
 
 

BARN Online Classes & Events - Guide for 
Studio Programming Coordinators and Liaisons  

Revised 9.25.20 
 
 
Guidelines for Studio Programming Coordinators:  
 
BARN is encouraging studios to explore ways to serve our members and the community while 
restrictions continue in use of the facility.  One approach to accomplishing this is through online 
classes & events.  We hope this document will provide you with guidance to get started in this 
direction!  Please direct questions about programming to Jess Henderson, Program Manager at 
jessh@bainbridgebarn.org.  
 
Platform:   
Zoom. BARN has opted to use Zoom at this time as it has many useful features and is familiar to 
the public.  Most studios have their own Zoom accounts. Your event will be assigned one of the 
‘Zoom Rooms’ by Tammie when your event is scheduled.  
 
Please do not use BARN Zoom accounts for personal use.  
 
Equipment:  
BARN has equipment available to support online classes.  Please contact Facilities Director Darryn 
Achall (darryna@bainbridgebarn.org) to discuss your technology needs. Some instructors may 
choose to teach from home with their own equipment.  
 
Online Class Liaisons:  
Each class or event should have an Online Class Liaison who acts as the online host supporting 
the event so the instructor doesn’t need to manage all the Zoom details and participants. See the 
Guidelines for Online Class Liaisons below for how to carry out this role.  
Setting up a BARN Online class:  
 

1. Scheduling a Zoom Room 
Check with Tammie or check your Zoom Pro account to make sure a Zoom room is 
available on the dates and times you are planning.  
 

2. Class Description & Details 
Submit all class details to Tammie for posting at least four to six weeks before the start of 
the class, to allow for thorough promotion and time to mail kits if appropriate. Classes 
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should be closed 10 business days prior to start to allow for time to mail those kits. You can 
include all the details in an email but you may find it easier to use our online Class 
Submission Form.  This form includes a helpful link to calculate the cost of the class. Note: 
Classes are free to members September - December 2020.  
 

3. Guidelines for Shipping Kits for Online Classes 
● All kits will be mailed via USPS. It is too difficult to manage a choice of picking up or 

mailing. We can accommodate a special request from a registrant to pick up at BARN 
but we will not be offering it in the description of the class. 

● Registration should close 10 business days prior to class start date to ensure kits 
are received by registrants in time for the class. Please take this time frame limitation 
into consideration when requesting classes to be posted. Allow enough time for the class 
to be published and the day registration will close. 

● Kits will not be mailed on Saturdays, Sundays or public holidays. 
● There are tables set up in the Great Room with Priority Mail boxes for packaging kits. 

(You also have the option of ordering a supply of flat rate boxes from USPS for free. To 
order your flat rate boxes click here.)  Please package all boxes appropriately, with a 
cover letter indicating the contents, and tape them up. You may leave packaged kits at 
the station in the Great Room, in the office, or in your studio.   

● The front office will take care of attaching address labels and getting your packages to 
the post office. An automatic email notification to the registrant with a tracking number is 
provided so they can track their package. 

● There are four size choices of boxes available for flat rate shipping of kits or materials. 
Sizes below are outside dimensions. 
Small: 8-11/16" Long x 5-7/16" Wide x 1-3/4" High  Cost: $10 
Medium (side loading): 11-1/4" Long x 8-3/4" Wide x 6" High   Cost $15  
Medium (top loading):  12" Long x 3-1/2" Wide x 14-1/8" High  Cost $15 
Large1:12-1/4" Long x 12-1/4" Wide x 6" High   Cost: $20 
Large2: 24-1/16" x 11-7/8" x 3-1/8"   Cost $20  
Please calculate the cost of shipping to be included with materials fees total. 
 

4. Handouts/Files 
If the instructor has handouts or files they would like distributed to students, please submit 
those files to Tammie. She will upload them to Wild Apricot (not available to the public) and 
then send links for the students to access them prior to the class.  
 

5. Publishing Classes 
Classes will be posted on our website and made public by Tammie. You will be sent a link 
to the class to review for accuracy and to suggest any changes. Tammie will send your 
Online Class Liaison the login information and instructions to the assigned Zoom Room. 
This login information is not provided to instructors and should not be passed onto them. 
 
Students will receive their link to join the Zoom class with the link will be sent 1 day prior to 
the class start date. If there are many sessions for the class, an email will be sent 1 day 
prior to each session with the link so that students don’t have to go back and try to find the 
link. Multiple session classes will all have the same Zoom link. 
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6. Class cancelations.  

Our primary goal for online classes in this initial stage is to engage our community, rather 
than bringing in significant revenue for BARN. Therefore, we intend to hold classes 
whenever possible, even if enrollment is low, until further notice. If you have a concern 
about holding a class with low enrollment, please contact Tammie or Jess.  
 

7. Class Evaluation Form 
An online class evaluation form will be sent on the last day of class to all registered 
students through Wild Apricot.  Let Tammie know if you would not like to use this format for 
evaluations.  Results will come to staff and will be shared with studios several weeks after 
the class ends. 
 
 

Guidelines for Online Class Liaisons:  
 
A BARN Online Class Liaison should host each online class or event, so the teacher can focus on 
their content instead of the technology. The Online Liaison could be the same person as the Class 
Liaison, or the role could be delegated to another person if the Class Liaison doesn’t have the wifi 
or tech capabilities, or if they aren’t available for all of the class sessions.  
 
Several weeks before the class/event:  
 

● Share the BARN Online Instructor Guidelines with the instructor and discuss as needed. 
● A meeting link with appropriate login information for your assigned Zoom Room will be sent 

to you by the registrar once the Zoom Room has been activated and the class has been 
posted publicly on our website. You will be prompted to easily download the Zoom software 
if you have never Zoomed before. If you already have the software downloaded, the prompt 
will just ask you to Join Meeting.  

● If the class will be streamed from BARN, ensure that the equipment has been pre arranged 
- check-out system is currently being designed by staff.  

● Ensure that the Zoom test run has been scheduled in Zoom with Tammie.  
● Conduct the test run with the instructor where you test mic and video(s) and discuss and 

practice Zoom features.  
○ Audio.  Headphones may be needed if the mic on the instructor’s device is not 

working well.  
○ Video.  Place a light source in front of you.  An uncluttered background is ideal.  If 

you  
○ Screen Sharing.  Showing your computer desktop to participants to share a slide 

presentation, photos, etc.  
○ Chat. It’s often hard for the instructor to keep an eye on the chat feature, so the 

Online Class Liaison may do that and alert the instructor when there is a question or 
comment. This feature can be turned off, or set to allow students to only send 
messages to the Zoom ‘Host’/Liaison.  

○ Raise Hand.  Predetermine with the instructor how you want these questions 
handled. Is there a planned pause throughout the instructor’s presentation so 
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questions can be addressed? Do you just interrupt the instructor to say there is a 
question? 

○ Wait Room.  Determine if you’d like students to be joined to the class all at once, or 
arrive early and chat with each other and the instructor.  

○ Spotlight Video.  Force all participants to see one video (generally the instructor) - 
hover over their video until you see three dots and select ‘Spotlight Video’.  
 

Rosters:  
 

● You will receive an emailed roster from Tammie 1-2 days before the event with names & 
email addresses of the participants. Please convey to the instructor that this information is 
personal information students have provided BARN. If the instructor would like to email 
students regarding private business beyond the class and its content, students must “opt” in 
either verbally or in writing.  

 
The day of the class/event:  
 

● Log in to your Zoom Pro account and start the event 10-15 minutes in advance of the class.  
● You will be the Host and you can make the instructor a co-host.  
● The Waiting Room is automatically enabled for classes. You will need to admit the 

instructor first, get set up, then admit students when you are ready.  You can uncheck the 
box to disable the waiting room feature when the class begins or earlier if desired.  

● Welcome everyone to the class and introduce the instructor. It’s always great to ask if 
anybody is a BARN first-timer and to give them a special welcome!  

● Take attendance and if there are any individuals present who are not on the roster, get their 
name, email address, and phone number (via the chat function) and give this information to 
Tammie so she can follow up with an invoice if needed.  

● Briefly review the best practices for participants for a successful class.  
○ Stay muted when not speaking.  
○ Participants may want to be on ‘active speaker’ view rather than ‘Gallery View’ 

● During the core content of the class, the Liaison can support the teacher by managing the 
participants as needed.  Generally, it’s good for everyone to be muted unless they are 
talking to the group to keep background noise to a minimum.  Here is a video with tips on 
how to do this successfully: 
https://www.youtube.com/watch?v=ozJS9bvdVp8&feature=emb_rel_end 

● At the end of the event, thank the instructor and thank students for participating.  Let them 
know that a survey has been automatically emailed to them at the end of class that will help 
BARN gather valuable feedback to improve the online class experience.  

 
After the class concludes:  
 

● Email the instructor to thank them again and invite them to complete the Instructor 
Feedback Form. 
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Note about connectivity issues:   
 
The Online Class Liaison/Zoom host should assign the instructor or another individual in the class 
as a ‘Co-host’ so that the chances are reduced that the Zoom session will get dropped due to a 
power outage or connectivity issue.  The Liaisons or Instructor should mention at the beginning of 
class that if the Zoom session unexpectedly ends, participants should click on the original Zoom 
link to re-enter the class.  If the instructor’s connection drops or is poor enough that it compromises 
the quality of the class, there may be a need to reschedule the session for a time that works for the 
students.  If the quality of the class is greatly impacted due to the instructor or liaison connection, a 
refund may be possible on a case-by-case basis.  No refunds will be given for student internet 
connection issues.  
 
Note: We are discussing the guidelines for recording Zoom classes.  We are currently not 
recording classes as a general rule, but if you need to record a class session to share with a 
student who misses a class, please follow these parameters:  
 

● Please inform participants that you are recording at the beginning of the session.  
● Recordings of Zoom classes are property of BARN.  
● Recordings should not be shared with anyone who didn’t participate in the class and the 

students should be asked not to forward the link to others. 
 
Here are some helpful videos to learn about some of Zoom’s features:  

● Zoom Controls:  https://www.youtube.com/watch?v=ygZ96J_z4AY&feature=emb_rel_end 
● Video to watch for screen sharing feature: 

https://www.youtube.com/watch?list=RDCMUC2SxmE4C-KAQuHaEfHVymgQ&v=YA6SGQ
lVmcA&feature=emb_rel_end 

● If you would like to test out Zoom on your own time, you can use this link to join a practice 
zoom meeting anytime:  https://support.zoom.us/hc/en-us/articles/115002262083 
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