Embryo – Tips and Tricks for the Lecturer

Appropriate Hardware and Software:

· PC running Windows XP. Mac OS works only on recent Intel Macs.

· Processor: Since it’s a video application, use as fast a processor as possible. 2Ghz+ gives best performance.

· 512MB RAM is basic minimum, but 784MB or 1GB would be optimal. Video does not always work well with 512MB.

· Broadband (DSL/Cable) Internet connection

· Headset (including microphone). You can use the computer speakers but that might lead to echo depending on the quality of the speaker. Do not keep the microphone close to the speaker if you’re using a speaker.

· Web camera (off-the-shelf web-camera (~$50) or a camcorder)

· Skype 2.5. Username: embryolecturer    Password: thankyou

· If you are using a camcorder and video conferencing software does not recognize it, use the software named splitcam. (Warning: using splitcam with camcorder takes a lot of CPU, but there is gain in video quality)

PowerPoint & Timing Tips:

· A person will be sitting at BITS end managing your PPT. Insert page number on each slide (Insert->Slide Number), and say “Next slide” as a cue to that person for changing the slide.

· Send your PowerPoint at least 2 days before the lecture to the coordinator at BITS  (stueti@gmail.com, fd97093@yahoo.com). This will make sure the PPT works, and there are no versioning problems.

· Do not use more than 15 slides for 1 lecture. 
· Aim for 35 mins of speaking + 15 min for Q & A for a lecture of 50 mins.
· In your presentation: avoid equations; use more pictures; use font size greater than 24 Pt
Before the lecture

	No.
	Items
	Time
	End Results

	Pre Lecture

	1
	Contact the concerned course Instructor-in-Charge at BITS, Pilani to finalize lecture content. 
	4 weeks prior to tentative lecture date
	1. Concurrence on the content of the lecture

2. Finalizing the lecture date

	2
	Video conferencing technology set-up.

(Check out the minimum requirements below)
	1 week prior to the lecture date and test it with a core team member
	Functioning video conferencing technology

	3
	Send Final slides to Embryo club
	2 days prior to the lectures
	To ensure proper uploading on the presentation computer at BITS



	On the Day of the Lecture

	4
	Connect with BITS, Pilani team for a dry run
	30 minutes prior to the start of the lecture
	To ensure proper functioning of microphone, positioning of the camera, and enough lighting on the face



Detailed Tips:

· If video quality is bad, you can fall back to audio in the worst case.

· Lighting: Make sure there is sufficient light falling on your face. Place the light source behind the camera. Try to use a plain dark background.
· Use a good microphone. If video doesn't work, its still ok, but good audio is a bare minimum.

· Adjust your distance from the web camera and the height of the web camera so that your face is seen in full.

During the lecture

· Rule #1: Speak slowly. Even if there is a minor glitch in the audio, it'll be exacerbated if you speak fast.

· Rule #2: Close all other applications on your computer so that you devote maximum resources to video conferencing. Do NOT open any other application like the browser in the middle of the videoconference. It is known that quality degrades quite a bit even when you use a browser.

· Make sure your distance from the web camera and the height of the camera is appropriate. When you are in the "flow" of the lecture, there is a tendency to move closer to the web camera, which cuts off part of your head or your chin.

· Do not move your head too much. If there is a video lag, it'll look worse if you move a lot.

· Things to speak before starting the lecture:

· Introduce yourself

· Your name, what are you doing currently

· Something about your BITSian days

· Introduce clearly the purpose of the lecture

· Convey the policy for asking questions. Do you want the questions to be asked anytime in the middle, or only when you say "ask questions" or at the end of the lecture.

· If you do not know the audience, ask somebody in the audience to give a short overview of the composition of students. E.g. Can we do a raise of hands and know how many people are 3rd year students, 2nd year students etc. How many people are familiar with this topic already? This will act like a warm up session.

· Things to speak at the end of the lecture:

· Do not give out your email id if it is a big group of students. Point them to the discussion forum on the bitsembryo.org website to post questions.

· Summarize your talk.

· Encourage students to ask questions on the discussion forum.
After the lecture

	No.
	Items
	Time
	End Results

	Post lecture

	5 
	Share feedback with Embryo e-group and concerned faculty at BITS, Pilani
	Within 1 week of the lecture delivery
	To share experience and future improvements initiatives

	6
	Monitor Discussion forums on a regular basis
	Till 1 week after the lecture 
	To address follow-up questions and explore the possibility of mentoring students

	7
	Share your experience on the Embryo blog
	1 week after the lecture
	To encourage other alumni to participate


