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	MODERATOR GUIDE FOR CLINICAL WEBINARS
Lab2Doctors Continuing Education & Client Engagement Series
	Doc #: WEB-F-001
Webinar Title: ________________
Date: ________
Platform: ________



SECTION A: WEBINAR OVERVIEW
	Webinar Title
	Series / Track
	Target Audience
	Duration

	
	
	☐ Clinicians ☐ Nurse Practitioners ☐ Caregivers ☐ Lab Personnel ☐ Mixed Audience
	

	Presenter Name(s) & Credentials
	Moderator Name
	CE Credits Offered
	Accrediting Body

	
	
	
	

	Platform / Technology
	Max Attendees
	Registration Deadline
	Recording Available?

	
	
	
	☐ Yes  ☐ No



SECTION B: PRE-WEBINAR CHECKLIST (48–72 Hours Before)
	
	Task
	Completed By / Date

	☐
	Confirm presenter availability and tech setup (camera, microphone, lighting)
	

	☐
	Test platform (Zoom/Teams/WebEx): audio, video, screen share, polling, Q&A function
	

	☐
	Review and approve final slide deck — check for accuracy, branding, disclaimers
	

	☐
	Prepare attendee registration list; confirm CE credit tracking is set up
	

	☐
	Send confirmation email to registered attendees with link, agenda, and objectives
	

	☐
	Prepare moderator script and transition phrases
	

	☐
	Prepare poll questions (minimum 2 per 60-minute session)
	

	☐
	Prepare post-webinar evaluation/survey link
	

	☐
	Confirm recording and captioning are enabled (ADA compliance)
	

	☐
	Brief presenter: run time, Q&A format, polling moments, housekeeping rules
	






SECTION C: WEBINAR RUN SHEET
	Time
	Duration
	Moderator Action / Script Note

	T-10 min
	10 min
	Open platform; admit panelists; run audio/video check; display waiting-room slide

	00:00
	3 min
	Welcome attendees. Introduce Lab2Doctors mission and speaker(s). State learning objectives.

	00:03
	2 min
	Housekeeping: mute, chat, Q&A box, recording notice, CE credit instructions

	00:05
	[Presentation begins]
	Hand over to presenter. Monitor chat and Q&A throughout. Note questions for discussion.

	[Mid-point]
	2 min
	Launch Poll #1. Share results. Brief moderator comment bridging to next section.

	[3/4 mark]
	2 min
	Launch Poll #2. Share results. Acknowledge engagement in chat.

	[End of content]
	10 min
	Open live Q&A. Read questions from Q&A box. Prioritize unanswered clinical questions.

	[Last 3 min]
	3 min
	Summarize key takeaways. Announce CE credit process. Share evaluation survey link.

	[Close]
	1 min
	Thank presenter and attendees. Announce next webinar. Stop recording. Close room.



SECTION D: AUDIENCE ENGAGEMENT SCRIPTS
Opening Welcome
	"Welcome everyone, and thank you for joining Lab2Doctors today. I'm [Name], and I'll be moderating our session on [Topic]. Our goal today is to give you practical, evidence-based insights you can apply directly in your practice. Let's get started - I'd like to introduce our presenter..."


Introducing Polling
	"Before we continue, I'd like to hear from you. We've launched a quick poll - you should see it on your screen. Take 30 seconds to respond, and we'll share the results together. Your answers help [Presenter] tailor the next section to your real-world experience."


Q&A Transition
	"Thank you [Presenter] - that was excellent. We have 10 minutes for Q&A. I've been collecting your questions and I'll start with the most common themes. Please keep your questions focused on today's topic. If we don't get to yours, we'll follow up by email..."



SECTION E: POST-WEBINAR CHECKLIST
	
	Task
	Completed By / Date

	☐
	Send thank-you email to presenter and attendees within 24 hours
	

	☐
	Distribute CE credit certificates to eligible attendees
	

	☐
	Upload recording to LMS / website within 48 hours
	

	☐
	Compile and review evaluation survey results
	

	☐
	Document attendance for CME/CE reporting
	

	☐
	File moderator notes and Q&A log in webinar archive
	

	☐
	Share evaluation summary with presenter and Lab2Doctors leadership
	

	☐
	Plan follow-up content based on Q&A questions that were not answered
	



SECTION F: WEBINAR METRICS
	Registered
	Attended (Live)
	On-Demand Views
	Avg Satisfaction Score

	
	
	
	

	Poll Response Rate
	Q&A Questions Received
	CE Credits Issued
	Follow-Up Actions

	
	
	
	



	Moderator
	Program Coordinator
	Date Filed

	Signature: _______________ Name: ___________________ Date: ___________________
	Signature: _______________ Name: ___________________ Date: ___________________
	Signature: _______________ Name: ___________________ Date: ___________________
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