Steps for Facilitating a SHN Conference Call

1. Set up Conference Call at FreeConference.com


a. Go to www.freeconference.com
b. Set up an account.

c. In the “Conference On Demand” box, there will be a dial-in number and access code. This is the information you will send to participants for the conference call. You can use this number and code to set up a call anytime, there is no specific scheduling necessary.
2. Send Call info and request for agenda items


a. Email the call info to 2 or 3 days before the call to the shn_info & liaison lists: 


b. In the message include the title of the call, call number, time & the access code.  

· It is helpful to include both Eastern and Central Time

c. Request any proposed agenda items

d. List the tentative agenda.

3. Post the Call info on the SHN website Calendar


a. Contact webmaster to find out how to post call info to calendar.
4. Post Call info in the Newsletter
a. if it is a week when the newsletter is being sent out send the call name, the call number and access code to shnnewsletter@gmail.com
· Be sure to put “Newsletter Entry” as the subject heading of the email
5.  Send out proposed agenda/ call info the morning of the call

a. Email the proposed agenda items, call time, call number and access number to the info & liaison lists on the morning of the call (don’t forget to include times from central and eastern time zones): 


b. Paste minutes from the prior weeks at the end of the message

6. Facilitate the Call


a. Welcome everyone to call.

b. Ask someone to take minutes for you.

c. Ask everyone to introduce themselves on the call.

d. Review agenda items, ask if anyone wants to add any.

e. Ensure that agenda items get covered in a timely fashion.

f. Identify next steps, and close the call by reviewing those next steps (including agenda items for the next call.

g. Ask that the minutes be sent to you.

7. Post Minutes on SHN Webpage


a. contact webmaster to find out how to post minutes to webpage
