
Teacher completes the 
VC request form.

Teacher 
obtains 
principal 
approval.

Technology logs request into system.
Technology verifies availability of 
resources against schedule.
Technology works with teacher to 
obtain content provider (if applicable).
Technology generates projected 
connection costs (if any).
Technology forwards Preliminary 
Approval with details to Teacher and 
Principal.

Technology coordinates/schedules 
connection with Content Provider and 
other bridging services if applicable.

Technology coordinates/schedules test 
connection prior to actual 

videoconference. 

Teacher verifies information to date, and 
with Technology, schedules the 

videoconference.

Teacher completes the Videoconference 
Lesson Plan form. 

Forward copy to Technology Dept. 

Teacher obtains the required waiver 
forms from participants prior to 
videoconference. 

* Student Permission Form
* District Personnel Form

Teacher completes Videoconference Evaluation form and forwards to 
Technology.

Teacher gets and idea about a 
videoconference. 

The Videoconference Scheduling Flowchart

The Videoconference

Technology Department
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