remote site move to a specific chair or to the podium for instructions.

Visit each receiving site if possible early in the semester. This makes you more "real" to the students at the remote site and gives the normal sending site students a chance to see what their classmates at the remote sites normally encounter.

If visiting the remote site is unrealistic due to personal schedules/distance/weather conditions, try to send a personalized note or postcard to the students within the first two weeks of classes and again later in the semester.

Send treats for a breaktime to the remote site students (and, or course, have some for the sending site students) on a special occasion...great exam results, mid-terms, holiday.

Some faculty have had the students write a brief paragraph about themselves on the first night to compile into a handout to share with all classmates at all sites. If a videotape is made of the student introductions, a Snappy converter can be used to capture an image for a group photo at each site or individual photos. A disposable camera could also be sent to each site to have the students capture photos of the students for a similar project.

Depending on your class size and schedule, consider a "Thirty Second Special"... allowing a student to share a photo of someone or something important to them on the document camera. Hold them to the time limit!

Encourage students between sites to interact. Some faculty have held special events...invited the remote site students to a special event at the sending site on a non-class night, hosted a get-together at a point between campuses, held a get-together when the class concluded. Some DL students have even voluntarily traveled to the remote site to meet classmates in person or present group projects together.

Documents provided by the Western Illinois Education Consortium.
Elements of Successful Distance Education TV Instructors

by Bruce Barker and Molly Baker, Department of Media and Educational Technology, Western Illinois University

Distance education instructors of necessity must be master teachers. They must understand and model principles from the literature on effective teaching and know how to best use technology to convey their teaching. In this respect, much can be learned from broadcast journalism -- that is, noting how TV anchors look directly into the camera, are precise and articulate in their selection of words, and support their presentations with a high level of visual content.

Distance teaching pedagogy also requires "forced" interaction between teacher and students, a slower pace of instruction, and clear logical presentations. The teacher needs to ask a lot of questions to ascertain if students understand and to keep them actively involved in the instructional process.

Successful teaching in a distance education mode requires much more than a pretty or handsome face in a "talking head syndrome." Teachers must adopt new methods and strategies that actively involve their remote students. Thoughts to consider in any training program include:

· Questioning skills: Questions to learners should be preplanned and range from low order (recall or knowlege) to higher order (synthesis, analysis, problem solving).

· "Force" interaction with students: The teacher needs to ask a lot of questions to "force" interaction with students. Also, after posing a question, the teacher should allow sufficient "wait time" for students to process informaiton before answering.

· Involvement of students: Efforts should be made to involve all learners in class activities. Calling students by name to participate in class discussions will personalize lessons as well as notify students that they are each responsible to participate as active learners. Directed questions to a specific student(s) can be an effective approach in gaining more student participation. The instructor might also maintain a log, by student name, of who is participating and who is not. This can be used as a record to help remind the teacher to call upon noncontributing members in the class or to more equitably distribute teacher-student interactions. 

· Clear teacher articulation: The instructor must articulate clearly and distinctly. Verbal instructions from the teacher must be precise and explicit. Too much teacher-talk, especially if the teacher is rambling, can cause confusion. Also, a voice that portrays enthusiasm, variety in tone, and diversity in pace will do much to maintain student interest. 

· Use variety to involve students: Watching the TV screen for a long period of time without interaction or involvement from students can be deadly. Brief teacher lectures (no more than 10-15 minutes (interspersed with questions can work well. Other student involvement activities might include small-group work, dyad discussions, cooperative learning tasks, student presentations, discussions between students at two or more different sites, polling of students to seek their opinions or ideas, etc.

STRATEGIES FOR MAXIMIZING INTERACTIVITY
Prepare the Presenter
· Talk with the presenter before the program about the interactivity you would like to have with your students. 

Ice Breaker
· Have an "ice breaker" question ready to begin the session. 

Engage Both Sites
· Ask a participant at another site if they can respond to the question asked by a previous participant. Take questions and answers from all sites. 

Site Teacher
· Have the site teacher call on students. It can be difficult for the presenter to call on individual students. 

Leading Questions
· Try having the participant answer his or her own question by asking him or her a couple of leading questions. 

Polling
· Encourage students to ask each other questions and gather information about opinions and ideas about a specific subject area. 

Active review of material
· Have students summarize points of the presentation or have them add one more idea to someone else's information. 

· Have students summarize the three most important points of the lesson and compare that with the instructor's list. 

· Ask students to speculate as to how they might use the day's topic or information, e.g., how would you...? 

A successful video conference takes copious amounts of planning and preparation. Read our primer and discover the secrets to conducting a terrific video conference.

Planning a video conference

1. Plan video conferences no longer than 1½ to 2 hours. Long sessions mean tired participants. 

2. Prepare the agenda, teaching materials, graphics and visual aids and distribute these early. 

3. Plan the seating arrangement and prepare identification plates and/or name tags with suitably large fonts - Arial 24 points or higher 

4. Inform CIT about the video conferencing session at least 2 months in advance. 

5. Make early contact with overseas counterparts to work out the details of the session. 

6. Attend test link-up sessions to familiarize yourself with the video conferencing session and equipment. 

7. Hand materials for transmission to the video conferencing site technician at least two days in advance. For optimum readability, use large fonts. Use a wide margin as the sides will be slightly cut off on screen. Keep to the landscape format, with simple pictures and few words. 

8. Arrange for participants to assemble at the video conferencing venue 10 minutes before the session begins. 

9. Prepare a list of questions for use during question & answer. 

back to top
Video conference recording tips

1. Dress appropriately
Avoid wearing intense colours such as reds. They tend to "bleed" on screen. Pastel shirts and blouses look better on screen than bright whites. Avoid all-light or all-dark clothing. The cameras' automatic brightness control can be fooled by these.

2. Arrive at least 15 minutes early for a brief orientation. 

3. Speak and move naturally. 

4. Avoid distracting movements
Avoid tapping pencils, fidgeting in your chair and other distracting movements. It is unsightly and any related noise may be picked up by the microphone. 

back to top
Microphone tips

Different types of microphones have different acoustic profiles. Our technical officers can advise you about the type of microphones you will be using. Please read on to find out how to make proper use of different microphones.

1. Handheld or stand-mounted microphones 
Handheld or stand-mounted mics should be positioned about 6-12 inches from the speaker's mouth, pointing up at about a 45-degree angle. With some types of microphones, holding the mic very close (3-6 inches) will cause additional emphasis of the lower frequencies, resulting in a "warmer," bass-heavy sound. 

2. Clip-on microphones
For best results, clip-on mics should be clipped to the tie or lapel at the breast pocket level. Try to avoid placing the mic behind the tie or under any fabric. This reduces pickup of high frequencies, which results in a flat, "muddy" sound. Noise from the movement of clothing against the mic or its cable can be severe. Women can get good audio quality from clip-on mics attached to a stickpin or a small chain. 

3. Surface-mounted microphones
Surface-mounted mics work best when positioned on a smooth, flat surface, such as a table or desk. If table vibration is a problem, try placing a thin and soft rubber foam layer - some mousepads might work - underneath the mic.

In some situations, surface-mounted mics can work well when mounted on a wall. Keep in mind that the sound quality of this type of microphone is affected by the size of the surface it is placed on. For best results, use a surface at least 3 feet square; using a smaller surface tends to reduce pickup of low frequencies. 

4. Shotgun microphones
Shotgun mics can be positioned slightly above, below or to the side of the sound source, so that the mic does not appear in the camera frame. Try to avoid moving the mic rapidly, since shotguns are sensitive to wind noise. Use a foam windscreen if possible. Larger "zeppelin" or "blimp"-type windscreens are usually necessary outdoors. It is a good idea to use a rubber-isolated shock mounts to minimize handling noise. 
14 tips for successful video-teaching

The following suggestions represent a quick list of ideas and strategies that can help make video-teaching a satisfying experience for you and your students. 

1. Get some advice. Sit in on a video-conference. 

· Talk with colleagues who have some experience in using the medium for teaching. Ask them for their tips and strategies. 

· Ask to sit in on a video-conferenced lecture or two. Staff of the ITL can direct you to experienced users within the university. 

· Attend a video-conference lecture at the remote site to really gain ‘the student experience’. (Arrange this with the lecturer beforehand.) 

2. Talk to people interested in Videoconferencing. 

3. Check the USyd facilities (Videoconferencing at USyd) 

4. Join a video-conference teachers’ User Group (to be established at USyd in Semester 2 2004) 

5. Rehearsal: Before you teach by video-conference for the first time it is essential that you book and visit (ahead of time) the very theatre/studio you plan to teach from. If you can, do this with a colleague, and teach and support each other. Even very experienced video-lecturers need to rehearse, if the equipment and lectern controls they will be using are new or unfamiliar. 

6. Get to know your console: Test your PowerPoint slides in NetMeeting in the lecture theatre in advance, and practice switching between them, yourself and the document camera, as well as any other camera shots. 

7. Yes, you will have to stand still at the lectern (no wandering), and don’t forget to smile and pause for breath! Stop and look at your audience. Switch camera shots. Allow some time for students to ponder concepts. Break the session up with individual, pair and group work. 

8. Building trust: Get to know your students by name, and mention students’ names in your video-lectures. (Name sheets on desks will need to be in very large print or font to be legible through the system).

You are advised to visit the remote site to meet and teach the ‘remote’ group. Another helpful strategy is to conduct some video-lectures in the opposite direction, to the students who are most frequently physically present with you. 

9. Show some disrespect? Video-conferencing is not television. You are not a newsreader. If you put yourself in the students’ shoes, you might appreciate that this can be the worst thing to do. In fact, show some disrespect for the medium, thumb your nose at it! Video-lecturing is like all lecturing: it’s live, spontaneous, subject to odd moments, silences, interruptions. Maybe you can you take time out to tell that anecdote…? Above all don’t lose your sense of humour. 

10. Communication to support your video-lectures or seminars is essential. Video-conference teaching needs to be supported by very clear communication between you and your students. Many lecturers actively use the phone, email, and online discussion lists to maintain contact with students between video-conference sessions. This communication is essential, particularly when there is a system failure, for example, and you need to fall back on Plan B…. 

11. Contingency planning is another essential! Your (remote) students need to know what to do when the video-link breaks up or is ‘down’, ie. not functioning. 

· Consider providing ‘Contingency instructions’ in the unit of study information (online and/or in print). 

· Some lecturers use tele-conferencing (by speaker phone) when this happens. While some lecture theatres have this facility, in other theatres it may need to be booked and brought in in advance. 

· Perhaps a student or tutor at the remote site will know to expect a phone call from you straight away when this happens? Again this must be prearranged. 

12. A tutor at remote site is a very helpful strategy to support student learning at a distance. Again you will need to maintain clear and frequent communication with the tutor for this to work well. 

13. Eye contact: Don’t forget to look at - and speak to - the camera (it’s an art). Skilful video-lecturers are able to balance their eye contact and attention between the 2 groups of students during the lecture, so that all feel involved. 

14. Video-conferencing is a visual medium, so you must use it! Test and be alert to font size and the clarity of images. Overheads should be prepared on pastel paper - not white - and not on plastic which flares in the lights. Become familiar with the functions of the document camera. Avoid lots of detail and patterns in your visual material - and in your clothing! 

15. Experienced users often come to want more control over the medium, and you may find you become less reliant on technical staff as the tally of video-conference lectures (and your confidence!) increases. To extend your skills, for example, investigate the pre-sets (setting up pre-determined camera shots). Consider involving your students more in the sessions - either as console operators and/or as presenters. 
TIPS FOR A SUCCESSFUL VIDEO CONFERENCE MEETING
	
	Make sure that you are facing the camera. In order for remote sites to feel comfortable in participating, they need to be able to see your face and clearly hear your presentation.

	[image: image1.png]



	Limit your movements while on camera. If you rock in your chair or continually straighten your tie, not only do people become fixated on those movements, but with the lag in the video, continual movements may become a source of stomach irritation for those watching you.
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	Eliminate as much as possible the need to shuffle papers/ materials when you are speaking. The mics will pick up these sounds and it becomes very distracting to people at the host sites.
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	It is best to speak slowly over the system. If you have a tendency to speak quickly, make  a conscience effort to slow down.There is some lag time in the audio between the sites so you must provide a bit of extra time to compensate. There is also lag time in the video...that's just part of the system.
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	All mics at the host sites should be turned off unless someone at that site has a question or wants to make a comment. This eliminates mic "feed-back" and unnecessary noise and conversations (and sometimes embarrassment).
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	Generally, the only mic that should be on at the originating site is that of the person facilitating the meeting or that of the speaker/presenter. If others at the originating or host site(s) wish to ask a question or make comments, they should push the red button on their mic to speak. When they are finished, the red button should be pressed again to turn the mic off.
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	If the little red light on your mic is on, then so is your mic!
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	The last site that pressed their mic will be the site that is on the left monitor screen. The right monitor will always be the local site.
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	Sidebar conversations, whether at the originating or host sites, are distracting to everyone. Please keep these conversations to a minimum.
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	And most importantly...this is technology (but not TV) and as everyone knows, technology will occasionally have glitches.
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	If a person asks a question or makes a comment, especially at the originating site, repeat that question or comment to ensure everyone at the host sites hears.
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	If you are using the document camera, use at least a 12 pt. font so that the remote sites are able to see your document more clearly.


REMEMBER:
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	It is very important to REPEAT THE QUESTION THAT IS ASKED...
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	If you are using the document camera, use at least 12 pt. font...
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	Be conservative with your movement and remember to face the camera... 
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	"You are what you wear when you are on camera and looking your best means paying attention to colors and patterns." 

	- Craig Ortiz, Program Manager


The manner in which a person makes a presentation is important both in face-to-face meetings and video conference meetings. Listed on this page are some guidelines and presentation tips that will be helpful for your next video conference.
What to Wear
Solid shades of blue or gray are usually best. These colors (depending on the background) bring out healthy skin tones and do not create a visual distraction. On a television monitor, black and white clothing colors can also enhance the skin tones, however, if they contrast sharply with your skin tone, it is usually best to wear a less contrasting color. Similarly, try not to dress in colors that match your skin and hair tones. These will tend to wash out your natural coloration. Avoid wearing red, green and orange, especially in bright or bold shades. These colors can cause an unfriendly hue that is distracting to the viewer.
Sounds and Movements
Noises that you may not notice in a personal meeting can become distracting in a video conference. Avoid tapping on a desk, whispering to others or shuffling papers. Modern high quality microphones are designed pick up even the softest voice and so while whispering may seem harmless, the parties on the other end of your video conference may hear every word you speak. 
Avoid unnecessary movements such as rocking in a chair or moving side to side. Video systems are sensitive to motion and movements you make that may seem slight can be magnified depending on the framing of your position in the video window. Allow the viewer to concentrate on what you have to say and not on the movements that you make. If you do move substantially, do so when trying to emphasize a statement or key phrase as you speak. In this way, you can use the cameras to your advantage by allowing a key word or phrase to create a picture as well as a statement.
Speaking and Eye Contact
Eye to eye contact is important and video conferencing systems are quite good at transmitting facial expressions including the line of your eyes. When speaking, look towards the monitors and gesture as you would if the other parties were sitting right in front of you. The camera is usually located above the monitor and this makes it unnecessary to look directly at the camera in order to look natural as you speak. Instead, look at the monitors that will be showing you the images of the other meeting participants.
Managing Motion and Sound Delay
Meeting through a video conference is very similar to a face-to-face meeting except some participants may be half-way around the world. This can cause some important differences in the way we interact. Most people tend to interrupt one another in meetings and we do this without even thinking about it. Video conference meetings highlight interruptions especially when there is a slight delay between speakers due to the network connection. This usually happens when network connections are of slow speed and over long distances. Do your best to be patient while waiting to speak. Wait until a speaker is finished talking before you begin to speak.
Kilde: http://www.video-conferencing.com/presentation.html
Videoconferencing tips for users

What to wear

Videoconference cameras are low contrast and low resolution. To ensure the cameras focus on your face and transmit as much detail of your facial expressions as possible:

· Wear plain clothes in pastel shades. 

· Do not wear white. 

· Do not wear "loud" stripes or other patterns as the camera 

Arrival time

Please arrive ten minutes early.

How to present

· Forget the equipment and chat as if the other person is in the same room as yourself. 

To achieve this:

· Sit comfortably. 

· Have your papers to hand. 

· Sit up enough that you can move your diaphragm normally. 

· Relax and breathe normally. 

· Talk normally - we shall carry out a sound check beforehand and adjust the microphone if necessary. 

· Keep a drink to hand (we supply free hot and cold refreshments). 

After a few minutes we promise you will forget the technology and be talking to the other person as if they were with you.

Making best use of time

Videoconferences are usually time-limited. To make best use of time:

· Have an agenda and circulate it to all participants before the conference. 

· For large conferences, appoint a Chairman to keep control and keep to the agenda. 

· Circulate any documents to all sites beforehand even if you plan to transmit them on the day. 

· Be succinct. 

· Don't cut across other people's speech. 

Distance learning and lecture presentations via videoconferencing

The main problem of presenting lectures (either in real time or via videoconferencing) is of keeping the audience's attention focussed on you!

So, make your lecture interactive.

· Post questions. 

· Invite comment. 

· Look for tell-tale danger signs (bored-looking people, feet waggling, arms folded, eyes closed) and wake them up! 

· Involve them in the conference, make it two-way, not one-way. 

· One hour is the maximum length for a presentation and that should be broken-up with audience questions. 

· Provide the audience with notes ahead of the presentation so they can make notes and prepare questions. 

· Give them some homework or a project to take away and work on. 

Tips for "On Camera" Success

· Orient yourself to the console and controls.  Each console is slightly different in configuration throughout the system.

· If you are only transmitting to one additional site, you can manipulate the remote cameras from your tablet.  If you are transmitting to two or more additional sites, you will not be able to manipulate the remote cameras from your tablet.

· When using the document camera, check the monitor at the console to visualize what you are sending.  if colors are critical, you might need to modify the samples you are showing since the colors are altered in the transmission.

· Make frequent eye contact with the camera in the center of the rear classroom wall.  This will make it appear as if you are looking directly at the students at the remote sites.  Avoid using only the console monitors.  Make frequent eye contact with the students in the classroom.

· Minimize hand movements. Anchor yourself next to the console or hold on to a pen/pointer.

· When you arrive in the classroom, clip on the microphone and position Camera 1 to set a good "portrait shot" of yourself (head and shoulders). If you decide to sit during the class, reposition the camera to a lower level. If you join the students in the "audience" for demonstrations, reposition Camera 2 to the desired location.

· When you work from the console, frequently switch to Camera 1 as you elaborate on a point between on-screen slides or materials on the document camera. Switch at least every third or fourth "slide". The students' number one complaint regarding distance learning is that they don't see the instructor on camera as often as they would like.

· Switch activities/presentation styles approximately every ten minutes. Students do not want a "talking head" at the podium. Students will "zone out" easily unless the pace is frequently altered.

· Move materials slowly on/off the document camera. It is easier to place a full stack of materials on the document camera platform and "pull away" than to slide a sheet off and reposition a new sheet.

· Use blue paper for materials projected from the document camera. If white paper is used, you might reduce the glare by switching to the negative view.

· Avoid overhead transparencies. If you have materials already made on transparency film, you might insert blue paper into your photocopier to transform to hard copy sheets. If you must use the transparency format, try placing the film on the light box on the console before placing it on the document camera platform. This may minimize the glare. The light arms on some document camera models have also been positioned to block overhead lighting and minimize the glare.

· Minimize the use of glossy magazine pages and book pages.

· Use blue paper and print when using the document camera as a "chalkboard" replacement. Use a medium to wide stroke marker when you print. Always put a couple of blank sheets under the writing paper to reduce staining the document camera platform.

· Use standard fonts for on-screen presentations and with the document camera. Avoid "frilly" fonts. Do not use print smaller than 32 points. DO NOT USE ALL CAPITAL LETTERS EXCEPT IN TITLES OR TO EMPHASIZE A SINGLE POINT! Use traditional upper and lowercase lettering.

Document provided by the Western Illinois Education Consortium.

Kilde: http://www.uaa.alaska.edu/nmc/on_camera_tips.cfm 


