Sample Agenda for a Teleclass

CLASS TITLE:	_____________________

DATE:	mm/dd/yy

TIME:	00:00 – 00:00 EST

DURATION:	60 minutes

PHONE NUMBER TO CALL:	(xxx)xxx-xxxx

 1.	Teleclass Procedures	(:05)

 “Welcome to (class title)”

	• Intro self—establish rapport and tone for the class.

	• Intro other speaker/facilitator (if any).

	• Teleclass etiquette; before we start, has everyone received and read the ground rules? If not, go over the �	   more important ones:

	    No speakerphones.

	    No cell phones (if possible).

	    If you have a question, hit the #5 on your keypad to get our attention. Before you ask the question, tell us �	    who you are.

	    Keep background noise to a minimum. Use mute button on phone if necessary.

	    If music plays when you put a call on hold, please make sure not to put this call on hold.

	• Ask participants to state their name, why they are in this specific teleclass, and what they hope to get out �	   of today’s class.

	• Explain today’s objectives.

	• How to get the most out of this hour:

	    Participate with comments.

	    Ask questions.

    Listen actively.

  2.	Key Point #1	(:10)

	• Speaker provides information.

	• Solicit input/feedback from participants.

	• Ask for questions.

  3.	Key Point #2 (usually the most important one)	(:20)

	• Speaker provides information.

	• Solicit input/feedback from participants.

	• Ask for questions.

  4.	Key Point #3 (or recap #1 & #2)	(:15)

	• Speaker provides information.

	• Solicit input/feedback from participants.

	• Ask for questions.

  5.	Questions & Answers	(:05)

  6.	Recap	(:05)

	• Intentions realized?

	• What’s one thing you got out of the class that you will use?
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