WASHIMGTOMN® SARATOGA

WARENHAMITOHS 55 Virtual Field Trips

Procedures:

Step #1
> Avvange a date and time for the videoconference.
> To do this, bullding principal, Liatson, or teacher will need to establish a
free date/time with the provider.
» Next you will contnct the distance Learning room building to make sure
the distance learning roomn ts avatlable and someone from the school can
be there to operate the equipment.

Step #2
» Fully complete and sign the Videoconference Gateway Request Form
and fax it to WSWHE BOCES at the number on the form.
» This Ls the request form for all videoconferences.
> we will make all of the technieal arvangements once we get the form
from you.

Step #3
» Once everything s set and conflmed at our end WSWHE BOCES will
send a conflrmation formeback to the district.
> Someone authorizeo to approve the expense for the program will siown the
conflivmation form (the program charge and the video phone call).

Step #4
> Videoconference

Step #5
» The teacher anol/or videoconference lintson will complete and veturn the
program evaluation, which has been sent to all lialsons.
» WSWHE BOCES bills the district.
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