Breathe Co-host Details &Tasks
Breathe Training Location: 
Virtual Training Date/Time: 
Zoom Link: 
Site Contact: 
Breathe Trainer: 
Breathe Co-host: 
Co-Host Tasks:
· Ensure your background has minimal distractions.
· Logon 15-20 minutes prior to the start of the training to run through last minute training details with the trainer and ensure everything is working properly.
· Rename yourself on the screen, if necessary.
· Monitor waiting room throughout training and admit attendees. Start letting participants in 5 minutes before the training is scheduled to start. Watch for latecomers or those who drop out and need to be let back in.
· Throughout the training have the chat box open and the participants on Gallery View so you can see all participants, if possible. You may not be able to see all of the presentation slides as they are shown so you will have to listen for prompts but that will allow you to monitor the participants for questions and comments and to call on them.
· When the trainer asks for feedback/answers from participants they will raise their hands to answer and you will call on them. They will unmute/mute themselves but you can assist with that if necessary.
· Monitor the chat box for questions/issues. Notify the trainer as needed. Type answers to questions when possible.
· Notify the trainer if there seems to be issues with the presentation slides, sound, etc.
· Mute/unmute yourself as necessary to communicate with the trainer.
· Participants will be asked to mute themselves when not speaking and to unmute themselves when they are called on or need to speak. Co-host should mute/unmute participants as necessary to minimize background noise.
· [bookmark: _Hlk79050526]Place link to the pre assessment in the chat box at the beginning of the training. Repost as necessary so it is easy to find in the feed until all participants have completed it. https://www.surveymonkey.com/r/PreAssess2527 
· Fill in the training roster as much as possible based on info provided in the chat box during introductions. Copy and paste info from the chat box into the roster. Email roster to trainer after training is finished.
· Place link to the post assessment in the chat box near the end of the training when announced by the trainer. Repost as necessary so it is easy to find in the feed until all participants have completed it. https://www.surveymonkey.com/r/PostAssess2527 
· Keep track of the time and notify the trainer when time is running short to ensure the post assessments get completed.
· Stay on until all participants have left for a short debrief with the trainer.
