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Online World Café  
Tech Timetable 

 

 

 

 

Time 
 

Activity Tech 
Needed 

8:30am 30 
min 

Prepare  Help Hosts, 
Presenters & 
Participants be 
sure they can 
hear and be 
heard, have 
Social Media up 
if you’re using 
it, etc.  

9:00am 10 
min 

Welcome / Introductions / Orientation (polls?) 
 

 

1) Mic Speakers 
2) Begin to 
create 1st 
group - random 
mix - & tweak 
individually 

9:10am 5 min WT WC Etiquette & Tech Orientation  
 
Host gives “tech” instructions for small groups – how to 
work with not being able to see each other – 
Netiquette, brief introductions, talking stick, timing, 
bells, what to do if you fall off the call, imagine each 
other as whole beings, invite intimacy, etc. 

1) Mic Speakers 
2) Any last 
minute tweaks 
to group 
formations  

9:15am 25 
min 

1st Round of Table Conversation (in groups of 4)  
Question:  

1) Move all 
participant mics 
to “Breakout 
Only”; ring a 
bell & speak an 
announcement 
that the groups 
have begun 
 
2) Keep time 
and ring bells 
as needed, 
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ending with 1-2 
minute 
warning.  

 
3) “Walk the 
room” to make 
sure everyone 
in the groups is 
ok. 
  
4) Set up 
Entryway and 
hang out in it 
unless there are 
“5”s (calls for 
tech support) 
 
5) Transition to 
large group – 
the host begins 
speaking and 
after 15-20 
seconds, mute 
participants 
and dissolve 
groups 
 

9:40am 25 
min 

2nd Round of Table Conversation (in groups of 4): 
(Amy) 
Question: 

 

1) While host is 
giving 2nd 
question (twice), 
change the order 
of the 
participants and 
create 2nd 
breakout group 
 
2) Move all 
participant mics 
to “Breakout 
Only”; ring a 
bell & speak an 
announcement 
that the groups 
have begun 
 
3) Keep time and 
ring bells as 
needed, ending 
with 1-2 minute 
warning.  
 
4) Set up 
Entryway and 
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hang out in it 
unless there are 
“5”s (calls for 
tech support) 
 
4) Transition to 
large group – the 
host begins 
speaking and 
after 15-20 
seconds, mute 
participants and 
dissolve groups 

10:05am 15 
min 

Mini-Harvest 
Host invites people to share by “raising their hands” 
(pressing “1” on their telephone or Skype keypads) 

When host calls 
on participants 
with their hands 
raised to speak, 
locate them and 
change their 
mic to “Public” 
and when they 
are finished, 
change their 
mic back to 
“Mute” and 
lower their 
hands.  
 
Move to next 
person and 
repeat 
 
Note: This is 
easier if tech 
host calls on 
people – in any 
case it requires 
good timing & 
coordination 
between Host & 
Driver 
 
Also: If you can, 
while participants 
are speaking, 
change the order 
of the 
participants and 
create 3rd 
breakout group 

 

10:20am 20 
min 

3rd Round of Table Conversation (in groups of 4):  
Question:  

1) If you haven’t 
yet completed 
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the creation of 
the 3rd groups, 
do so now 
 
2) Move all 
participant mics 
to “Breakout 
Only” & after the 
3rd question has 
been given, ring 
a bell and 
announce that 
the groups have 
begun 
 
3) Keep time and 
ring bells as 
needed, ending 
with 1-2 minute 
warning.  
 
4) Set up 
Entryway and 
hang out in it 
unless there are 
“5”s (calls for 
tech support) 
 
5) Transition to 
large group – the 
host begins 
speaking and 
after 15-20 
seconds, mute 
participants and 
dissolve groups 

10:40am 25 
min 

Harvest:  
 

When host calls 
on participants 
with their hands 
raised to speak, 
locate them and 
change their 
mic to “Public” 
and when they 
are finished, 
change their 
mic back to 
“Mute” and 
lower their 
hands.  
 
Move to next 
person and 
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repeat 
 
Note: This is 
easier if tech 
host calls on 
people – in any 
case it requires 
good timing & 
coordination 
between Host & 
Driver 
 

11:05am 10 
min 

e.g. “Spoken Word” Harvest Poem  Handle the Mics 
so that whoever 
is speaking has 
a “Public” mic, 
and everyone 
else is muted.  

11:15am 5 
min 

e.g. Moment of Silence, leaving with a 
private/written  “seed” - one word or phrase  

Handle the Mics so 
that whoever is 
speaking has a 
“Public” mic, and 
everyone else is 
muted. 

 

11:20am 10 
min 

Closing –  
Next Steps, How to Stay in Touch & Thank You’s  

 

Handle the Mics so 
that whoever is 
speaking has a 
“Public” mic, and 
everyone else is 
muted. 

11:30am  END 
Host tells everyone that you will open all the mics so 
they can say “goodbye” 
 

Open all the mics 

 


