11 Steps to

A Flawless
Townhall

As remote work becomes an increasingly
routine part of office culture, webcasting
has taken a bigger role than ever
before. More than just the ubiquitous
video conferencing, webcasting makes
it possible to reach wide swaths of
the company all at once, with a stable
and reliable broadcast. Webcasting
makes it possible to align teams across
geographies and share a unified company
vision, no matter where employees are.
When 92%* of professionals believe video
makes executives more relatable and

personal, using video is clearly the path
to more effective executive messaging.
Webcasts come in all shapes and
sizes, from simple training sessions to
high production all-hands meetings.
For routine webcasts, you need no
more preparation than for an average
meeting—webcasting can be easy! But
if it’s a high profile event, you’re going
to want to put in some more thought to
make it perfect.

So how do you create the kind of
webcast that helps your executives
shine and inspires your employees to
take action?
The keys are choosing the right
platform, rehearsing everything —
and having a foolproof plan.
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Envision

The success of your webcast will be
determined long before the camera is ever
switched on. Prepare your presenters, the
event management team, and even your
audience for a successful event.

Step 1
Plan everything, both for content
and production.
Create a content plan. Create an agenda,
including who’s speaking, what each person will
talk about, and what order. Decide if you need a
host.
Create a delivery plan. Decide on a webcasting
platform and a workflow. Make sure your
network can support the traffic this webcast
is going to cause, for the maximum number of
viewers that could show up. Decide the highest
bitrate for video that your network uplink can
support. Make sure you can support traffic no
matter where your employees are, in the office
or at home.
Create a production plan. Your executives
could broadcast from their basement, if
they wanted. But if you’re planning a fullproduction event, you’ll need to work out those
logistics. Think about how all the equipment
is connected and where the power cables will
run. If you plan to film in a studio, work out the
camera angles you’ll need and make sure the
feeds can be connected to the encoder.
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Step 2

Step 4

Test delivery outside the office.

Make sure the people you want,
and only the people you want, can
watch.

Ensure your audience has a great experience,
wherever they are. They should receive
clear video and audio, without buffering. Test
playback in remote offices and people’s homes
on different continents as necessary. Authorized
viewers should be even able to watch on any
device, anywhere.

Step 3

If your webcasting platform hooks into
your video portal, you can leverage existing
entitlements and permissions for secure
event access. Make sure you have capacity for
your crowd—an unlimited concurrent viewer
plan will keep you from worrying about hitting
your limits.

Practice, practice, practice.
Hold rehearsals. Give your speaker plenty of
opportunities to rehearse both the content and
using the presenter tools themselves. Check
that they know how to access their notes and
look ahead at their coming slides. Show them
how to use the Q&A features.
Tech teams need dry runs, too. Get them
comfortable with their workflows. Make sure
they know how to monitor Quality of Service
metrics and that they know what to do if
there’s a problem.

Step 5
Treat your internal communications
like you would external promotion.
Treat your employees as if they were customers,
and engage them. Give your webcast a great
title, keep number of slides and length short,
and be clear about the actions you want your
audience to take afterwards.
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Execute

How well you use your tools during the
webcast can help determine how easily
your audience can engage—and how
interested they are in doing so.

Step 6

Step 7

Create a presentation that can be
navigated, both in live and VOD.

Don’t forget the Q&A.

DVR will let latecomers catch up and allow
people to go back if they missed something.
Automatically synced slides make it easy to
follow along, and chaptering will help them
navigate the recording later.
Giving your viewers options on how to view the
slides and video feeds—whether by switching
between them, viewing side-by-side, or allowing
picture-in-picture— helps them feel in control
and engaged.
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A good moderator can help things run smoothly,
responding to questions, assigning them to the
presenters, and sending announcements to all
attendees. It’s a great idea to choose a platform
that marks Q&A responses in the video for VOD
viewers. It’s also nice if you can turn Q&A on
and off in the middle of the event, or just make
announcements without allowing questions, so
you can customize your workflow. Adding some
polls will also help the engagement factor.
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Evaluate

Actively evaluating how you’re doing, both
during and after the webcast, not only
heads off trouble but lets you prepare for
the future.

Step 8
Watch your analytics.
Make sure your platform makes important
metrics available for producers and presenters.
• Presenters can change tactics if the audience
starts to disappear.

• The production team can head off problems if
the QoS metrics start to fail.
• After the event, digging into your performance
metrics will help you prove your ROI and
make plans for even more successful events
in the future.

Step 9
Elicit feedback after
the webcast.
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Find out what people liked and didn’t like.
Learn from both your successes and failures to
continually improve your process and content.
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Extend

You’ve put this much effort into creating
an amazing piece of content. Now it’s time
to increase your ROI by making sure that
content continues to be used.

Step 10
Ensure your content’s lifespan
continues after the end of the
presentation.
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Make sure you have a single, persistent URL for
accessing both live and VOD. This way, people
will be able to easily find the recording without
getting confused. Searchable slide text will go
a long way towards helping people find that
recording organically. A best practice is to have
all VOD assets in your corporate video portal
for easy access and discovery. Attaching the
presentation file to the VOD so employees can
download it to read offline or reuse can also
extend your content’s life.
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Step 11
Enable social sharing on your
internal video portal.
Not only will this expand the footprint of
viewers, it will help you see how influential and
successful the webcast was by seeing how many
people watch afterwards and comment. This
will help you create more, even better content!

Looking for a
Webcasting Platform?
With Kaltura Townhalls, easily broadcast with confidence any event of any size, whether for
departmental meetings, town-halls, or international conferences. From live streaming to ondemand video, self-serve to full white glove production services, corporate communications
to customer and partner events – Kaltura offers you a flexible and reliable end-to-end live
streaming platform for all your live webcasting needs.

Learn more

Contact us
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