
WAMED Volunteer Responsibilities 

 

BEFORE the Workshop 

We ask you to: 

1. Arrive at least 15 minutes before the workshop time. 

2. Ensure the teacher arrives and is setting themselves up. 

3. Scan the venue for any hazards or safety concerns and either rectify 

these alert the teacher. 

4. Make yourself aware of the locations of the toilets, water fountains, 

tea and coffee station etc. 

5. Make yourself aware of the evacuation routes and muster points in 

the case of an emergency. 

6. Start the Zoom meeting as early as possible. 

a. Open Zoom and go to Meetings 

b. Click STUDIO 1/2/3 (depending on which studio you’re in). 

c. Turn your camera off and mute your microphone 

d. Ensure your microphone input is selected as the webcam 

microphone or the lapel mic (depending on the teacher 

preference). You can easily swap between the two during the 

workshop.  

e. open the participant bar (click Participants on the menu at the 

bottom of the screen) 

f. open the chat bar (click Chat on the menu at the bottom of the 

screen) 

g. If the teacher is offsite – as soon as she joins the meeting, 

make her a co-host (to give her the same controls as you) by 

finding her name on the Participant bar, right click and choose 

Make Co-host (not Host!). 

h. If required – Turn on the overhead projector using the remote 

control and choose the VGA input (see Projector 

troubleshooting page for more info) 

i. As people enter the waiting room  - mark off online participants 

j. If someone enters the waiting room that you don’t recognise 

from the list, admit them and unmute your microphone and ask 

them to identify themselves to ensure they’ve paid to access 

this workshop.  
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k. If you need to remove anyone from the session, find them on 

the Participant bar, right click on their name and choose 

Remove. 

l. Before the workshop commences, choose the video feed that 

shows the teacher (that is either the feed from the studio if the 

teacher is present, or the teacher feed of she’s offsite), click the 

little blue square at the top of her video box and select 

Spotlight video. This pins the teacher video to the presentation 

space for all your participants, even if someone else’s 

microphone is active. 

7. Mark off all physical participants – anyone not on the list should be 

able to produce a PayPal receipt or a manual receipt from Reception.  

8. If a walk-in participant arrives with cash, direct them to Reception. 

9. Distribute any handouts from the teacher to participants if required. 

10. Ask the teacher to make an announcement about filming at the 

beginning of the workshop.  

11. The teachers have been informed that you are NOT there to 

assist with the music. If you feel like you would like to do that, please 

have that conversation with the teacher before the workshop starts. 
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During the workshop 

1. Unmute your microphone on Zoom 

2. Open the workshop by welcoming the teacher and read the Intro 

script to the group. 

 

Thank you to everyone for coming along and supporting the 
WAMED Festival and this wonderful teacher. My name is 

__________ and I’ll be your workshop facilitator today. We have 
some participants joining us on today so please be mindful of 

dancing in front of (or near) the tripod and remember that they 
can hear you through the webcam. The bathrooms are near the 
main entrance and if you need anything, please let me know or 

see the ladies at the Festival Reception. 
 

3. If using the lapel mic - Turn the lapel mic receiver attached to the 

laptop to ON and ask the teacher to turn the transmitter to ON. 

Change the audio source in Zoom (click the little arrow next to Mic 

and choose either the webcam or the lapel mike to switch from one 

to the other). 

4. Monitor the Zoom waiting room to admit late participants or those 

who drop out and come back in.  

5. Mute all Zoom participants. 

6. Monitor the Chat bar and relay any questions to the teacher at 

appropriate intervals. 

7. When the time comes to video, click Record and choose Record to 

the Cloud to start the recording and Stop Recording to stop.  

8. Be available to handle queries or run errands as required by the 

teacher. 

9. In the case of an emergency – call 000 immediately or contact 

Reception for assistance. 

10. Feel free to participate in the workshop, but please remain 

vigilant if your assistance is needed. 
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11. Please take a group photo of the teacher and the workshop 

group, showing the zoom screen on Gallery mode if possible).  

12. Send this to WAMEDFestival@gmail.com or through the 

facebook page. 

13. Present the teacher with their certificate of appreciation and 

thank her. 

14. At the end of the workshop, ensure you click End Meeting for 

All. Then the computer will encode any video taken during the 

workshop, and this can take a few minutes, so please do this 

promptly to avoid delaying the next workshop.  

 

 

 

After the Workshop 

1. Make sure the Zoom meeting has ended and the video encoded. 

2. Ensure the space is clean and any rubbish removed. 

3. Studio 1 - Plug in the lapel mic to recharge at lunchtime and after the 

last workshop of the day. 

4. Put any depleted rechargeable batteries in the charger located in 

Studio 3 if any have failed during the workshop. 

5. Pass this folder to the next workshop volunteer or leave it on the 

computer at the end of day. 

6. Make a note in the back of the file of any notable events, payments, 

suggestions, compliments or complaints from participants and/or 

teachers or things that the WAMED Committee should be made 

aware of. This is really valuable and will help planning for future 

festivals. Thanks! 

7. Encourage participants to use the feedback and suggestions box at 

Reception. 

  

mailto:WAMEDFestival@gmail.com
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Zoom Troubleshooting guide 

Problem: You can hear the Zoom participant. 

Solution: The Participant isn’t on mute. Find their name in the Participant 

Box and mute their microphone. 

 

Problem: The participants can’t hear the teacher. 

Solution: Work out what audio input would be best. Change the audio 

input to that device. The webcam is the standard device for audio and best 

for music. The lapel mic is best when the teacher is talking or explaining. 

• Click the little arrow next to the Mic icon at the bottom left hand of 

the screen. 

• Choose the input device that best suits your audio needs. 

 

Problem: The teacher isn’t in the Zoom presentation window (ie – the 

participants can see another participant and not the teacher. 

Solution: Pin the teacher’s video input to the presentation space. 

• Select the video square that shows the teacher. 

• Click the little blue box with three dots in the top right hand cover of 

their video. 

• Choose Spotlight for Everyone 
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Lapel mic guide 

The lapel mic is a simple way of hearing the teacher better. 

The teacher wears the Transmitter pack which is attached to the 

microphone. 

The Receiver pack is connected to the laptop through the Audio In port. 

Turn BOTH packs to ON. There are three options on each pack, on, off or 

squiggle. Both the transmitter and receiver need to be ON (not squiggle). 

If the batteries are low, the lights will flash red. Swap them out and 

recharge the dead ones in Studio 3 immediately! They’ll be needed at least 

once a day.  

BATTERY NOTE: The batteries are rechargeable (and new) so PLEASE do 

not throw them away!! 

 

Mic Troubleshooting: 

Problem: Need a louder voice in the room. 

Solution: You can attach the Receiver pack to the stereo system, so the 

teacher voice will be amplified in the actual room for both live and online 

participants. In this instance, the teacher has to stay BEHIND the speaker 

or there will be feedback. Angle the speaker away from the teacher. 

 

Problem: The participants can’t hear the teacher’s mic. 

Solution: Check both packs are turned to ON (and not to Squiggle) 

• Check that neither pack has a flashing red light – that means low 

battery. 

• Turn the microphone up on the Transmitter pack. (+ sign) 

• Check the zoom input by clicking the little arrow next to the 

microphone icon and selecting the lapel mic. 

• Open Device Settings and increase the volume. 
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Projector guide – Studio 2/3 

To display from the projector, ensure that the 

laptop is connected to the VGA cable that 

connects to the Notre Dame System.  

Turn the projector on using the power switch 

on the remote. The projector should start to 

display immediately. 

Select the computer input (Comp1/2) button to select the correct input. 

 

 

Select the computer input (Comp1/2) button to select the correct input. 

Use the black sound board knobs in the Notre Dame cabinet to regular 

volume if playing a file. 

 

Contacts 

Princess Fee – 0415 881 370  

Kerry – 0409 114 819 

NAtalie – 0431 975 772 

 

**THANK YOU for being a WAMED Workshop Volunteer!** 

 


