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Hello, I’'m Margaret Robinson with Interdisciplinary Programs in the OU Health
Campus Office of the Vice Provost for Academic Affairs & Faculty Development

This is session 1 of our four part series on Preparing Facilitators for APD on Zoom

This session will focus on mastering Zoom for the APD educational activity. Your role
is not to manage Zoom—it’s to manage learning.
If something breaks, keep going and let the host support the tech.

In future sessions we’ll also review additional topics on engaging learners, principles
of psychological safety in small groups, and roles and responsibilities of facilitators.
Today will focus on the mechanics of the event.



WhattoKnow InAdvance:

01 02 03

Didactic training There are 3 Additional training

portion will be additional can be scheduled

recorded sessions in with Margaret
addition to this Robinson 1:1
session

First, some housekeeping.

Today’s session will be recorded. | will stop the recording before we go into the
practice section.

This is one part of a four part series. For those needing full training, please review the
additional weekly presentations.

If you have to hop off or would like additional training or practice, please reach out to
Margaret Robinson to schedule that directly.




Mastering Zoom for APD

Didactic: Guided Practice:
e Describe the APD ¢ Practice using the
event and Zoom tools required for
What To requirement APD
Expect e Demonstrate

utilization of Zoom
features and tools

e Explain common
troubleshooting
tips

How will today work?

We’ll spend about 10-20 minutes reviewing content and then reserve the rest of the
time for practice.

Today we will review:

» Describe the APD event and zoom requirement

+ Demonstrate utilization of zoom features and tools
« Explain common troubleshooting tips

Lets get started




APDEvent

Let’s get started with a review of what APD is and your role in the activity.




What 1S APD

« 2 Part, Didactic Intro
 Early Career Learners

* IPEC Core Competencies
* On Zoom

* Breakout Rooms

« Active learning

APD is a two part series for early career learners focused on the IPEC Core
Competencies for Interprofessional Collaborative Practice. We host approximately
1400 leaners from every campus site and online programs. Because of the diversity of
programs, locations, and class schedules, this activity is offered online using zoom.

To maintain the classroom approach, breakout rooms are utilized with a facilitator
guiding student teams. Student team composition will vary by group and program
availability. In general, we try to spread out professions for as equal of participation
as possible.

In the breakout room, the course content is reviewed in active learning methods
where facilitators are guides and not expected to be content experts.



APD is part of the larger IPE curriculum offered at the OU Health Campus. As you see,
APD sits in the early section of the learning continuum and intended to be an
introduction.

Students are expected to participate in additional IPE activities throughout their
academic career. Most students will complete an additional 12 clock hours of IPE
content to earn their IPE graduation cords and transcript notation.



Student Registrations - 1,439 Facilitotors - 88

Mutaing 11

Pretiminary Team Bahavior Evaluations

This screen is a snapshot of the Fall 2025 APD1 activity. We had just over 1400
learners with a great many coming from the College of Nursing.

Our facilitators also come from all colleges and departments across campus.

Our averaged aggregate team behavior scores are based on a 7 point scale where 7
equals exception and 6 equals exceeds expectations. APD1 had strong evaluations
this past year.



\Website

» Agenda

* Facilitator
Manual

* Activity #2

* Slide Deck
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https://ipe.ouhsc.edu/Students/Intro-to-IPE-Course/All-Professions-Day

In the chat, I'll put a link to our APD website. This is our centralized location to post
information and handouts so everyone has access across all campus locations.

Our facilitators will need to have the agenda, the facilitator manual, and the activity
#2 slide deck open on their local devices for this event.

https://ipe.ouhsc.edu/Students/Intro-to-IPE-Course/All-Professions-Day
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Facilitaton’s Guide

« Same handouts as
students

* Tips on how to deliver =
each activity :

» Extensive debrief
questions

FACILITATOR GUIDE

The facilitator’s guide is your roadmap to the educational activity.

It includes:

Content review provided to the students, so you can see what they received
Facilitator activity tip pages for each of the 4 activities

The worksheets for each activity

Extensive debrief questions to guide your group facilitation




ZoomHost Facilitators

v Run Zoom call v Guide one breakout
v' Admit participants room

v’ Play videos v’ Share documents for
v’ Broadcast messages activities

v' Handle technical issues v' Watch the time

v’ Take attendance v Take notes

v Engage learners
v Report any issues

Important, we want to point out that while the facilitator’s guide includes a great deal
of information, you will have a Zoom host assisting you.

Zoom is just the room. You’re here to facilitate learning, not run tech support. Let the
zoom hose provide tech support.

Your role is to guide the breakout room, to share the documents in the breakout
rooms, keep an eye on the time to keep things moving, take notes on the documents
or ask a student to be a notetaker.

You are there to engage learners in active participation and to report any issues back
to the zoom host.

You don’t need perfection; you need presence, clear expectations, and forward
momentum.

10



Before the Session

Log-in Hlose el Test Audio

and Video

: Teams,
15 Min Early Canvas. etc

Open Open
Facilitator Activity #2
Guide Slides

APD sessions begin at 10:00 am and 12:30 pm.

Before your session, make sure to log-in early so you can double check your
connection and functionality.

We recommend closing your other system applications such as email, teams, and
canvas, to assist with your device bandwidth.

When you log in, please test your audio and video. Go ahead and open the chat and
make sure you know where all the zoom toolbar buttons are.

Open the facilitator guide and open the activity #2 slide deck. Then sit back and take
a breather while the zoom host gets everything else started.

11



APDLearningActivities

« Watch videos in large 110" rye—
group - Q-

° CANETUDY (ERE M e

* Facilitator will lead o LT A
breakout rooms ’

* Facilitator Guide

* Videos and instructions
automatically play

You’ll begin with a video in the main room. The zoom host will automatically place
you in a breakout room with your students.

You will lead the breakout room using the facilitator guide.

Note, there are two videos that will automatically play at the time on the agenda. You
just need to make sure your team is ready for those videos when they play.



ZoomDemonstration




IntroBreakoutRoom

"Welcome to your breakout group. I'm
and I'll be your facilitator. Please turn your
camera on if you can. You'll need access to the
microphone and chat functions.

If you get disconnected, try to
reconnect. The Zoom host will be in the
main room to assist with any technical issues.
The class will keep moving on schedule.”

When you enter the breakout room you should know what you are going to say as an
introduction. Here on the screen is a sample. I'll read it for you:

"Welcome to your breakout group. I'm

and I'll be your facilitator. Please turn your

camera on if you can. You'll need access to the microphone and chat
functions.

If you get disconnected, try to reconnect. The zoom host will be in the main
room to assist with any technical issues. The class will keep moving on
schedule.”

14



Activity #1: Rapid Tecm Formation/Yeam Coals

LearningActivity#1 -

* Rapid Team Formation oveaaces,  pe—
- Navigating Ethics Eme e

Unmute Start Video

Then you’ll jump right into Activity #1. Students will receive instructions for Activity
#1 in the main room before the breakout rooms are opened.

You will want to make sure everyone turns on their camera and microphone and
participates. You will share your document to guide students through the Activity #1

worksheet.

You can also ask students to use the chat to assist with ideas.

15



Learning ACtiVity #2 i i

* Ethics Choose Your
Adventure

* Open Slide Deck P

« Reshare Screen

https://ipe.ouhsc.edu/Students/Intro-to-IPE-

Course/All-Professions-Day

When time is called using the broadcast message on the screen, or when your timer
goes off, you’ll want to stop sharing the activity #1 worksheet and open the Activity
#2 slide deck.

The slide deck is on the APD website. You can also save it to your local device.

16
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| VALUES AND ETHICS AGTIVITY ,l

!

It can be helpful to have two screens when working on this activity. You can have one
screen the instructions manual and zoom call, the other with the activity slides.

| generally recommend using your phone as your timer.

With the slides for Activity #2, you will need to click on each decision with your
mouse to progress the activity.

17



Acthefty £3: Team Mutiie Cone Study

learningActivity#3 =

* Video will play first
* Lead discussion — ko
» Type notes if needed

{, " L ZL

Unmute Start Video

o-fo-
Share Chat

The video for activity #3 will automatically play at the time on the agenda. You do not
need to do anything except have the team ready to watch the video.

Once the video is over, you will need to share the team huddle case study worksheet.
Learners can again use the chat.

When you are done with the team huddle, there are extensive debrief questions
available in the facilitator’s manual.

18



learningActivity#4 ===

* Video will play first I i,

* Have students enter CUS =
statements, then verbally
* Finish with debrief

N/ - ~
Unmute Start Video -

Activity #4 will also have a video that automatically plays.

Here you can stop sharing your screen. Instead, ask students to use the chat to type
their statements.

Then, you will call on students to unmute themselves and verbally read their CUS
statements. This is helpful to verbalize and hear each other’s statements.

Keep students on time so you can get to the debrief.

This activity also offers a variety of debrief question options to keep the team
engaged.

19



Ending the BreakoutRoom

“The breakout room will close shortly
and we'll return to the main room. You'll need this
information for the evaluation:
Our breakout room numberis .My nameis

It's been a pleasure working with you. | will look
forward to seeing you around campus.”

At the conclusion you will return to the main room automatically at the time on the
agenda. It’s important to be ready with a closing. Here is a sample:

“The breakout room will close shortly

and we'll return to the main room. You'll need this information for the
evaluation:

Our breakout room numberis .My name s .

It's been a pleasure working with you. | will look forward to seeing you around
campus.”
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* Helpful to use
headset with
microphone

* Move to a quiet
location

» Test your speaker
and microphone

» Check audio
settings

Now let’s get into the zoom functions you’ll be using for this class.

Audio is your most useful tool. We find it can be helpful to use a headset and
microphone, but make sure they are charged if they are wireless.

We also suggest moving to a quiet location to assist with any background noise.

As we said before, when you connect early, test your audio and double check your
settings.

21



Audio-Captions

» Captions
available for
everyone

« Canturnonor
hide

Captions are also available for all participants and should be enabled on your own
device. This can be helpful if a student has a poor audio connection. Or you can ask
them to use the chat instead.

22



Video

» Check your video each
time

» Adjust background to
reduce cognitive load

Solact » careeca (Al =N %2 switch)

SV eale][eTe[[c=1M "\We strongly encourage
Safety Tip cameras on so we can work
as ateam”

You will also need a camera for this class. We recommend checking your video
connection each time.

A tip for success here is to consider your background and adjust your settings. Using
the blurred background or a static simple image can reduce cognitive load for
learners, and reduce visual burden for those with impairments.

We do expect everyone to use their camera if possible as a way of classroom
presence. To establish psychological safety, we encourage your facilitators to say “We
strongly encourage cameras on so we can work as a team.”

23



Share Function

Facilitators will also need to use the share screen function. This should be enabled for
all participants. The share is a green button with an arrow in the toolbar. It should
open a pop-up window. In the new window, you will pick which screen or application
to share with the breakout room. By having other applications closed it will make it
easy to share the worksheet or activity slides.

Note, you now have the option to choose how the presenter layout is formatted. Your
video can be included with the shared document as indicated on the right of the
share pop up box.

This is entirely up to each presenter.

24



Chat

» Chatis an instructional tool,
necessary in activities

» Keep chat box open in your
Zoom call

» Check routinely

« Save chat if there are any
issues

=5\V/elgle](e]o][=IM "Chat is your backup
Safety Tip microphone, please use it
actively today”

An last, we will use the chat as an instructional tool for class participation. In fact, it is
required for certain activities.

We recommend you keep the chat open throughout and check it regularly. You can
also save the chat if there are any issues.

We recommend you leverage the chat as a classroom aid when:
A student is hesitant to speak
Time is short
You want equitable participation
Especially useful during:
CUS statements
Debrief reflections
Quick check-ins (“Type one word...”)

High-yield phrasing for facilitators is to say:
“The chat is your backup microphone. Please use it actively today.”

25



Troubleshooting Tips

We’ll wrap up with some common troubleshooting tips




[fZoomBreaks (orwhen)

+ Keep leading and
keep on schedule

* Don’t troubleshoot
during learning time

* Refer to the Zoom
host

» Reconnect

« Try adifferent device - -

IT Help Desk: 405-271-2203

O

Joining Meeting...

If, or when, zoom breaks it can be extremely problematic.

Our goal for facilitators is to keep teaching according to the schedule. You are not
expected to be zoom tech support. You can refer students back to the zoom host if
their local zoom app or computers are giving them trouble.

You can also have students contact the IT help desk at 405-271-2203.

Most commonly, if you or a student is having issues, we recommend exiting the call
and trying to reconnect. If that does not work, try a different device such as a phone
or tablet.

If you have to connect by a phone, you won’t be able to share screen with the same
functionality. This is not ideal. However, you could ask a student to share screen with
their student packet.

27



BreakoutRooms

v Facilitators cannot
move students
between rooms

v Students may drop
and come back, keep

going

v" New students may add
late

v’ If assistance is needed,
direct to Zoom Host,
keep going

v" Not recorded

In the breakout rooms, common issues arise with moving students.

You cannot, as the facilitator, move students between rooms. The student has to
leave the room and the Zoom host can reassign them.

If a student drops the call, they will likely come back. You do not need to do anything.

Just keep the class moving forward.

You may also have students who come late. This may be for various reasons. Please
welcome them and plug them into the activity wherever the rest of the class is. You

do not have to restart for them.

And, you do not have to record the breakout room.

28



AudioTips

* Move to a quiet
location

* Mute others

* Dial in with
phone audio,
mute computer

When it comes to audio some of our common issues are due to noise. You can ask
students to move to a quieter area during the call.

You can also mute others if necessary.
If your audio fails during the meeting, you can also try switching to phone audio, or

switch your entire connection to a smart phone. If you do this, be sure to also mute
your computer so you don’t get audio feedback.

29



VideaTips

» Use a background

* Mirror your Image

 Turn off video if there are
bandwidth issues e

Appearance

[ » Make sure that your webcam is plugged in and turned on. cras «
» Check the video selection above to use the correct webcam, o
= Ensure that your webcam is net being used by ancther application,
» Connect your webcam to a different USE port.
= Restart your computer,

If the issue persists, please visit our Support Center,

On the video side, if you’re using a background you will need it to mirror your image.

This will turn the image so others see it correctly.

If you are having trouble with lagging, you can ask participants to turn off their
videos. This is less ideal, but it can assist with bandwidth.

On the screen, you will also see some common tips on how troubleshoot video
issues, such as making sure the webcam isn’t being used by Teams or another app.

This is another reason to close all other apps before starting this class.

And, when in doubt, restart your device.

30



ShareTips

[~ [ | é
* Close all unnecessary SR —  —

: pirEny
screens, apps e Il . -
* Open documents e T e 6B [ OE
before the session gsce ®
e e e e ey 11
starts s san

* Putlinks in chat so
students can follow

» Share application, not
the whole window

When it comes to sharing screen, and needing to find the document, you need to
make sure the document is already open before you try to share it.

If you close all other apps and open the class activity apps and slides first, this should
be no problem.

In the worst case scenario, you can put links to the documents in the chat, or ask a
student to share their screen with the document.




ShareTips

» After you share, your
meeting may minimize

* Click on the zoom
toolbar, click Show
Meeting

* Click “My screen” tab
at top

And for our last tip before we end the recording and move into the practice portion,
when you share screen with an app or window, you may lose the video gallery and
chat.

To reactivate it, find the zoom toolbar at the bottom or top of your screen and click
the button that shays show meeting.

And, if you’re not sure what the students are seeing, you can click the tab on the top
that says My screen and it’ll show what your sharing.

32



Additional Training Reqister for APD

Fac Satos Begrabivum AFD) o0 2/7000

ALL PROFESSIONS DAY :
FACILTATOR REGISTRATION I

https://ou.givepulse.com/event/708289-
facilitator-registration-apd2-on-22726

We will follow this with 3 additional training sessions on
 Learner Engagement

* Small Group Psychological Safety

+ Facilitator roles and group dynamics

If you have not done so already, also register to be a facilitator by logging into give
pulse and telling us which sessions you can attend. The link is in the chat or you can
use the gr code on the screen.
https://ou.givepulse.com/event/708289-facilitator-registration-apd2-on-22726

33
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Practice

Now we will stop the recording and spend some time in practice. I'll open a few
breakout rooms so you can practice sharing screen and using the zoom functionality
in a small group.

I'll pop into groups to help as well.
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Fvaluation

https://qualtrics.ou.edu/jfe/form/SV_bggYdZkVuxLahwi

This will conclude today’s training. Please complete our short 3 question survey to let
us know how we did today.

https://qualtrics.ou.edu/jfe/form/SV_bggYdZkVuxLahwi

Thank you.


https://qualtrics.ou.edu/jfe/form/SV_bggYdZkVuxLahwi
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