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When Shift HappensTM 
Workshop Preparation

[bookmark: _GoBack]Ground rules 
Before the workshop: 
· Make sure you have successfully downloaded and installed zoom on your PC or tablet. 
· Test your audio speakers and microphone, and video camera to make sure that they are working. We will not be able to offer you technical support during the workshop. 
· Complete any pre-workshop assignment (e.g. reading, video to view) or exercise that has been emailed to you either as a document or as a link. 
To connect to the workshop: 
· Connect to the Zoom link with your computer or tablet; do not connect with your smartphone unless absolutely necessary. If you do, please only connect with one device. 
· Turn on both your computer audio and video. 
· Close all non-Zoom applications. 
· Turn off your phone so that you will be able to pay full attention and get the most benefit from the workshop. Remember that this workshop is interactive with group work, and all the participants will be learning from each other. Your full participation is essential. 
During the workshop: 
· If you have questions or comments, click on “raise hand” on your chat box and be patient, our moderator will queue the comments and call on you.
· All participants will be muted as they enter in the meeting room. Our moderator will unmute you when calling on you after seeing your “raised hand” icon. 
· Say your name before speaking and try to keep comments short and direct.
· Please respect others’ privacy and do not take screen shots except as discussed during the workshop. 
After the workshop:
· Review the materials that we send you. Use them to schedule productive conversations with others on building your resilience. 
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