WWA Education Committee
Meeting Minutes, December 8, 2009

Present – Michele Klappa-Sullivan, Gary McLaren, Dave Sasada, Joe Finn, Katie Karow

1. Need 1-3 more active members on our committee. All should invite someone to join our group.

2. Gary has a few more cross connection webinars coming up.

3. Ideally we would like to have 20 webinars in 2010, 1-2 each month.

4. Discussed national proposal that we work together on webinars. Decided to continue on our own for now.

5. We need to have a system down for webinars – short invite, link, follow-up.

6. We should have the speaker help create the invite to make sure that the description is accurate.

7. Rules for Running Webinars – 

Log on 15 minutes prior

Check audio, visuals if needed

Mute all

Q&A at end

8. Joe provided a form for the process during the webinar – consistency is key in our webinars.

9. Key items when planning, try to identify who would benefit, attend. Make sure we are offering topics for all types of members – operators, management, etc.

10. Discussed using Constant Contact for keeping in touch with people.

11. Best day/time – midweek, morning

12. Presenter should submit powerpoint prior to webinar for review by host.

13. Need 1 hour for credit to be given.

14. Host should record questions and who asked them.

15. Follow-up with notes from speaker to all attendees.

16. Send out list of attendees to the speakers so they know who’s coming.

Schedule for Topics and Responsibility

· February – Energy Savings, Mike Sullivan and Dale Marsh, Michele to coordinate

· March  - Sump pump cross connections, Gary

· April – Tank Jacking, Gary

· May – GIS, Michele

· June – Facebook, Twitter, Gary

Other topics:   Operator issues, management, ideas?

Method to schedule a webinar in Webex:

Select Schedule a Meeting

User Name and Password will be provided, please email Michele for information.

Email reminder

Select none for exit/entry tone

Registration – yes

Automatically accept all registration requests

Agenda – add a few sentences

Automatically share presentation – done select

Meeting options – turn all off

Enable UCF rich

Privileges – View attendees list, Control application

