Zoom Guidelines for Participants
2023 Benjamin V. Cohen Peace Conference: Places and Spaces for Peace
BSU Center for Peace & Conflict Studies

We are grateful for your participation in the Benjamin V. Cohen Conference: Places and Spaces for Peace. The virtual format of the conference has allowed us to assemble the most diverse array of presenters in the event’s history. However, it also presents unique challenges. To ensure that the conference is an enriching experience for everyone, we ask that you follow some basic guidelines throughout the event.

Preparation:
· Make sure your Zoom ID (Name) matches exactly the name you used to register for the Conference.
· We STRONGLY ENCOURAGE you to update your Zoom application to the most current version. You may not have full access to the conference if your version is outdated. Zoom does not notify you when there is a new version, so it is important that you check for an update a few days before the conference. You can check for updates by clicking on your account profile in the upper righthand corner of the Zoom app home page (not the Zoom webpage) and selecting “Check for Updates.” If you are in the U.S., you can also download updates manually from one of the following links.
· https://zoom.us/support/download
· https://zoom.us/download
· https://zoom.us/download2
· Test your internet connection bandwidth for the best quality presentation and experience for attendees: https://www.speedtest.net/
· For slow internet, get closer to your router, try different rooms in your home or workspace, or if needed, use an ethernet cable to connect to the internet instead of using Wi-Fi, or consider a powerline adapter (which uses your household's existing electrical wiring). If at all possible, it is best to use an ethernet connection when in the conference.
· If you have different Wi-Fi frequencies (2.4 GHz/5 GHz), switch between them to test your internet speed.
· System/Bandwidth requirements can be found here: https://support.zoom.us/hc/en-us/articles/201362023-System-Requirements-for-PC-Mac-and-Linux

Joining Sessions
· Arrive 5 minutes prior to a Session you wish to attend.
Recheck that your Zoom ID (Name) matches exactly the name you used to register for the Conference. If your Zoom Name is not on our registration list, you will be directed to the 
· Tech Support Zoom links:
Friday: TBA
Saturday: TBA
If it does not match, change your Zoom Name.
· You will be placed in the waiting room when you visit a Session.
· The Tech Support Person assigned to each Session will check your Zoom Name against the registration list and if there is a match, you will enter the Session.
· Please mute yourself upon joining a Session and turn on your camera at least for the first 10 minutes of the Session.
· If you have issues joining a Session, visit the Tech Support Room via this Zoom link:
· Friday: TBA
· Saturday: TBA  
· If you are unable to access the Tech Support Room, please call the Peace Center at +1 765-285-1622.
· Note. We will close each Session 10 minutes after the hour (e.g., 10:10am).

Microphone Etiquette
· Make sure that your microphone is muted while other people are speaking to avoid background noise.
· When you do want to speak, utilize the “raise hand” feature to let the Session Chair know that you have something to say.

Camera Etiquette
· After the first ten minutes of a Session, you can choose whether you want your camera on or off.  If your camera is on, please make sure you are being respectful and not distracting to the presenter or the other attendees 
· Please do not use any distracting or inappropriate filters or backgrounds if you choose to keep your camera on.

Chat Etiquette 
· Limit your use of the general chat function outside of the Q & A. Words of encouragement during or after presentations are welcome as long as they are not distracting.
· If you believe another participant is being disrespectful, privately message the Technical Support Person who will be present in each Session. This person will introduce themselves at the beginning of a Session.

Q & A Etiquette
· Most sessions will have a Q&A portion. The Session Chair in your session will indicate when Q & A begins and provide guidance on how to participate.
· We welcome and encourage your participation during Q & A.
· Please be respectful of your fellow attendees by allowing others ample time to speak. If you have already asked a question or offered input, consider letting another participant make the next comment.

Disruptive Participants
· If for some reason there is a disruptive participant, the Tech Support Person will interact with this individual. If the issue is not resolved, the Tech Support Person will remove the person from the Session.
· If for some reason a Session is Zoom bombed, the Tech Support Person will address this situation.

Technical Issues
· If you are having any technical issues, send a direct, private message in the chat to the Tech Support Person in your session, and they will help identify and fix the issue.
· If you are disconnected from a Session or have issues joining a Session, visit the Tech Support Room via this Zoom link:
· Friday: TBA
· Saturday: TBA  
· If you are unable to access the Tech Support Room, please call the Peace Center at +1 765-285-1622.
