Live Web Class Audio Protocol

1. If teaching the class from home, the instructor must turn off call waiting (if you have it) before dialing the audio conference number for the class.  Call waiting can be turned off my pressing the appropriate code supplied by your phone provider on your telephone keypad.

2. The instructor should join the audio conference with the Moderator code. Doing so gives audio control to the instructor – the ability to Mute All and to end the conference call on the Moderator hang-up. 

3. Instructor greets students as they join the audio conference.  As part of the greeting, instructor directs all students to mute their phone lines using the *6 toggle command.  Instructor emphasizes that the Mute button is not an effective way to mute the audio conference—*6 is the preferred method. (The *6 will mute the entire phone line, while the Mute button will mute only the student’s phone.  Use the Mute button as a backup if *6 is not working for some students.)
4. When students mute and unmute, they will hear a recorded message of their muting status.  This is a helpful cue for students who are having difficulty remembering whether they are muted or not.  However, this recorded message may prevent students from hearing the instructor or other students for a few seconds.  For this reason, you may want to repeat oral questions and answers to ensure that everyone hears them.  You may also want to allow a little more time for students to respond to oral questions.        
5. Audio problems arise when students’ lines are not muted. These problems will include echo, additional noise on the line, and/or the ability to hear others talking. 

6. If audio problem persists, instructor directs all students to state their name to identify the unmuted line.  Instructor says, “Everyone, please say your name at the count of three…1, 2, 3.”  If you identify the student, instruct them to *6 to mute their line.

7. If the audio problem persists and instructor is unable to identify the unmuted line, the instructor requests that technical support mute the line that is causing the audio problems.  

8. Technical support sends a private chat message to the instructor noting that the audio problem has been resolved.

9. Instructor announces that if a student finds themselves muted, she/he needs to disconnect from the audio conference and dial in to the audio conference again using the same steps originally used. Instructor emphasizes that the student should mute their phone immediately upon rejoining the audio conference using the *6 toggle command.
10. If technical support is unable to resolve the audio problem, the instructor mutes the entire audio conference using the *5 toggle command, which is only available to audio conference moderators (those using the “moderator” code to access the audio bridge).

11. Instructor states that she/he will mute the audio conference to resolve the audio problem. 

12. This line can be muted for the duration of the class.  

13. As needed, instructor unmutes the audio conference using the *5 toggle command to allow a student to provide an oral response. 

Notes:

· By pressing *93, you and your students can join a sub-audio conference to have an off-line conversation. When you press *93, you will be prompted to enter a group number 1-9.  You'll need to tell your student which group # to choose and then enter that same group number yourself.  As before, *93 is a toggle command.  When you press *93 a second time, you'll be prompted to enter a different group number or select 0 to rejoin the main audio conference.
· The Live Web team monitors the audio conference and will address issues as quickly as possible. 

· The Live Web team sets the audio bridge to have “Entry Tones” turned on – you will hear entry tones (beeps) as each person joins the audio bridge. About 20 minutes into class, we turn these tones off so that if students drop off and re-join, you will NOT hear any tones.
