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Host a Webinar
[bookmark: _tynu7qnzj8s6]Everything you need to know to organize a webinar for Peer Review Week



This guide provides information on how to set up a webinar or other online event, associated with Peer Review Week (PRW). Whilst providing advice, this guide also asks a series of questions to help you plan your event or activity effectively. 
[bookmark: _bwy4mohl7o3o]Choosing a Topic
The theme of Peer Review Week 2023 is ‘Peer Review and the Future of Publishing’ and your event should link with this in some way. 
[bookmark: _1fob9te]Format
What is the objective of your event?
Are you sharing information? Setting up a debate? Providing a forum for discussion and networking? This objective should help guide the whole set-up process; having a clear goal makes the rest easier.

Several format options are listed below to give you some ideas, but there are plenty of other options so get creative.

Short, single-speaker presentation: This presentation can have one speaker to discuss a topic for 30-40 minutes.
Panel discussion: Multiple 10-15 minutes single-speaker presentations followed by discussion moderated by a knowledgeable expert
Roundtable discussion: This can be chaired by a knowledgeable expert and have other established experts present and prepared with points to raise.
Interview: A moderator interviews a knowledge expert and hosts a live Q&A session. 
Will the event be live, recorded, or a combination of the two?
Live events with audience Q&A allow for a much more interactive session, but also leave more room for technical difficulties. Again, think about the objective of your session and what would work best to achieve that goal.
[bookmark: _3znysh7]Timing
How long will it take to do your topic justice?
Research shows that ~1 hour is an appropriate length for a webinar. This should be long enough to provide plenty of information and/or provoke an interesting discussion without attendees starting to check out.
When should your event take place? 
Any time between 25-29 September 2023.

Statistically, Wednesday or Thursday sessions tend to have higher attendance rates, but with the backing of the PRW Steering Committee, we hope for sustained levels of engagement with PRW events throughout the week.
What time will your event take place? 
Time zones make reaching a global audience difficult, so think about your core audience – what time would be most convenient for them? 

Depending on the software used, recordings of your session could be shared later, to engage with a wider, more global audience. Speaker availability and convenience will also help guide the best timing, so keep this in mind.
[bookmark: _2et92p0]Inviting Speakers
Who in your network has the right expertise to speak to your topic and engage your target audience?
The right speakers will attract registrations for your event, so think carefully about who is best suited to tackle the topic you’ve chosen to cover.

When inviting speakers, provide as much information as you can on the format, how long you want them to talk and what specifically you want them to talk about. Of course, speakers are likely to have their own thoughts and ideas on what will be engaging to present or discuss – be flexible, but always keep the objective of your session at the heart of these discussions.
[bookmark: _tyjcwt]Technical Set-up
Software/system set up
There are a huge variety of options, and choice will often depend on budget and what your organization is already using. There are many free software options, including GoToWebinar, Zoom, or even Facebook Live. 
Make time for a test-run
Before the date of your webinar, schedule a specific time for a run-through with your speakers and organizers present – ideally 4-7 days ahead of time. This will help everyone familiarize themselves with the technology, allow for troubleshooting of audio/video/presentation modes, and then leave time for a second run-through if necessary.

Whichever system you use, ensure that you have at least 2-3 individuals who are familiar with the set-up of your event from start to finish.
During the event
Depending on the format, there are likely to be technical questions either from attendees, or from speakers – make sure there’s always someone on hand to answer those questions, rather than speakers needing to split their attention.
[bookmark: _3dy6vkm]Promotion
How will attendees register for your event?
Providing a method for attendees to register for your event will give you the opportunity to send out reminders to ensure maximum attendance, assess how well promotion of the event is progressing, and allows for follow-up with attendees (e.g. with more information, a recording of the event, or a feedback survey).

Many of the webinar-specific software or extended/subscription services have systems for collecting registrations already in place, with built-in options for contacting registered attendees at various points. 

For those more ad-hoc events, Eventbrite provides a method for gathering registration data (and is free to use if the event itself is free).

When should you start sharing the registration link?
The two weeks running-up to your event are the ideal time to engage with potential attendees, in particular the final 4-7 days, but it makes sense to start promoting your event at least a month in advance so that those interested can block out the time in their diaries and alert interested colleagues.

Use all the channels available to you, including encouraging speakers to share with their networks via email or social media. Register your event with the PRW team to benefit from promotion on our channels too.
Post-Event Reporting
We’d love to hear some feedback about your event once complete, including the number of attendees; this will help us assess the reach of this year’s Peer Review Week, and help us make sure next year is even bigger! Email us at mailto:contactprweek@gmail.com
[bookmark: _1t3h5sf]
Don’t forget to register your event with us so we can promote let us know so we can help you promote it. 

Register your event/activity now!

Use the hashtags #PeerReviewWeek and #FutureofPublishing.
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