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WISE Webinar Viewing Party Procedure Guide
What is a Work Incentives Seminar Event (WISE) Webinar?
The 2013 Work Incentives Seminar Event (WISE) Webinar Series is designed to encourage Social Security Disability Insurance (SSDI) and Supplemental Security Income (SSI) beneficiaries to explore their work options, join the workforce, and achieve greater financial independence while reducing or eliminating their need for SSDI and/or SSI cash payments. WISE Webinars provide a non-threatening, fully accessible learning opportunity for attendees to learn about Social Security’s Ticket to Work program and Work Incentives. Hosting a WISE Webinar Viewing Party allows attendees to learn about these work support programs in an engaging way. 
Planning a WISE Webinar Viewing Party
This procedure guide outlines steps to help you plan a successful webinar viewing party. Be sure to download the documents in the WISE Webinar Viewing Party Toolkit, which are designed to help you plan and promote your event.

The WISE Webinar Viewing Party Toolkit contains:
Planning Materials:
· Host Checklist (guidance on necessary equipment and promotional outreach)
· Site Checklist (guidance on necessary accommodations)
Customizable Promotion Materials:
· Viewing Party Invitation (Invitation text to help spread the word about your party)
· Viewing Party Blog (suggested content to post to your organization’s blog or newsletter)
· Viewing Party Social Media Posts (suggested text for promoting your party through your organization’s Facebook and Twitter pages)
Facilitation Materials:
· Attendee Sign-In Card (to collect contact information from your attendees)
· Sample WISE Webinar survey (suggested as a means of collecting feedback from your attendees on the Webinar)




1) Choosing a location – Use the Host Checklist and the Site Checklist to complete this step
WISE webinars are free events; if you choose to hold a WISE at a location that charges a fee, you are responsible for the cost and Social Security cannot provide reimbursement. 
To hold a successful WISE Webinar Viewing Party you need to identify and secure meeting space that can accommodate approximately 25-30 people. Your office may be a great location for a WISE Webinar Viewing Party, but libraries, town meeting facilities, and other service provider locations are options worth considering.  Plan to accommodate attendees who use wheelchairs, have service animals, or require assistive technology and services. Other items to consider when selecting your location include:
· Easy access via local or public transportation
· Internet access, preferably at no charge, in order to participate in the webinar
· Little or no cost for securing the location
Securing the necessary equipment
To provide a fully accessible (and enjoyable!) WISE Webinar Viewing Party, you will need:
· Computer(s) and/or laptop(s)
· A projector and screen
· Telephone and speakers so all participants can hear the webinar presenters 
· Chairs for participants (preferably at tables to facilitate those attendees who wish to take notes)
2) Choosing a WISE Presentation
When selecting a webinar to present at your viewing party, there are three possible options to consider: 
1. Live WISE webinar – This option allows you and your participants to engage with the experts by submitting questions and participating in the real-time online discussion. To register online for a live webinar, visit www.chooseworkttw.net/webinar
2. Segmented WISE webinar – Made specifically for viewing parties, this version is recommended for several benefits:
· It’s not topic-specific; therefore it’s applicable to all audiences.
· It’s been trimmed to exclude parts of the webinar that are only relevant to live presentations, such as surveys and accessibility instructions. This version is 60 minutes, as opposed to live and archived versions, which are 90 minutes.
· It’s been divided into six sections, allowing you to control the pace of the presentation. Play the sections back to back or opt to have discussions after each section. The order of the sections is: 
i. Introductory Program Materials 
ii. When You’re Ready to Work 
iii. Ticket to Work
iv. Work Incentives
v. Employment Networks (EN) 
vi. Examples of EN Services
vii. Other Resources
3. Archived WISE webinar – this option allows you to choose from past webinars, some of which are topic-specific, such as services for people with mental health issues or resources to help program participants achieve financial independence. 
Tips for Success:
· Visit your viewing party location at least two days in advance and download the webinar (or webinar software, if you’re opting to participate in a live event) to ensure your technical requirements are up-to-date and the webinar audio and visual will work correctly. 
· All videos featured in webinars, including the Welcome Message from Associate Commissioner Bob Williams and success stories, are available on our YouTube site: www.youtube.com/choosework . For the best results, it’s recommended that for the Segmented and Archived presentations, you play videos directly from YouTube.
2) Extending the invitation – Use the Viewing Party Invitation, Blog and Social Media Posts to complete this step.
WISE Webinar Viewing Parties are perfect opportunities to educate your clientele about the journey to work and greater self-sufficiency. Extend invitations to your existing client base and if you choose, promote the viewing party through your communications venues:
Organizational calendar
Social media channels, such as Facebook and Twitter
Other web channels such as a website and blog
Flyers and posters on bulletin boards and community sites (including VR agencies, ENs, P&A, One-Stops, libraries, schools, churches, etc.)
Email announcements
Public Service Announcements
Press Releases
You have access to viewing party resources such as electronic flyers announcing the WISE webinar and its logistics (date, time, location, access to materials) and a toolkit of WISE Viewing Party materials online in the Document Library. Some materials, like the invitation and blog, have space for you to personalize the material with your own contact information (customizable sections are highlighted in yellow). You may want to send or forward the flyer, invitation, and/or checklists to other community partners, encouraging them to host a viewing party as well or extend your invitation to their clientele.  We also encourage you to invite people to arrive about thirty minutes early in order to start viewing the webinar on time.
Calling for the RSVP
We encourage you to have some method of tracking registration to ensure you don’t exceed your location capacity. Ask invitees to respond five to seven days in advance of the webinar should they have requests for assistive aids and services. In the event of an emergency cancellation, you can use the RSVP information to contact all registrants. If you do cancel a viewing party, post a notice at the viewing party location should a non-registered participant arrive.


3) Providing materials
You have access to a number of downloadable materials free of charge, however as the WISE Webinar Viewing Party host, you are responsible for any associated printing costs, and Social Security cannot provide reimbursement.  
When you register for the WISE webinar at www.chooseworkttw.net/webinar, you receive an auto confirmation e-mail with a link to the webinar participant materials. We encourage you to download, print, and distribute to your attendees the following WISE webinar materials:
The presentation PowerPoint
Choose Work wallet cards and other materials located in our online Document Library
A list of available resources in your area (http://choosework.net/findhelp) 
Other brochures or promotional materials you may have
Providing assistive aids and services – Use Host Checklist to complete this step
The WISE Webinar Viewing Party and the location you select must be fully accessible to all attendees. The following are possible assistive aids and services requests you may receive:
American Sign Language interpretation
Tactile interpretation
Assistive listening devices
Braille materials
Large print materials
Electronic materials such as CD versions
We encourage you to plan ahead for assistive aids and services requests. National resources for information on these services include National Federation of the Blind and Registry for Interpreters for the Deaf. Local resources for locating these services may include your State Vocational Rehabilitation (VR) Agency, Center for Independent Living, ADA Center, etc.
Hosting a WISE Webinar Viewing Party – Other Considerations
Setting up the room	
As the host, you will want to be sure your location provides a low-threat environment, best suited for watching the webinar, and encouraging interaction and open conversation. For example, a classroom-style arrangement allows people to enter the room without much disruption while a conference-style setting makes latecomers more obvious. Everyone should feel welcomed and comfortable. Consider the following ideas as you set up your room:
· A large conference table for groups of 10 or less is more intimate and often results in more participation.
· A classroom-style arrangement of chairs and tables is more formal and beneficiaries may be reluctant to participate in this type of setting, but it is however, more convenient for larger groups.
· Keep aisles open with enough space for people using wheelchairs or other assistive devices to move about comfortably.
· Arrange the room with the entrance at the back of the room and the projector/screen at the front; latecomers can get in the door and find a seat without disrupting the event.
· Set plenty of chairs near the door, but encourage people who arrive early to sit in the front of the room. To avoid presentation interruptions, the host should post a greeter at the entrance; the greeter should remain at the door even after the presentation has begun.
Day-of WISE Webinar Viewing Party Checklist:
On the day of your WISE Webinar Viewing Party, we encourage you to arrive one hour early.  This way, you can test the technology and phone connections and greet any early arrivals.  
Some additional tips for the day of the webinar include:
· If you choose to provide refreshments, position your table toward the rear of the room. (Recall that you are responsible for the cost of refreshments, and that Social Security cannot provide reimbursement.)
· Download, print, and provide optional sign-in cards to track attendance; don’t forget to collect contact information so you can follow up with them after the event!
· Introduce yourself to the group by telling them who you are, the services you provide, and how you can support them through Ticket to Work
· Invite others to introduce themselves; conduct a fun, short icebreaker.
· Provide paper/pens so people can take notes and jot questions during the webinar.
· If watching a live webinar, make sure to respond to the polling questions to indicate how many people are in the room with you. This will help us measure the success of WISE Webinar Viewing Parties.
· Toward the end of the event, you may choose to provide each attendee the opportunity to complete a WISE Webinar Survey. It’s a great way to gain insight on their knowledge of the Ticket to Work program and possibly find ways to improve services and support to your clients. Be sure to remind attendees that they do not have to provide their name or contact information on the survey and their participation is appreciated but not mandatory. The information collected from these surveys is for your organization’s use. 
· After the event, thank participants for attending; pass out additional employment service materials; invite them to book a follow-up session with you!
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