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INTRODUCTION

This digital playbook aims to give small museums, cultural ins�tu�ons, libraries, and zoos across
the US the tools, knowledge, and confidence to implement successful virtual programming. This
go-to guide details the informa�on, equipment, resources, and strategies required to develop
robust and effec�ve virtual programming at your organiza�on, now and in the future.

Project background

The Palo Alto City Library, Palo Alto Art Center, and Palo Alto Junior Museum and Zoo (JMZ) would
like to thank our funder, the Ins�tute of Museum and Library Services, for awarding us with an
IMLS CARES Grant of $129,039 to enable us to implement From Onsite to Virtual: Expanding
Access to Community Learning Resources. This collabora�ve partnership project between the
Library, Art Center, and JMZ has enabled us to build capacity in developing and implemen�ng
virtual programming and events that meet the expressed needs of the community amid the
Covid-19 pandemic and beyond.

The project was built on the premise that community needs and modes of engagement will
con�nue to evolve over the coming months and years, and is designed to be highly flexible and
nimble in order to respond to a rapidly changing environment. The project included in-depth staff
training in digital content development, and resulted in a model for best prac�ces in virtual
programs for museums, libraries, and zoos through the crea�on of this digital playbook, which
can be employed by ins�tu�ons throughout the field seeking to implement virtual programming.

When the Covid-19 shelter-in-place was announced on March 16, 2020, in Santa Clara County,
our staff at the Library, Art Center, and JMZ scrambled to develop virtual programs to stay
connected with our cons�tuents. We had virtually no experience with developing and
implemen�ng these programs, and we began learning by doing, and in some cases failing. We
were surprised to see very few resources online that provided instruc�on or �ps on hos�ng
virtual art or science classes, events, or library programs.

Funded by the IMLS CARES grant, this collabora�ve project aimed to enhance the quality of
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virtual programs and events produced by each organiza�on in both the short and long term
through sustained training with Midpen Media Center and the one-�me purchase of equipment
and so�ware to support new digital studios. In addi�on, the ini�a�ve supported staff posi�ons
that had been eliminated by City of Palo Alto budget cuts by rehiring staff as arts and science
professionals responsible for promo�ng mul�disciplinary programming. The project thus built
capacity at the staff level for immediate response to Covid-19-related needs, while also
strengthening infrastructure for ongoing virtual program delivery.

We succeeded in developing robust virtual programming in various formats, some of which we
plan to con�nue beyond the Covid-19 pandemic, even as in-person programming recommences.
Our goal is to operate a hybrid model of onsite and virtual program delivery, which aims to
increase access and diversify audiences. Through the crea�on of this playbook, we hope to
support our colleagues in similar ins�tu�ons across the US in producing best-prac�ce digital
events and programs, now and in the future.

How to use this playbook
This playbook is intended to be a user-friendly guide to help you learn about virtual programming,
and to plan and implement virtual programs that best suit your organiza�on and the needs of
your audience. You can read the playbook from start to finish, or dip into the content that is most
relevant to your interests and needs. It will help you learn about the prac�cal aspects of virtual
programming, while also enabling you to develop an overarching digital strategy tailored to your
organiza�on. The playbook is divided into the following sec�ons:

The virtual era: This sec�on offers an introductory overview of virtual programming strategies,
possibili�es, and solu�ons. This will help you get started when considering virtual programming
in your ins�tu�on and when planning a digital strategy.

Pla�orms: This sec�on is a deep-dive into the various pla�orms that are available, and when and
how to use them. There is an in-depth sec�on on Zoom Mee�ngs and Webinars. The Zoom
pla�orm was selected for detailed discussion as it is the preferred solu�on for many
organiza�ons, our own included.

Accessibility: We felt this subject deserved its own dedicated sec�on, so that organiza�ons can
consider, plan for, and implement accessible virtual programs and content offerings.

Unique considera�ons: While many virtual programming approaches can be adopted across all
organiza�ons, this sec�on has some �ps and ideas for the unique considera�ons of specific types
of ins�tu�ons, namely, libraries, zoos, and museums.

Training documenta�on: This is a useful how-to sec�on based on the training our organiza�ons
received in video produc�on, online classes, and livestreaming. This is worth studying if you are
seeking prac�cal training, advice, and �ps on the technical aspects of virtual programming.
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THE VIRTUAL ERA

This sec�on draws on current literature to explore best prac�ces in virtual programming and
digital strategies for museums and other ins�tu�ons, and iden�fies op�ons and possibili�es
based on type of content and delivery approach.

The Covid-19 pandemic ushered in a new and unexpected era in the world of museums, libraries,
zoos, and other cultural ins�tu�ons. The widespread temporary closures of such ins�tu�ons,
coupled with budgetary issues that emerged as the usual forms of revenue disappeared when
onsite ac�vi�es shut down, resulted in both difficul�es and opportuni�es, concerns and
crea�vity, as staff had to pivot to new forms of engagement and new forms of programming,
o�en with li�le or no training, limited budgets, and already stretched staffing (Ennes 2020). In
many cases, the only way to reach out to and connect with audiences was via digital engagement,
and ins�tu�ons faced a steep learning curve to implement such programs (Cuseum 2020).

While larger museums and ins�tu�ons were more likely to have already had a digital strategy and
the staffing to implement it, for smaller museums and local ins�tu�ons this was not always
something that had been priori�zed in the past, due to limited budgets and resources, and an
understandable focus of such resources on in-person ac�vi�es (The Knight Founda�on 2020, 2).
Once the Covid-19 pandemic hit, however, museums and ins�tu�ons big and small were

Palo Alto Art Center staff members and their pets
at a staff Zoom mee�ng during shelter in place.

Pivo�ng to online programming

catapulted headfirst into the digital world,
o�en with li�le guidance or prior
knowledge (Center for the Future of
Museums 2021, 14).
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Considering content and approach

Unlimited reach and expansion of access
One of the key benefits of virtual programming is that your poten�al audience is no longer limited
by geographic constraints; the reach is, indeed, poten�ally global. Likewise, members of your
community who may have had difficulty a�ending onsite events even before the Covid-19
pandemic, whether due to accessibility concerns, �me constraints or cost barriers, can now
engage with your organiza�on virtually. Seniors and people with disabili�es in par�cular fall into
this category. Expanding your reach beyond the walls of your building makes your organiza�on
more inclusive and accessible, which should be considered a key reason to con�nue online prog-
ramming in addi�on to in-person programming beyond the pandemic (Culture Track 2020, 33).

At the �me of wri�ng, it is more than 18 months into the pandemic, and many community
members are experiencing so-called “Zoom fa�gue” (Center for the Future of Museums 2021,
19). At the same �me, in-person ac�vi�es have reopened as vaccina�ons ramp up and Covid-19
cases fall, and consequently many ins�tu�ons have experienced a drop-off in sign-ups for virtual
ac�vi�es. However, virtual offerings should be maintained if possible as a part of overall
programming, albeit at a reduced level, if ins�tu�ons are truly seeking to engage all poten�al
audience members (Cuseum 2020).

Variety of program offerings
A best-case scenario for virtual programming is to develop a suite of offerings that includes:

• free and fee-based programming;
• live content, prerecorded content, and a combina�on of both;
• small, interac�ve classes and large, broadcast-style webinars aimed at various cohorts.

It is important to keep track of engagement to determine the success of each program, and
whether it is worth the ongoing investment of �me, expense, and effort (Merri� 2020). This
involves tracking the cost of produc�on, number of sign-ups, and how much revenue, if any, is
generated, while also using audience surveys and feedback to gauge sa�sfac�on and user needs.

It is worth experimen�ng with various offerings to iden�fy the needs of your audience, while not
being afraid to try new op�ons and, possibly, to fail. In addi�on to providing staff with training
and resources, it is important to encourage nimble ac�on when implemen�ng digital
programming (Na�onal Endowment for the Arts 2021, 2). Cross-departmental collabora�on, as
well as encouraging flexible organiza�onal structures, is also important to enable the successful
development of digital capacity (The Knight Founda�on 2020, 10).
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Types of content and modes of delivery
Whenever your organiza�on decides to deliver any form of virtual programming, you must first
take into account: the type of content you will offer, and the approach you will take to deliver this
content. It is important to offer a variety of programming to suit the mul�tudinous needs of your
audience. With each offering, you should therefore first consider whether you are targe�ng:

• adults or youth, including seniors, preschoolers, teens, and so on;
• untapped audiences of various means;
• already invested audiences with whom you are seeking to increase engagement.

Your mode of delivery should then be determined by three factors:

• the audience you are targe�ng and your an�cipated audience numbers;
• the type of programming you are offering;
• and whether you are offering it for free or for a fee.

There are many possibili�es in terms of your delivery approach. For example, when you are
offering a lecture, expert talk, or live event such as an exhibi�on opening or concert, a broadcast-
style webinar that is accessible to a large audience is usually the preferred mode of delivery,
although it limits interac�vity for the audience. Livestreamed webinar-style events can also
include both live and prerecorded content, for example incorpora�ng a prerecorded video or
slideshow. In contrast, a small class offering is suited to an interac�ve, synchronous approach,
which is par�cularly appropriate for youth programming (Rockman 2021, 10). When offering free
content, prerecorded videos and assets that are readily available to access online are
recommended.

Free and fee-based programming
Many forms of virtual programming can be costly to implement, in terms of staffing, �me, and
use of resources, so it is always important to consider your poten�al return on investment
(Merri� 2020). When you choose to offer any form of virtual programming for free, it should be
based on the following criteria: as a form of marke�ng to your audience to showcase your
organiza�on and encourage engagement, or as outreach and/or educa�on for youth,
underserved or new audiences. At the start of the Covid-19 pandemic, many ins�tu�ons rushed
to provide free virtual content as their doors closed and communi�es went into lockdown (Center
for the Future of Museums 2021, 21). However, such an approach, while admirable and
important at the �me, is unsustainable in the long term due to the poten�ally high costs involved.
For this reason, it is worth considering how to leverage your virtual programming for revenue
(Cuseum 2021, 3). With the effects of the pandemic lockdown leaving some ins�tu�ons facing
possible permanent closure or at the very least a poten�al downsizing of their ac�vi�es and
opera�ons (American Alliance of Museums and Wilkening Consul�ng 2020, 16), any prospect for
mone�za�on of virtual programming should be embraced.
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Free virtual programming op�ons

Marke�ng, outreach, and the u�liza�on of social media channels are at the core of free virtual
programming. It is important to have a presence on social media as part of your virtual
programming toolbox, and to use this presence consistently to engage with your community and
reach out to poten�al new audiences. You should maintain a presence on, at the least, Instagram,
Facebook, and Twi�er, in addi�on to your own website, if you are hoping to engage fully with
your audience. Cross-pos�ng to each of these pla�orms will help use your content to its greatest
poten�al.

Short, prerecorded videos intended as outreach, educa�on, or marke�ng can be used to promote
your ac�vi�es and engage with your audience. YouTube, Vimeo, Facebook, and Instagram are all
poten�al pla�orms for offering free prerecorded video content. With increased engagement on
YouTube and Vimeo you can, over �me, poten�ally mone�ze your channel via the pla�orms’
adver�sing systems. Videos posted on YouTube and Vimeo can also be embedded on your
website.

It is important to note that social media and video pla�orms are not solely a form of marke�ng
for your organiza�on; they are also a crucial way to engage with your audience virtually, to start
a conversa�on with your community, and to expand the reach of your organiza�on beyond your
local community. When museums and cultural ins�tu�ons closed during the pandemic, social
media became for many the primary way to engage with their audiences, and they o�en found
engagement with virtual audiences, as well as the number and geographical reach of followers,
increased during this �me (Impacts Experience 2021). It is important to maintain this
engagement as ins�tu�ons reopen.

A short video about the Paula Kirkeby Press at the Palo Alto Art Center was uploaded
to Instagram, Facebook, and YouTube. The YouTube video was also embedded on the
Art Center’s website. This means the video is free to access on several pla�orms.

https://www.cityofpaloalto.org/Departments/Community-Services/Arts-Sciences/Palo-Alto-Art-Center/Make-Art/Adults/Drop-In-Programs
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Examples of free-to-access content for your website,
social media, and video pla�orms

• Short, behind-the-scenes videos of ac�vi�es being undertaken at your organiza�on,
for example, an animal feeding, exhibi�on installa�on, or introduc�ons to your
venue and staff members. Crea�ng content using ac�vi�es that are already taking
place during your daily work is a great strategy that offers value to viewers without
you having to come up with brand new content ideas. It is also fascina�ng for your
audience, who get a sneak peek at life behind the scenes. Such videos can tell a
story about your organiza�on, and can increase engagement with and apprecia�on
of your organiza�on and the work that your staff do.

• An edited lecture or interviewwith a curator, ar�st, author, etc from a live event that
has been recorded and is now offered online for viewers to watch at their leisure.
While you may want to charge for access to live events and thus not make such
recordings freely available online, it could be worth making this type of recording
free to access if you are using it as promo�on for your exhibit or current ac�vi�es.
Alterna�vely, you could edit together some highlights from a live event to give
viewers a taste of the type of programs you offer.

• A recorded video walkthrough that gives viewers a preview of your current exhibit
or venue, and encourages them to come and visit in person if and when it is possible
for them to do so. This also enables people who cannot a�end in person to access
your exhibi�on or venue virtually.

• A demonstra�on of an art or science ac�vity, an introduc�on to an animal at a zoo,
a book reading, or a discussion of a par�cular museum exhibit. These short and
sweet videos serve as great outreach resources for your audiences and offer
educa�onal benefits to students and families in par�cular. At the same �me, they
can showcase your offerings and help your audience build and maintain a
rela�onship with your organiza�on.

• Printable educa�onal resources, which you have already developed, that you can
make available online. This can be helpful to both you and your audience, as you are
not trying to create newmaterial and your audience will benefit greatly from access
to such materials. You can simply upload PDFs of educa�onal resources such as
lesson plans or ac�vity instruc�ons to your website and have them freely available
online for teachers and parents seeking resources. Not all digital assets have to be
in the form of videos or streaming. They can also be text-based downloadable
resources that you can upload to your website or send out via email.
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Fee-based virtual
programming op�ons

A recent survey by Insights Alliance found that, while many people are willing to pay for virtual
programming, the majority do not expect to pay the same amount as they would pay for an in-
person event (Insights Alliance 2021, 36). People are also more likely to sign up for a paid virtual
event if they feel there is something new or different about the experience (Rockman 2021, 6),
and if they believe the experience has a “unique value”. (Cuseum 2021, 38). It is important,
therefore, to determine what can en�ce your audience to pay for an online experience that they
have, in many cases, come to expect to be free (Insights Alliance 2021, 40).

Small classes and special events
The preferred formats for fee-based virtual programming are either interac�ve, synchronous
classes for small groups, or livestreamed special events with exclusive content. Fee-based
offerings could take the form of an online workshop, a course that runs over several weeks, or a
one-off special event webinar that offers, for example, exclusive access to an expert or experts in
their field (Cuseum 2021, 8). Examples of special events include: an author talk; an ar�st
interview and Q&A; a gala fundraiser; an exhibi�on preview; a panel discussing a specialized
topic; a behind-the-scenes zookeeper presenta�on; or an animal meet-and-greet. You could also
consider offering free access to such events, but request a suggested dona�on from a�endees.

Some one-off livestreamed events such as ar�st talks could be offered exclusively to your
organiza�on’s members, with the incen�ve of gaining access to these events perhaps
encouraging new membership, while maintaining engagement with current membership and
thus encouraging them to renew their membership when the �me comes (Cuseum 2021, 10).
Access to exclusive events reminds members that they are a valued part of your organiza�on who
contribute to its well-being and perhaps even survival in these unprecedented �mes.

Ar�st Maria Paz giving an interac�ve ceramics
pain�ng workshop on Zoom from her studio,
organized by the Palo Alto Art Center.
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Youth programming and virtual field trips

• In general, for youth ac�vi�es, a small, synchronous, interac�ve class or workshop
is preferable, as this maintains engagement with your audience and limits the
possibility of distrac�on. Keeping the ac�vity rela�vely short is also recommended
for youth programming (Rockman 2021, 11). For one-off youth special events that
involve children who do not know each other, the broadcast-style webinar format
should be considered as it protects their privacy.

• For science and art classes, you could offer a supply kit, which could be incorporated
into the cost of your class or offered as an op�onal add-on to be picked up from your
loca�on or shipped. Alterna�vely, you could simply provide a list of suggested
supplies for students to source themselves. If you are not offering supply kits to go
with an ac�vity or class, ensure that the ac�vity can be completed at home with
simple, readily available materials.

• Virtual field trips can be offered to schools and other educa�onal establishments,
and can be a frequent and reliable revenue stream while also engaging in outreach
with your community stakeholders (Cuseum 2021, 20). Such programs can
incorporate live and prerecorded content, as well as broadcast and interac�ve
approaches. Possibili�es include a live virtual walkthrough of your ins�tu�on,
animal meet-and-greet, or Q&A that could be combined with a live, virtual class
ac�vity. Alterna�vely, you could provide a prerecorded video, lesson plan, and
ac�vity for teachers to complete with students.

• Printouts and lesson plans can be helpful for teachers, and paid supply packs are an
op�onal addi�onal resource that could be delivered to the schools or individuals
who have signed up for the virtual field trip.

• Any prerecorded content and lesson plans that you produce can be sent to mul�ple
schools, so once you have created the materials they can be used repeatedly. It can
be labor intensive to develop a virtual K-12 field trip program in the ini�al stages,
but it is an effec�ve way to build and maintain rela�onships with local communi�es
and educa�onal establishments, and it provides invaluable outreach and
connec�on with students. Once established, it has also been shown to offer a
reliable return on investment (Cuseum 2021, 20).
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PLATFORMS

Video-conferencing pla�orms

This sec�on details the pla�orms that are available for a variety of forms of online programming.
These include video-conferencing pla�orms; prerecorded video pla�orms, including social
media; audio-conferencing pla�orms; and pla�orms for online exhibi�ons. This sec�on includes
detailed advice on how to use the Zoom video-conferencing pla�orm in par�cular, but also
considers alterna�ves. It also offers advice on how to create content for the discussed pla�orms.

Zoom emerged as one of the most popular video-conferencing pla�orms during the Covid-19
pandemic. It may not necessarily always be the best pla�orm to suit your par�cular needs, but
because of its popularity among the general public and in educa�onal environments, it is more
likely that your audience will be familiar with and comfortable with its usage. This has been the
main pla�orm used by our ins�tu�ons since the start of the pandemic, and for that reason this
playbook will focus on using Zoom in detail. However, we will list some alterna�ve op�ons that
you may want to consider.

An introduc�on to Zoom
A Zoom paid subscrip�on plan is necessary for your organiza�on if you want to benefit from the
full suite of offerings. There are several �ers available, depending on the needs of your
organiza�on. Zoom offers two main services: Mee�ngs and Webinars. The Webinars service can
be purchased as an op�onal add-on license in Zoom’s paid plans. This means that Zoom can be a
suitable pla�orm op�on both for small, interac�ve classes—using Zoom Mee�ngs—and
broadcast-style public events intended for a large audience—using ZoomWebinars.

It is important to consider the differences between Zoom Mee�ngs and Webinars, and the
different use cases for each service. It is also worth no�ng that while many of the general Zoom
Mee�ng se�ngs also apply to Webinars, some se�ngs are dis�nct from each other. We will go
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into detail on the op�ons and se�ngs for both Mee�ngs and Webinars in the following pages.

Zoom Mee�ngs are suitable for small, paid, interac�ve classes, with a sign-in link that adds
security and controls the number and iden�fica�on of par�cipants, whereas Webinars are ideal
for large, public events, free or paid. The key difference between Mee�ngs and Webinars is that
Mee�ngs allow for more interac�vity and engagement with par�cipants, whereas with Webinars
the audience cannot be seen or heard and the focus is on the panelists who are presen�ng.

With Zoom Mee�ngs, the host and, if necessary, a co-host leads the session and controls the
mee�ng. Par�cipants can have their video on or off, and can mute and unmute themselves; hosts
can enable the chat func�on and screensharing for par�cipants; and everyone can see who the
other par�cipants are in the mee�ng. The host can also create breakout rooms in which the
a�endees can be divided into small groups who can work independently. For this reason Zoom
Mee�ngs are par�cularly suitable for a small, live class or workshop environment, where
a�endees are ac�ve par�cipants. It is also possible to schedule a recurring mee�ng so that, if you
have a course running over several sessions, par�cipants can access it using the same log-in code.

Zoom Webinars are best suited for a livestreamed, broadcast-style presenta�on, with a host and
panelists and limited audience interac�on. Examples include lectures, interviews, expert panels,
and special events. That being said, in Zoom Webinars there are some op�ons to increase
interac�vity with your audience—for example, you can enable the chat func�on and a text Q&A
func�on, and you can temporarily unmute or promote an audience member to panelist if you
would like to have a more interac�ve Q&A in which the audience member who is speaking can
temporarily be heard and/or seen.

It is possible to record your Mee�ng or Webinar event via Zoom, and an edited version of it can
then be posted online later or sent to par�cipants. If you do choose to record a Mee�ng, it is
important to have the permission of all par�cipants. For youth programming in par�cular,
recording is not recommended to protect the privacy of the children involved, and you must
receive signed consent of parents before any such recording. For this reason, the recording
feature is usually best suited to Webinars, where the privacy of the audience is not a concern as
only the host and panelists can be seen and heard.

• Helpful Zoom video tutorials

• Zoom’s fee structures

• The key differences between ZoomMee�ngs and Webinars

• Details on how to use ZoomMee�ngs and Webinars

• How to record on Zoom

https://• https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials
https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials
https://• https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials
https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials
https://• https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials
https://support.zoom.us/hc/en-us/articles/206618765-Zoom-Video-Tutorials
https://zoom.us/pricing
https://support.zoom.us/hc/en-us/articles/115005474943-Meeting-and-webinar-comparison
https://support.zoom.us/hc/en-us/categories/201146643-Meetings-Webinars
https://support.zoom.us/hc/en-us/sections/200208179-Recording
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Best prac�ces for small classes on Zoom

Whether you decide to offer a small class for free or for a fee, you will need to have par�cipants
sign up to your class so that you can track enrollment and send them a mee�ng code to log in.

This is best achieved via your own booking pla�orm, if you have one. You can then copy and paste
the mee�ng invita�on to email to par�cipants or include it in the registra�on informa�on when
they sign up for the class. If you do not have an established booking pla�orm, Eventbrite is a
useful op�on to consider.

• How to schedule an event on Eventbrite

• There is no fee to post free events on Eventbrite; however, for events that are
not free, Eventbrite takes a cut of registra�on fees.

• Eventbrite’s fees

• Collec�ng dona�ons with Eventbrite

• You can link your Zoom event to Eventbrite for seamless �cke�ng and
scheduling. For details on how to do this, see here.

ZoomMee�ng se�ngs for small classes

Ge�ng started with ZoomMee�ngs

When you want to schedule a Zoom Mee�ng for a small class or mee�ng, go to the Zoom web
portal, click on the Mee�ngs tab, and then click on “schedule a mee�ng”. At this stage you can
select whether this will be a one-off or recurring mee�ng, and you can add an addi�onal host.

You can also decide on certain mee�ng se�ngs in the Se�ngs tab. You should ensure that you
have enabled your preferred se�ngs and reviewed all se�ngs for your class or mee�ng before
it begins, so that it runs as intended, as some se�ngs cannot be changed during the class or
mee�ng. You can create a mee�ng template in your Zoomweb portal account, and use this for all
classes and mee�ngs once you have decided on your preferred se�ngs.

• Security: For small classes that require ve�ng and privacy, it is recommended that you have
both a mee�ng ID code and a passcode, rather than simply using a mee�ng ID. For children’s
classes in par�cular, the passcode ensures addi�onal privacy and security. In the “security”
se�ngs of your Zoom account, you can also enable “embed passcode in the invite link for
one-click join”. This means that the mee�ng passcode will be encrypted and included in the
invite link to allow par�cipants to join with just one click, without having to enter the

https://www.eventbrite.com/support/articles/en_US/Multi_Group_How_To/how-to-create-an-event?lg=en_US
https://www.eventbrite.com/support/articles/en_US/Multi_Group_How_To/how-to-create-an-event?lg=en_US
https://www.eventbrite.com/support/articles/en_US/Troubleshooting/how-much-does-it-cost-for-organizers-to-use-eventbrite?lg=en_US
https://www.eventbrite.com/support/articles/en_US/Troubleshooting/how-to-fundraise-and-collect-donations-with-eventbrite?lg=en_US
https://www.eventbrite.com/support/articles/en_US/How_To/how-to-set-up-a-paid-webinar-using-zoom-and-eventbrite?lg=en_US
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passcode—but it maintains the addi�onal security.

• Wai�ng Room: It is recommended that you enable the “wai�ng room” func�on in Zoom
Mee�ngs so that you can ensure that the people who have signed up for the class are indeed
the people gaining access. When sending out informa�on about the class to a�endees before
the first session, remember to ask a�endees to join the Zoom session using their real name.
Then, when they are in the Zoom “wai�ng room”, the host can check their names against the
a�endee list, and admit each par�cipant individually once they have verified their iden�ty.

• Mu�ng: Par�cipants should be muted upon entering the class. If your version of Zoom allows
it, you can enable this when scheduling a specific mee�ng, or in the general Zoom se�ngs for
Mee�ngs, by clicking on “mute all par�cipants when they join a mee�ng”. Par�cipants can
then unmute themselves in the class if and when they want to speak. However, it is
recommended that you ask par�cipants to mute themselves at all �mes unless they want to
talk, as background noise coming from a par�cipant can interfere with the host’s presenta�on
because audio from only one individual can be heard at a �me.

• Screens on: Instructors usually prefer when par�cipants of small classes have their screens on
so that they can see who they are teaching, and to gauge interest levels and increase
interac�on. For this reason, it is recommended that you request that par�cipants keep their
screens on for the class. However, you may choose to enable the se�ng that has all
par�cipants’ videos off on joining the class. While you can encourage par�cipants to have
their screen on, it is also important not to force them to do so if it is not something with which
they feel comfortable. It is also worth no�ng that for some people with weak internet signal,
their experience of a ZoomMee�ng is o�en be�er when their screen is turned off.

• Chat: It is recommended that you have chat enabled so the host can communicate directly
with all par�cipants or privately with an individual par�cipant. However, it is advisable to
ensure that the par�cipants can only message the host and not each other, as this prevents
the risk of abuse of this func�on. To do this, in the “in-mee�ng basic” se�ngs, you should
disable “private chat”. For more informa�on on the chat func�on, see here.

• Co-host: If you want to have more than one host or a co-host, you should enable the co-host
func�on in the “in-mee�ng basic” se�ngs. This allows the host to make someone else a co-
host during the class. A co-host does not have all of the controls of a host, but they can help
with managing the class. For details on the differences between hosts and co-hosts, see here.

• Screensharing and breakout rooms: Depending on the type of class you are running, youmay
want to enable screensharing for all par�cipants or only the host. This can also be enabled in
the “in-mee�ng basic se�ngs”. If your class is large, you may also want to have so-called
breakout rooms. You can enable this in the “in-mee�ng advanced” se�ngs.

• Closed cap�ons: It is important to enable closed cap�ons (CC) in the “in-mee�ng advanced”
se�ngs. You can then assign a par�cipant or third-party service to add CC in the mee�ng.

https://support.zoom.us/hc/en-us/articles/115004809306-Controlling-and-disabling-in-meeting-chat
https://support.zoom.us/hc/en-us/articles/201362603-Host-and-co-host-controls-in-a-meeting
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In-mee�ng view controls
In a Zoom Mee�ng or Webinar, par�cipants can choose gallery view, where they can see all
par�cipants, or speaker view, when only the speaker is shown. However, if you are using a two-
camera set-up for, say, a demonstra�on, you may want your class to focus on the demo screen as
well as the host’s screen. To do this, you can request that all par�cipants “pin” the demo screen.
They can do this by hovering over the screen in
ques�on. A blue icon will then appear and, if they click
on this, a drop-down menu will appear and they can
click on the “pin” icon. This keeps this screen large no
ma�er who is talking.

Alterna�vely, as host you can “spotlight” the screen
for all par�cipants. You can do this by going to the
screen’s dropdown menu and clicking on “spotlight
for everyone”. This ensures that this screen is
highlighted for all par�cipants throughout the class.
You can also un-spotlight it at any �me. For more
informa�on on pinning and spotligh�ng, see here.

Screensharing

In-mee�ng view controls

Screensharing is an important part of ZoomMee�ngs andWebinars, enabling you to share slides,
videos, and other assets within your Zoom session. If you are sharing, for example, a PowerPoint
presenta�on, it is advisable that you share “applica�on only” rather than your full computer
screen. Depending on the device you are using for Zoom, you should have access to the full suite
of advanced screensharing op�ons, but it is best to check this and test out the op�ons that are
available to you before your class or event. For example, many of these advanced features are
only available on Zoom’s desktop client with the latest version of Zoom.

For more informa�on on screensharing, see here and here.

https://support.zoom.us/hc/en-us/articles/201362743
https://support.zoom.us/hc/en-us/articles/201362153-Sharing-your-screen-content-or-second-camera
https://support.zoom.us/hc/en-us/sections/201740106-Screen-Sharin
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Audio and video sharing op�ons
Before you share your screen, you will no�ce two op�ons at the bo�om of the screen. The first is
“share computer sound”, and you should check this if you are sharing anything that has audio, as
this means that the audio will be heard correctly by Mee�ng and Webinar par�cipants.

The other op�on at the bo�om of the screen is “op�mize for video clip”. Only check this if you
plan to share a video clip in full-screenmode. Otherwise, this op�onmay cause the shared screen
to appear blurry.

If you are sharing video, Zoom recommends that you use the applica�on’s built-in video player,
rather than simply sharing your screen to play the video, as this will improve the quality of the
video playback. You can do this by clicking on the advanced tab in the screensharing menu, and
then selec�ng “video”. You can then navigate to and select the video you wish to share, and click
“open” to play the video for your audience. The advantage of this approach is that your audience
cannot see the playback controls, and it improves the quality of shared videos, providing a more
stable viewing experience.

When using this feature, “op�mize for video clip” is automa�cally enabled, which is generally
recommended for sharing videos but also restricts and downscales the resolu�on to improve
framerate. This can be manually disabled, which will allow for higher resolu�on, but this should
only be used in situa�ons where framerate is less important. For example, it is recommended that
you disable video clip op�miza�on if you are sharing a video with a lot of text, such as a recording
of a slideshow or presenta�on. If video op�miza�on is enabled in this situa�on, the text in the
video may appear blurry.

For more informa�on on sharing sound, see here.

For more informa�on on video sharing, see here and here.

https://support.zoom.us/hc/en-us/articles/201362643
https://support.zoom.us/hc/en-us/articles/360051673592
https://support.zoom.us/hc/en-us/articles/202954249
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Advanced screensharing op�ons

• It is possible to share your slides or video as a virtual background. This is of benefit
if you want your viewers to see you while you are showing your presenta�on. For
informa�on on this, see here.

• In advanced op�ons for screensharing, it is also possible to highlight a por�on of
your screen and share only this sec�on. When you click on this op�on, a green
border appears that can be adjusted by clicking and dragging any side or corner.

• Dual monitors are par�cularly useful when screensharing, as you can then both
view par�cipants and see what you are screensharing. This is achieved by enabling
dual monitors in your general se�ngs in Zoom. Instruc�ons on how to do this can
be found here.

• For detailed informa�on on how to share a PowerPoint presenta�on, including how
you can use dual monitors to view the presenta�on and par�cipants while also
seeing your speaker notes, see here.

• When you are screensharing, you have the op�on to annotate what is being shown
on screen. This means you can “write” on your screen in real �me, if there are
certain things you want to highlight or point out. You can also enable the feature to
allow others to annotate as well. Please note that this must be enabled in your
se�ngs before you start a mee�ng. Details on how to enable annota�on and how it
func�ons can be found here.

• Annota�on is also useful when you are using the whiteboard screensharing
func�on. The whiteboard is a useful tool for live brainstorming and note-wri�ng,
and is great for increasing the interac�vity of your class. The whiteboard is found in
the screensharing op�ons. Details on Zoom’s whiteboard can be found here.

https://support.zoom.us/hc/en-us/articles/360046912351-Sharing-slides-as-a-Virtual-Background
https://support.zoom.us/hc/en-us/articles/201362583-Using-dual-monitors-with-the-Zoom-desktop-client
https://support.zoom.us/hc/en-us/articles/203395347
https://support.zoom.us/hc/en-us/articles/115005706806
https://support.zoom.us/hc/en-us/articles/205677665


17From Onsite to Virtual

Breakout rooms
The breakout rooms op�on is a useful feature in Zoom when you are hos�ng large classes and
want to encourage interac�on, group work, and discussion. Breakout rooms divide a class into
several smaller sessions that are separated in video and audio from the main session. The host
can then drop into any of these sessions while they are ongoing. You can assign individuals to
certain breakout rooms, they can be randomly assigned, or they can choose which breakout room
they want to enter.

To create a breakout room, you will first have to enable them in your Zoom Mee�ng se�ngs.
Details on how to do this can be found here.

For details on crea�ng and managing breakout rooms as host, see here.

Polls
Polls are a useful way to find out more about your par�cipants or to increase interac�vity. Polls
should be prepared in advance—you can do this on your scheduled mee�ng page, but you must
also have enabled polls in your general Zoom Mee�ng se�ngs. When se�ng up a poll, you can
decide if the answers are shared anonymously and whether you want mul�ple choice. During the
Zoom session, you can then launch the poll and as par�cipants answer you can see the results in
real �me. Once the poll is complete, you can choose to share the results with the par�cipants.
You can also download a full report of the poll for analysis later on.

Polling for Mee�ngs details are available here.

https://support.zoom.us/hc/en-us/articles/206476093-Getting-Started-with-Breakout-Rooms
https://support.zoom.us/hc/en-us/articles/206476313
https://support.zoom.us/hc/en-us/articles/213756303-Polling-for-Meetings
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Virtual backgrounds
Virtual backgrounds are useful if you want a branded appearance for your class, if you are
working from home or, as men�oned in screensharing op�ons, if you want to use your
background to show a slideshow or video. You can enable virtual backgrounds for yourself and/or
par�cipants in Mee�ng se�ngs. To achieve the best virtual background effect, Zoom
recommends using a solid color background, preferably green; you should also ensure your
clothes are a different color from your background so you don’t disappear!

For detailed instruc�ons on how to use virtual backgrounds, see here.

You can also simply enable a blurred background for your mee�ngs.

Closed cap�ons
If you have enabled closed cap�oning in the “in-mee�ng advanced” se�ngs on the Zoom web
portal, you can assign a par�cipant to type the closed cap�ons, or connect the session with a
third-party AI or human cap�oning service during a ZoomMee�ng orWebinar. To do this, click on
the “CC” closed cap�on bu�on, and then select “Assign a par�cipant to type”, “I will type” or, to
use a third-party service, click on “copy the API token”, and then share this token with the service
in ques�on. Your Zoom session and the third-party cap�oning service can then be linked. You can
also adjust how the cap�ons will appear by clicking on “accessibility” in the Zoom app se�ngs.

For more details, see here. See also the Accessibility sec�on of this playbook, from page 39.

https://support.zoom.us/hc/en-us/articles/210707503
https://support.zoom.us/hc/en-us/articles/360061468611
https://support.zoom.us/hc/en-us/articles/207279736-Closed-captioning-and-live-transcription
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If you would like to conduct demonstra�ons during your Zoom session, a two-screen
set-up enables par�cipants to view your demonstra�on while also seeing your face on
screen. There are numerous ways to do this:

• You can log into Zoom as a host on your primary device. This is the screen where
your face will appear. Then you can log in as a co-host on a secondary device such
as a smartphone or iPad that is mounted on a tripod or other device and placed over
the space where you will be demonstra�ng. Your par�cipants can then pin this
screen, or you, as host, can spotlight this screen so that viewers can focus on what
you are demonstra�ng.With your secondary device, it is important when joining the
Zoom mee�ng that you do not click “join with computer audio”, and that you also
mute the device. This prevents any feedback or echo, which can happen when two
devices in the same space are logged into a single Zoom session.

• You can also have a single log-in with mul�ple cameras that you can switch between
via Zoom. With this op�on you can use a camera such as a GoPro mounted on an
overhead boom mic stand that can be used as a top-down camera to show your
demonstra�on. This is discussed in detail in the Training Documenta�on sec�on of
this playbook on page 58.

• For a more flexible but complex mul�-camera op�on, you can use a third-party live
video edi�ng program in which several camera views can be displayed via one Zoom
account. Op�ons include so�ware such as OBS Studio (obsproject.com) or
ManyCam (manycam.com). This type of op�on is also discussed in more detail in the
Training Documenta�on sec�on of this playbook.

Mul�-screen set-up op�ons for Zoom

An Art Center staff member conduc�ng a virtual
field trip using a mul�-screen set-up.

https://obsproject.com/
https://manycam.com/
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Best prac�ces for large events on Zoom

Zoom Webinars are ideal for large events such as presenta�ons with limited interac�vity. Zoom
Webinars allow you to broadcast to up to 10,000 view-only a�endees, depending on the size of
your webinar license. Licenses start at a capacity of 100 par�cipants and go up to 10,000. If you
believe you will go over your a�endee limit, you can consider broadcas�ng directly from Zoom to
YouTube Live or Facebook Live.

Webinars can require preregistra�on or a�endees can join by simply clicking a link at the �me of
the event. Webinars can be held once, as a series, or can be the same session held mul�ple �mes.

Interac�ve op�ons: The host, co-host, and panelists can share their screen, video, and audio in a
Zoom Webinar, while a�endees are “view-only”, meaning they cannot be seen or heard.
However, there are ways to increase interac�vity in Zoom Webinars. Firstly, you can decide to
enable the chat func�on. There is the slight risk that users, under the cloak of anonymity, may
abuse this func�on, so this is worth bearing in mind when you are deciding whether to enable it.

Another possibility is the Q&A func�on, which means that a�endees can submit ques�ons that
are seen by the host, panelists, and, if you choose, a�endees. You can also enable the op�on for
a�endees to raise their hand digitally if they want to make a contribu�on. At this point, you can
either unmute them so that they can speak, or you can temporarily promote them to panelist so
that they can be seen and heard for the required �me. It is important to remember to remove
this privilege once they have had their chance to speak!

Prac�ce and planning: Webinars can be complex events that o�en involve managing several
panelists, sharing various types of content, and monitoring the chat and Q&A func�ons. For this
reason, it is important to: run prac�ce sessions, with tech checks and runthroughs involving all
par�cipants, including guest speakers if feasible; have a script or run-of-show with a detailed
schedule and fallback op�ons with which everyone involved is familiar; and have an all-hands-on-
deck approach with clearly designated roles for each employee.

For example, if you are a host, it is important to have an alterna�ve host assigned in case you have
any issues, such as internet problems, on the day of the event. You should also have at least one
person in addi�on to the host who has access to all the assets to be shown during the webinar,
such as videos and slideshows, in case the host experiences technical difficul�es. You should have
someone on hand for tech support, and someone assigned to manage the chat, Q&A, and
handraising if you can enable these func�ons, and they should perhaps have addi�onal support
if there is a sec�on when they are promo�ng and demo�ng a�endees who have been invited to
speak.

For everything you need to know about ZoomWebinars, see here.

Ge�ng startedGe�ng started with ZoomWebinars

https://support.zoom.us/hc/en-us/sections/200324965-Video-Webinar
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Scheduling a ZoomWebinar
When scheduling a Zoom Webinar, there are several op�ons to consider. You can decide at this
stage whether the webinar is recurring; whether there will be an alterna�ve host; whether you
want to enable the chat func�on; whether you want to automa�cally record the event; whether
to make the webinar on-demand (which means it will be recorded and made available to
registrants to watch at their leisure); and, importantly, whether you want to enable prac�ce
sessions. This last se�ng is advisable, as it means you can do a runthrough, complete a tech
check, and prac�ce with panelists before the event in a private session that is not broadcast
publicly.

It is worth no�ng that you can have prac�ce sessions at any �me before the webinar. You can start
the prac�ce session, broadcast, and end the event without affec�ng your ability to start the
webinar on the scheduled day and �me. A�endees will not be able to join the prac�ce session.
On the day of the event, when you are ready to go live from the prac�ce session, the host will click
“start webinar”, and the broadcast will then begin.

While you can designate an alterna�ve host in case you cannot a�end a webinar on the day in
ques�on, there can only be one host at a �me running the webinar. You can assign co-hosts, who
have some but not all webinar controls, and invite panelists, who are par�cipants in the webinar.

Informa�on on scheduling a ZoomWebinar, and the op�ons for registering:

• Ge�ng started with webinars

• Scheduling a webinar without registra�on

• Scheduling a webinar with registra�on

• How to schedule a recurring webinar

• Webinar prac�ce sessions

Informa�on on Webinar roles, and how to manage a�endees and panelists,
including mu�ng and unmu�ng, promo�ng and demo�ng:

• Roles in a webinar

• Managing a�endees and panelists

Addi�onal informa�on on ZoomWebinars

https://support.zoom.us/hc/en-us/articles/200917029-Getting-started-with-webinar
https://support.zoom.us/hc/en-us/articles/200917029-Getting-started-with-webinar
https://support.zoom.us/hc/en-us/articles/204619235-Scheduling-a-webinar-without-registration
https://support.zoom.us/hc/en-us/articles/204619915-Scheduling-a-webinar-with-registration
https://support.zoom.us/hc/en-us/articles/216354763-How-to-Schedule-A-Recurring-Webinar
https://support.zoom.us/hc/en-us/articles/206316975-Webinar-practice-session
https://support.zoom.us/hc/en-us/articles/360000252726-Roles-in-a-webinar
https://support.zoom.us/hc/en-us/articles/115004834466-Managing-attendees-and-panelists-in-a-webinar
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Advanced ZoomWebinar op�ons

Chat func�on

The chat feature allows webinar a�endees, the host, co-hosts, and panelists to
communicate during the webinar. Whether a�endees can chat with everyone or only
the host and panelists will depend on the se�ngs you have selected.

Using webinar chat

Q&A func�on

If you ac�vate the Q&A func�on in a webinar, you can decide whether to allow
anonymous ques�ons, and whether to allow a�endees to view answered ques�ons
only or view all ques�ons. If you choose for a�endees to view all ques�ons, you can
then choose if you want a�endees to be able to upvote ques�ons and/or comment on
ques�ons.

Using Q&A as the webinar host

Polling and post-webinar surveys

Polling can be a useful tool during the event, while a post-webinar survey can be helpful
to gauge a�endee sa�sfac�on.

Polling for webinars

Post-webinar survey and repor�ng

Prerecorded Zoom content

You can integrate prerecorded Zoom content into a live webinar by using a Zoom cloud
recording. This is useful if you are reusing a presenta�on a number of �mes, for
example. You can also use Zoom as a recording device if you want some prerecorded
content, and then share this in a live webinar.

Host live webinars with prerecorded presenta�on

https://support.zoom.us/hc/en-us/articles/205761999-Using-webinar-chat
https://support.zoom.us/hc/en-us/articles/203686015-Using-Q-and-A-as-the-webinar-host
https://support.zoom.us/hc/en-us/articles/203749865-Polling-for-webinars
https://support.zoom.us/hc/en-us/articles/360048745651-Post-webinar-survey-and-reporting
https://support.zoom.us/hc/en-us/articles/360059914112-Host-live-webinars-with-pre-recorded-presentation
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This case study is intended to demonstrate the complexi�es of running a live event such as an
exhibi�on opening, gala or special event, which has many moving parts and special
considera�ons, and includes advice on how such an event can run smoothly.

The Friday Night at the Art Center event is a good example to use as a case study because it
incorporates both ZoomMee�ng and Webinar formats, live and prerecorded sec�ons, and many
special guests with many different roles. The event was notable due to its complexity, integra�ng
different presenta�on formats, slides, videos, ar�sts presenta�ons, and a live exhibi�on
walkthrough.

The Palo Alto Art Center tradi�onally hosts a Friday Night at the Art Center to celebrate the
opening of new exhibi�ons, and features a members’ preview for Palo Alto Art Center Founda�on
donors, as well as a public event that is open to all and draws 300-600 people. When the
pandemic hit, this event moved to a virtual format. For the opening of The Black Index exhibi�on,
a dual virtual event took place, involving a Zoom Mee�ng for Founda�on members and,
a�erwards, a public ZoomWebinar for anyone who had registered for free to join.

Art Center staff began planning the event more than a month in advance. This involved several
mee�ngs among a group of staff members, and during these sessions ideas were formed on the
content of each event; a “script” or run-of-show was then developed, the �ming of each segment
was determined, and roles and responsibili�es were designated. A number of tech checks and
prac�ce sessions helped iron out any poten�al issues that might emerge on the night of the
event, and helped staff plan for any unforeseen technical problems.

For the members’ preview, it was decided that a ZoomMee�ng was preferable due to the smaller
numbers involved, and the increased opportunity for Founda�on members to interact with the
speakers in a more in�mate, exclusive session. It also meant that the members’ event and public
event could be managed separately. With a buffer of 15 minutes between each event, the
members’ preview took place first on one Art Center Zoom account, while the public Webinar
event was managed by a different staff member on a separate Art Center account that has a
webinar license.

The events involved a real-world connec�on with local restaurant Jackie’s Place, which provided
pre-made cocktails that could be delivered to or collected by Founda�on Circle-level members;
the general public, meanwhile, were provided with a free cocktail recipe.

The members-only event included exclusive presenta�ons by Dennis Delgado and Lava Thomas,
two of the ar�sts in the exhibi�on, and an in�mate Q&A with members. There was also a live
exhibi�on walkthrough with the curator, Bridget R. Cooks, and the use of a slideshow.

Case study: live special event

The Black Index exhibi�on’s Friday Night at the Art Center
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For themain public event, which was free to a�end, a�endees registered on Eventbrite to receive
the ZoomWebinar link. This was of benefit as we were able to track projected a�endance figures,
with the considera�on that wemay have had to broadcast to YouTube Live or Facebook Live if the
numbers went above our webinar limit. It also meant that we were able to send a�endees a
survey a�er the event so that we could track user sa�sfac�on.

The main presenter of the webinar was Karen Kienzle, Director of the Art Center, who joined the
session as a panelist and used a preprepared script. There was a behind-the-scenes webinar host,
who shared videos and slideshows as needed; several addi�onal employees worked in the
background to monitor the Q&A and ensure any technical issues were resolved; and one person
was designated to manage the walkthrough. A list of links and informa�on was preprepared to
input into the chat during the events. Everyone was clear on the schedule and �mings of each
event, which was important to ensure both themembers’ preview and public event ran smoothly.

During the webinar, there was an introduc�on to the event by Palo Alto vice mayor Pat Burt; a
prerecorded video slideshow featuring the artworks in the exhibi�on accompanied by a reading
of a sec�on of the curator’s “The Black Index” essay by actor and theater professor Aldo
Billingslea; a second live walkthrough with Dr Cooks; a redac�on poetry ac�vity with playwright
Leelee Jackson; and a talk by renowned writer Julie Lythco�-Haims.

Interac�ons with the audience were limited; however, the Q&A was enabled, and when it came
to par�cipants reading their poetry at the end of the wri�ng ac�vity with Leelee Jackson, they
raised their hand digitally and were then unmuted so that they could share their work. This
op�on was simpler to manage than promo�ng them to panelists in the limited �me available,
although it meant that the par�cipants could only engage via audio.

For the live exhibi�on walkthrough, the curator wore a wired lavalier microphone that was
connected to the cameraperson’s smartphone. This was important to improve the audio quality
for the live walkthrough. The smartphone was mounted on a monopod using a smartphone
a�achment so that the video feed would not be too shaky. The smartphone was then connected
directly to the webinar as a live feed via the smartphone’s Zoom account, with the cameraperson
joining as a panelist under the name “Exhibi�on Walkthrough”.

It was important to have a number of fallback op�ons available if any issues arose during the
event. For example, we designated an alternate host, ensured we had a co-host with access to all
the assets, and had a fallback plan if any segment did not work out as planned. We worked to
ensure that all panelists had a good internet connec�on, and that we had a plan in place if the
internet failed for anyone at any point during the event. There is always the risk of technical issues
with a live walkthrough, for example. For this reason, we realized it was advisable to have a
prerecorded walkthrough or slideshow of the exhibi�on on hand that could be played at a
moment’s no�ce if there were problems with the live walkthrough.

We ensured that all onsite panelists were located in separate spaces, to avoid any feedback. In
addi�on, all panelists muted themselves and turned off their screens unless they were
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presen�ng, as this ensured that the audience saw only the relevant presenter. It was important
to have smooth transi�ons between each segment, with the presenter bridging the gaps between
each sec�on and giving the webinar host the �me and opportunity to prepare for the next sec�on
of the event.

Both events were recorded; however, only the public webinar was later published on YouTube.
This meant the public event remained accessible to all those who were interested in it, while the
members’ preview remained exclusive.

To view the recording of this event, please visit the Palo Alto Art Center Founda�on’s YouTube
channel.

The live walkthrough in progress during the Friday Night at the Art Center celebra�on of The Black Index exhibi�on.
Pictured is curator Bridget R. Cooks, le�, speaking about the artworks, and an Art Center staff member broadcas�ng
to Zoom using a smartphone a�ached to a monopod.

https://youtu.be/G92oUP2Z-14
https://www.youtube.com/c/PaloAltoArtCenterFoundation
https://www.youtube.com/c/PaloAltoArtCenterFoundation
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ZoomWebinars can easily be broadcast live on Facebook Live or YouTube Live, which is an op�on
if you are hoping to expand your reach and do not need the audience to sign up in advance, if you
would like your followers to happen upon your event if they are online at the �me of the
broadcast, and if you suspect your audience numbers may be higher than your Zoom audience
limits for webinars.

• Livestreaming from Zoom to YouTube Live

• Livestreaming from Zoom to Facebook Live

You can enable automa�c redirects to a livestream on Facebook Live or YouTube Live if your Zoom
Webinar reaches capacity. For direc�ons on how to do this, see here.

Op�ons for broadcas�ng livestreams

Facebook Live and YouTube Live

Virtual ar�st talks, author visits, and expert presenta�ons

The Palo Alto Art Center has found that virtual programming involving exhibi�ng ar�sts,
such as online lectures, talks, and presenta�ons, have been par�cularly successful. As a
result, the Art Center plans to con�nue this type of virtual event beyond the Covid-19
pandemic.

The Art Center has found that there has been significant interest among ar�sts in
par�cipa�ng in virtual talks and lectures, and that there has also been high audience
a�endance for such events. The benefits of these events are two-fold: they have
removed travel barriers for ar�sts who do not live near the venue, meaning they can s�ll
be involved in exhibi�on-related events, and at the same �me members of the public
from anywhere in the world who are interested in the ar�st in ques�on can a�end the
virtual event.

Virtual author visits and high-profile expert presenta�ons also fall within this category
of virtual events. Cultural ins�tu�ons may find that such events are actually more
successful in a virtual format than in person due to their flexibility and high audience
capacity. A well-known author, for example, can a�ract a significant audience from a
wide geographic area for a virtual event.

Such events are best suited to the webinar format, as it facilitates a large number of
a�endees, and maintains the primary focus on the ar�st, author, or expert giving the
presenta�on.

https://support.zoom.us/hc/en-us/articles/360028478292-Live-streaming-meetings-or-webinars-on-YouTube
https://support.zoom.us/hc/en-us/articles/115000350406-Live-streaming-meetings-or-webinars-on-Facebook
https://support.zoom.us/hc/en-us/articles/360044476331-Webinar-livestream-redirect
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• How to livestream on YouTube

• How to livestream on Facebook

• Facebook Live details

• Facebook livestreaming best prac�ces

• Facebook advanced event livestreaming

• How to broadcast live on Instagram

• How to broadcast live on Vimeo

• Vimeo streaming informa�on and pricing

• How to embed YouTube video stream on your website

• How to embed Vimeo video stream on your website

• How to create live videos on Twi�er

For details on how to broadcast live to a custom service via Zoom, see here. It is also possible to
livestream from Zoom to Vimeo, although the process is a li�lemore complex, and there are costs
involved. For details on how to do this, see here.

Facebook Live and YouTube Live are useful for livestreamed events in their own right, especially
as a way to engage with current subscribers and followers, and for events that do not require
registra�on. With Facebook Live and YouTube Live streams, you are likely to get casual viewers
who drop in to your online event when they no�ce that it is streaming. For this reason, streaming
directly to Facebook Live and YouTube Live is suitable for short, simple, free livestreams such as
a book reading or cra� demonstra�on. Other pla�orm op�ons for livestreaming video include
Instagram, Vimeo, and Twi�er.

For more complex livestreams with mul�ple presenters, cameras and assets, using Zoom or your
pla�orm of choice as the base pla�orm and then streaming this to Facebook Live and YouTube
Live is preferable as you have more op�ons and controls over how your content is presented.

If you stream to YouTube Live or Vimeo, it is also possible to embed this stream on your website,
which can then give you addi�onal choices about how your stream is presented.

Addi�onal informa�on on livestreaming pla�orms

https://support.google.com/youtube/topic/9257891?hl=en&ref_topic=9257610
https://www.facebook.com/help/931327837299966/going-live/?helpref=hc_fnav
https://www.facebook.com/formedia/solutions/facebook-live
https://www.facebook.com/business/help/626637251511853
https://www.facebook.com/business/help/2837925019861677
https://help.instagram.com/272122157758915
https://vimeo.com/features/livestreaming
https://support.google.com/youtube/answer/171780
https://support.google.com/youtube/answer/171780
https://vimeo.com/upgrade?context=livestreaming&mkc=368-fsl-1
https://support.google.com/youtube/answer/171780
https://vimeo.zendesk.com/hc/en-us/articles/360040837872-Embed-your-event-on-your-website
https://help.twitter.com/en/using-twitter/twitter-live
https://support.zoom.us/hc/en-us/articles/115001777826-Live-streaming-meetings-or-webinars-using-a-custom-service
https://vimeo.zendesk.com/hc/en-us/articles/360041243951-Stream-a-Zoom-meeting-to-Vimeo-Live
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Alterna�ves to Zoom for video-conferencing

An excellent pla�orm for broadcast-style professional-looking livestreams that gives the
presenter many op�ons for presenta�on and control in a simple, easy-to-use user interface. It is
best suited for broadcast-style livestreams as opposed to interac�ve events such as small classes.

StreamYard

Pricing

Integrates well with Google’s suite of products so if your organiza�on already uses Google
products, this may be a seamless op�on to consider. Easy to use and allows mee�ngs of up to 60
minutes for up to 100 people in its free plan. Has fewer advanced op�ons compared to Zoom in
its free plan.

Google Meet

Pricing

Teams is an op�on if your organiza�on already uses Microso�’s Office 365 suite of products due
to their seamless integra�on. Its free product, while having limited func�onality, allows up to 100
par�cipants and up to 60 minutes per mee�ng.

Microso� Teams

Pricing

An affordable and flexible op�on for professional mee�ngs. Allows users to sign in on any device
without having to download an app or sign up to the service.

GoToMee�ng

Pricing

StreamYard

Google Meet

Microso� Teams

GoToMee�ng

https://streamyard.com/
https://streamyard.com/pricing
https://support.google.com/meet/?hl=en#topic=7306097
https://apps.google.com/meet/pricing/
https://www.microsoft.com/en-us/microsoft-teams/group-chat-software
https://www.microsoft.com/en-us/microsoft-teams/compare-microsoft-teams-options
https://www.gotomeeting.com/
https://www.gotomeeting.com/meeting/pricing
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Coursera

Outschool
Outschool is geared towards youth classes, and can be a useful pla�orm for extending the reach
of your organiza�on. For details on how organiza�ons can set up classes on Outschool, see here.

According to Outshcool, the company “retains 30 per cent of the parent's enrollment cost, and
organiza�ons receive 70 per cent. We use this 30 per cent service fee to cover the cost of Zoom
licensing, credit card fees, paid marke�ng of your classes, and top-�er support from our team.”
So if you do not have a Zoom license, and you are seeking to expand the reach of your classes,
this may be a feasible op�on.

If you want to poten�ally reach more users than your local community network, you can consider
having your virtual classes hosted on an external pla�orm that has a large, poten�ally
interna�onal, user base. Examples include Outschool and Coursera. If you plan to con�nue
running virtual classes as in-person ac�vi�es recommence, such pla�orms may be a good op�on
to ensure you get enough sign-ups and the classes are sustainable financially.

Coursera is geared towards high-level adult educa�on and has affilia�ons with many pres�gious
universi�es, so it may not suit small ins�tu�ons. However, it could be an op�on worth exploring
for your organiza�on. Its courses consist of prerecorded video content rather than livestreamed
classes. Examples within Coursera include courses offered by MoMA.

To inquire about how to partner with Coursera, see here.

External online educa�on pla�orms

https://outschool.com/for-organizations#abkp5zy58i
https://www.coursera.org/moma
https://www.coursera.org/about/contact
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Perhaps the most obvious pla�orm for pos�ng video content is YouTube. A YouTube channel can
be an important and successful form of virtual engagement for your organiza�on, which can be
used to post new video content and archive live events. Vimeo is a viable alterna�ve with similar
func�onality. Subscribers to your channel as well as individuals searching for content can access
your videos, so your channel can be an effec�ve way to engage with your audience and keep all
your video content in one, easily accessible online loca�on.

As with livestreamed events, prerecorded videos on YouTube and Vimeo can be embedded
directly on your website so that visitors to your site can access video content directly from there.

SFMOMA has an ar�cle on its website that analyses how museums can best use YouTube to their
advantage.

For instruc�ons on how to upload videos to YouTube, see here.

For instruc�ons on how to upload videos to Vimeo, see here.

YouTube has also recently launched a video-sharing service called Shorts, which is intended to be
the pla�orm’s answer to TikTok and Instagram Reels. These short-form videos can be up to 60
seconds long, and are designed to be created, edited, and uploaded to YouTube using a
smartphone.

YouTube Shorts

Ge�ng started with YouTube Shorts

YouTube and Vimeo

Prerecorded video content pla�orms

The Palo Art Center
Founda�on’s
YouTube channel.

https://www.sfmoma.org/read/how-should-museums-use-their-youtube-channels/
https://support.google.com/youtube/answer/57407
https://vimeo.zendesk.com/hc/en-us/categories/201496018-Uploading-to-Vimeo
https://blog.youtube/news-and-events/building-youtube-shorts/
https://support.google.com/youtube/answer/10059070?hl=en
https://www.youtube.com/c/PaloAltoArtCenterFoundation
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Social media pla�orms

Instagram
Instagram allows you to post videos of up to 60 minutes on its pla�orm. Videos appear in your
Instagram video tab, and you can also have them appear on your main profile grid and feed.
Videos can be posted in both landscape and portrait format, but remember that on your
Instagram profile grid the cover for the video will appear in a square format, while the 60-second
preview on feeds will appear as a 4:5 center crop of your video, so it is important to consider this
when edi�ng your video. It is also worth no�ng that you cannot edit the cover image for your
video a�er it has been posted, so bear this in mind when uploading your video.

How to post a video on Instagram

Video and cover image specs for Instagram video posts

When pos�ng both videos and images on Instagram, it is important to consider hashtags.
Hashtags are a useful way to increase discoverability of your post and to engage with new
audiences. It is advisable to research and select up to 10 relevant and specific hashtags. Without
hashtags, it is likely that only your current followers will see your post. Too many hashtags, and
your account comes across as “spammy”. Try to select hashtags that are not overused or too
general. For example, there is li�le point in using #Art in a post, but you could use a more specific
hashtag that is relevant to your post, such as #AbstractWatercolor. You can also tag other
accounts in your posts by using @ and then their account name, both in the body text of the
cap�on and in the image or video itself. However, again, do not overuse this func�on, and only
tag accounts that are directly relevant to your post.

It is advisable to keep track of comments on your posts and reply if needed. With both Instagram
and Facebook business accounts, you can choose to promote certain posts that are doing well so
that they reach new audiences.

Reels is Instagram’s latest video feature, with the inten�on being that it is a rival to TIkTok’s
videosharing pla�orm. Reels are designed to be viewed in portrait format, are only 15 to 60
seconds in length, and can be discovered in the Explore sec�on of Instagram. They are intended
to be lighthearted, entertaining and experimental, with features such as being able to easily add
filters, music, and text. Short videos like this, when accompanied by the appropriate hashtags,
o�en generate significant engagement in terms of views, likes, comments, and shares.

How to create Reels

Prerecorded videos are a popular and effec�ve op�on for your social media pla�orms. These
pla�orms include but are not limited to Instagram, Facebook, and Twi�er. Each has their own
unique possibili�es and limita�ons.

https://www.facebook.com/help/instagram/456185931138729
https://help.instagram.com/381435875695118/
https://help.instagram.com/270447560766967?ref=igb_blog_reels
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In Instagram Stories, you can post videos that are even shorter, of up to 15 seconds in length.
Inspired by Snapchat, Stories show up at the top of your followers’ Instagram feeds, and they
disappear a�er 24 hours. You can keep Stories available to view a�er this 24-hour period by
adding them to your Highlights at any stage—these appear at the top of your Instagram page.

Stories are also useful for image posts that are more ephemeral than your regular feed posts,
such as �me-specific announcements or resharing posts from other users’ accounts, which helps
to increase community engagement.

How to create Stories

Facebook
On Facebook, you can upload a video of up to
240 minutes to your page, and you can upload
videos in high-defini�on (HD) format from your
computer.

How to upload a video to Facebook

Facebook also offers the capability to post

Twi�er
Twi�er is designed for short-form content, and so its videos have a maximum length of two
minutes and 20 seconds.

How to upload a video to Twi�er

The Palo Alto Art Center’s Instagram Reels, le�,
Instagram videos, above, and Facebook videos, below.

Stories, and has just launched Reels on Facebook in the US, allowing users to share their
Instagram Reels to Facebook, or to create Reels within the Facebook app itself.

https://www.facebook.com/help/instagram/1660923094227526
https://www.facebook.com/business/help/163131210928551?id=214359809769375
https://help.twitter.com/en/using-twitter/twitter-videos
https://www.facebook.com/business/learn/lessons/facebook-stories-creators
https://about.fb.com/news/2021/09/launching-reels-on-facebook-us/
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Virtual programming does not solely need to involve video-based offerings. Audio livestreams can
be an op�on if your event does not require video, such as an interview, panel discussion or book
reading. While we will not go into detail on audio-based op�ons here in this playbook, it is
certainly something that you may want to consider or inves�gate. It is par�cularly useful for
engaging with your social media followers.

Audio-conferencing pla�orms

Social media pla�orms
Twi�er introduced a live audio broadcast “conversa�on” pla�orm called Spaces in November
2020. This radio-style service allows you to host a conversa�on, for example a talk or interview,
with up to 10 people. When it goes live, your followers will be no�fied that it is taking place, and
it is possible for anyone on Twi�er to listen in. The concept is similar to the recently launched app,
Clubhouse, which describes itself as a forum for “drop-in audio conversa�ons”.

For more informa�on on Spaces, see here and here.

For informa�on on Clubhouse.

Facebook is also currently working on live audio op�ons, the details of which can be found here.

If you would like to take audio-conferencing one step further, beyond the
confines of social media, then you could consider establishing your own
podcast.

• How to start a podcast for your museum

• DIY podcas�ng for museums

• How to start a podcast

• Star�ng your podcast

Crea�ng your own podcast

https://blog.twitter.com/en_us/topics/product/2021/spaces-is-here.html
https://help.twitter.com/en/using-twitter/spaces
https://www.joinclubhouse.com/
https://about.fb.com/news/2021/04/bringing-social-audio-experiences-to-facebook/
https://www.museumnext.com/article/how-to-start-a-podcast-for-your-museum/
https://hannah-rfh.medium.com/how-to-super-quick-diy-podcasting-for-museums-other-nonprofits-closed-by-covid-19-82f5e95691f6
https://www.thepodcasthost.com/planning/how-to-start-a-podcast/
https://www.npr.org/2018/11/15/662070097/starting-your-podcast-a-guide-for-students
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Online exhibi�ons

There are several ways to bring exhibi�ons to your online audience in a virtual format:

• You can create an online version of your exhibi�on such as: a slideshow of the artworks on
your website; a dedicated exhibi�on website showcasing the works and the ar�sts in the
show; installa�on shots of your exhibi�on uploaded to a photo-sharing site such as Flickr.

• You can film live or prerecorded exhibi�on walkthroughs, or create a video tour of your space.

• You can create a 3D tour of your building or exhibi�on space so that people who cannot
a�end your venue in person can get a sense of the space and your display in a virtual,
interac�ve format that they can explore at their leisure.

If you have copyrighted images on display that you intend to show as part of your virtual
walkthrough or online exhibi�on, it is important that you ensure you have agreements from the
ar�sts or rights owners in ques�on to present their artwork in this format. This is par�cularly
important if your walkthrough, slideshow or 3D virtual exhibi�on is available to access freely
online.

The Black Index, a touring exhibi�on hosted by the Palo Alto Art Center during the
summer of 2021, u�lized many online exhibi�on op�ons. The exhibi�on has a
dedicated website with official s�lls of the images, installa�on shots, and a 3D tour
of the first space in which it was on display. The Palo Alto Art Center also has
installa�on shots of the show uploaded on Flickr.

• Dedicated website with interac�ve 3D tour.

• Installa�on shots on the website of the University Art Galleries at UC Irvine,
where the exhibi�on was first on display.

• The Palo Alto Art Center’s Flickr album of installa�on shots of the show.

• A YouTube recording of the Friday Night at the Art Center online special event
featuring a live exhibi�on walkthrough of The Black Index with exhibi�on
curator Dr. Bridget R. Cooks (walkthrough starts at 13:53 minutes).

Online exhibi�on examples

https://www.theblackindex.art/
https://uag.arts.uci.edu/exhibit/black-index
https://www.flickr.com/photos/paloaltoartcenter/albums/72157719322913084
https://youtu.be/G92oUP2Z-14
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3D tours and virtual reality exhibi�ons

Ma�erport technology is perhaps best known for interac�ve 3D walkthroughs of proper�es on
real-estate websites, but it is also a poten�al op�on for museum walkthroughs, as it creates a
digital version of your space using specialized 360-degree cameras. You can actually create a 3D
version of your space yourself using the Ma�erport app and an iPhone, or if you have the budget
you can hire a professional Ma�erport photographer to take a 3D scan of your space. It can then
be published online for visitors to explore. Some examples of Ma�erport being used in a museum
context can be found here.

Ma�erport’s pricing structure

Other companies offering similar op�ons with various pricing scales include:

• Ricoh360 Tours

• 3DVista

• Box Brownie

Another possibility is Google Arts and Culture and Google Street View. For Street View, you can
create a tour yourself using a 360-degree camera or you can hire a Google-approved professional
photographer to create the tour with specialized equipment. When you have uploaded it to
Google Street View, anyone searching for your venue on Google Maps can enter the 360-degree
tour of your space.

You may also decide to partner with Google Arts and Culture to bring your museum and
collec�ons to a wider audience in a digital format. Google Arts and Culture offers the opportunity
to create 360-degree tours, as well as helping you to create and publish digi�zed versions of your
collec�on online. Google Arts and Culture is a non-profit ini�a�ve run by Google. It is free for
museums to partner with Google Arts and Culture, with the concept being that it makes your
exhibi�ons and collec�ons freely accessible online to all. This op�on is best suited to museums
with a permanent collec�on.

Google Arts and Culture

Google Arts and Culture Street View tours

Street View 360 tours

Google Arts and Culture

Ma�erport and similar providers

https://matterport.com/blog/dont-cancel-your-museum-field-trip
https://buy.matterport.com/
https://www.ricoh360.com/tours/pricing/
https://beta.3Dvista.com/en/store/
https://www.boxbrownie.com/360-virtual-tours
https://about.artsandculture.google.com/partners/
https://artsandculture.google.com/project/street-view
https://www.google.com/streetview/business/
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Second Life
Second Life is an online virtual world, and its technology allows you to create a virtual reality
version of your exhibi�on space. An example of this is the Peale Center in Bal�more's Second Life
version of its building, developed by Linden Labs and Virtual Ability.

Second Life

Virtual Peale

Linden Labs informa�on on Virtual Peale

Filming walkthroughs and demos

• If you decide to film a live walkthrough via Zoom or another pla�orm, the most important
considera�on before going down this route is to ensure you have a strong wifi connec�on
throughout the space in which you intend to film.

• Many smartphones have excellent cameras and, so long as your internet is reliable, this is the
best and simplest op�on for livestreaming a walkthrough. Use a wifi-connected smartphone
with a high-quality camera that can stream directly to the pla�orm you are using, for example
Zoom. Ensure you have the Zoom app, or the pla�orm you are using, set up on your
smartphone beforehand so that you can log in to the event easily when the �me comes.

• A�ach your smartphone to a monopod or smartphone gimbal rig to ensure your camera is
stabilized.

• Use the camera on the back of your phone rather than the front-facing camera, as this is of
superior quality. It also means that you can see what is being shown on your screen. When
you join Zoom in your smartphone, click on the “reverse camera” icon on the top le� of the
screen to switch to this camera.

• If you are using Zoom, ensure that this screen has been spotlighted by the host before the
walkthrough starts. It is also recommended that the host and panelists turn off their screens
so that the walkthrough screen is the main focus.

• If the speaker is onsite for the walkthrough, the best audio op�on is a wireless lavalier
microphone or a wired lavalier microphone with a long cable that is connected to the

Live walkthrough �ps

https://secondlife.com/
https://www.thepealecenter.org/visit-the-virtual-peale-anytime-in-second-life/
https://www.lindenlab.com/releases/the_peale_opens_new_extension_in_the_virtual_world
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smartphone. Another op�on is wireless earbuds that have an inbuilt microphone, although
these can have a slight audio delay.

• Ensure the exhibi�on space is closed to the public during the walkthrough, and check for
room sounds beforehand, such as if there is any sound coming from mul�media artworks, or
if there are loud footsteps when walking through the space.

• Check that the ligh�ng is adjusted so that the space and the exhibits can be seen at their best
in the video feed. Check for reflec�ons, shadows or glare on glass protec�ng the exhibits, and
ensure that the images can be seen properly on camera.

• When panning across the space or when the cameraperson is moving, ensure this happens as
slowly as possible to avoid blurriness and disorienta�on for the viewers.

Prerecorded walkthrough �ps
If you want to film a prerecorded walkthrough, there are more op�ons than a live walkthrough as
you can use a video camera rather than a smartphone, and the wifi connec�on is no longer a
concern in this context. It is s�ll advisable to use a monopod or stabilizer, and a wireless lavalier
microphone for the speaker. Another op�on is to film the walkthrough without the speaker on
camera, and add a voiceover in the edi�ng stage. When edi�ng, you also have more op�ons to
show the artworks at their best, such as adding in official s�lls of the images rather than simply
showing installa�on shots. For more details on using camera equipment, filming, and edi�ng,
please refer to our Training Documenta�on sec�on, from page 50.

A prerecorded walkthrough and overview of The Art of Disability Culture exhibi�on presented by
curator Fran Osborne. This video was filmed by Midpen Media Center and is available to view on
the Palo Alto Art Center Founda�on’s YouTube channel.

https://youtu.be/U2dYSd7HhzY


38From Onsite to Virtual

How to film a single-camera or two-camera
prerecorded demonstra�on

For this type of video, which is popular to demonstrate art projects and science
experiments, you have two op�ons:

• Two-camera setup: Use a camcorder as your main camera, set up on a tripod and
facing the presenter, with a shotgun mic or with the presenter using a lavalier mic.
The second camera can be a GoPro or a smartphone, which is a�ached to a boom
mic stand using a tripod mount adapter or smartphone tripod a�achment. This
can then be extended over the demonstra�on space for the top-down frame. If
you are using a GoPro in this scenario, you can connect the GoPro wirelessly to
your smartphone to check how the frame looks. Then, in the edi�ng stage, you can
switch between camera views as needed. Ensure that the ligh�ng is adjusted so
that the top-down camera does not cast shadows during the demonstra�on.

• Single-camera setup:When you are recording a top-down demonstra�on using a
single camera, it is preferable to use a camcorder rather than smartphone or
GoPro as it is higher quality. The camcorder can be a�ached to a boom mic stand
using a ¼” screw adapter. You can then extend and adjust the boommic stand with
the camcorder a�ached so that it is facing directly down on to the demonstra�on
table. If your camcorder has a swivel viewing screen, you can adjust this to face
downwards so that you can check how the frame appears when filming. However,
due to the weight of the camcorder, it is paramount that you use sandbags as
counterweights to prevent it toppling over.

A single-camera set-up for a prerecorded art
demonstra�on for kids. The completed video, a
bunny print demonstra�on, is available to view
on the Art Center’s YouTube channel.

https://youtu.be/p1etwjur338


39From Onsite to Virtual

This sec�on demonstrates how virtual programming can expand access and engage new
audiences. It goes into detail on the accessibility considera�ons that should be taken into
account, as well as the tools and prac�ces that can be adopted when crea�ng inclusive live and
prerecorded content, and when pos�ng on websites and social media.

Virtual programming should be considered a part of overall programming beyond the Covid-19
pandemic as it expands access, inclusivity, and reach, thus engaging new audiences and, indeed,
offering a chance to engage all audiences. With hybrid programming that includes both in-person
and digital offerings, your organiza�on can integrate accessibility and inclusion into your
programming strategy (Cuseum 2021, 38). People who cannot a�end your ins�tu�on physically
can engage with your ins�tu�on virtually, while people with disabili�es can access your
ins�tu�on and its programs in ways that they otherwise might not be able to.

For this reason, it is of paramount importance that you plan your online offerings with
accessibility in mind, considering how you can make your virtual programming accessible to all
people of all abili�es and backgrounds. It is important to consider this from the outset, rather
than trying to shoehorn accessibility op�ons in to your programs at a later stage, as there may be
some budgetary considera�ons.

Most importantly, planning should by default include considera�on of all possible audiences and
this should be built into your overall program strategy. While not always possible due to budget
constraints, it is preferable to offer accommoda�ons such as live cap�oning and ASL
interpreta�on by default, rather than wai�ng for a poten�al audience member to request
accommoda�ons. It is o�en possible to enable accessibility features at rela�vely low cost or, at
the very least, considera�on of accessibility at an early stage in program planning can help with
budge�ng for such services.

ACCESSIBILITY

Expanding access with virtual
programming
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For live virtual events it is important to offer live closed cap�oning (CC), a live transcript,
American Sign Language (ASL) interpreta�on, and visual descrip�ons.

Live closed cap�oning and transcrip�on services

Live closed cap�ons and an accompanying transcript should preferably be delivered in real �me
by a person, as this ensures the greatest possible accuracy. Automa�cally generated live cap�ons,
by contrast, are known for their high error rate. If pos�ng a video of your event on YouTube or
social media a�erwards, you should edit the cap�ons before uploading to iron out any errors.
The transcript, edited to correct errors, should also be made available a�er an event.

You should consider signing up for a cap�oning and transcrip�on service. Both human and
automated op�ons are available, and such services o�en have free trials and non-profit rates. It
is preferable to seek Communica�on Access Real-�me Transla�on (CART) providers for live
events. CART professionals provide real-�me human cap�oning, and are specially trained to
transcribe text reliably and accurately. Alterna�vely, services such as O�er.ai and Rev.com offer
AI-based live cap�ons that are affordable and reasonably accurate.

Zoom offers automa�c live closed cap�ons, if you do not have the budget for a paid service, but
be aware that the error rate is quite high. Be sure to enable cap�oning in Zoom’s “in-mee�ng
advanced” se�ngs before star�ng a mee�ng or webinar. Within Zoom, an individual can then be
assigned by the host to provide manual cap�oning, an integrated third-party closed cap�oning
service can provide the cap�oning, or Zoom’s live transcrip�on feature can automa�cally provide
cap�ons.

• Informa�on on Zoom’s accessibility features and how to set up closed cap�oning on Zoom.

• With Zoom you can also have separate audio feeds for language transla�on.

Live American Sign Language (ASL) interpreta�on

Depending on the length of your event, at least one ASL interpreter should be employed to
provide ASL interpreta�on. This individual’s screen should be clearly visible at all �mes. On Zoom,
you can do this by using mul�-pinning or mul�-spotligh�ng.

Visual descrip�ons

Speakers in live events should describe themselves and their background, and should also
describe whatever is shown on screen, such as slides or images, so that people with visual
impairments can fully engage with the event. Examples include: “I am a pe�te woman with
shoulder-length brown hair, pale skin, blue eyes, and freckles. I am wearing a plain navy blue
sweater and I am si�ng on a black office chair. The background is a plain white wall.”

How to make live virtual events accessible

https://support.zoom.us/hc/en-us/articles/4409683389709
https://blog.zoom.us/happy-meetings-for-everyone/
https://support.zoom.us/hc/en-us/articles/207279736-Closed-captioning-and-live-transcription
https://support.zoom.us/hc/en-us/articles/360034919791-Language-interpretation-in-meetings-and-webinars
https://support.zoom.us/hc/en-us/articles/201362743
https://support.zoom.us/hc/en-us/articles/201362653
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How to make prerecorded videos accessible

Service providers

• Amara: Sub�tling service for prerecorded videos

• Ubiqus: Offers video transcrip�on, sub�tling, transla�on, and localiza�on

• Rev: Human and AI video transcrip�on and cap�oning, and AI Zoom cap�oning

• Cas�ngWords: Transcrip�on and cap�oning service

• 3Play Media: Offers video cap�oning and transcrip�on, and live cap�oning

• O�er.ai: Live AI Zoom cap�oning, as well as video transcrip�on and cap�oning

• Linguabee: ASL interpreta�on and CART cap�oning service provider

• StreamText: Technology used by transcrip�on and cap�oning providers

It is possible to edit automa�cally generated closed cap�oning (CC) on YouTube and Vimeo before
pos�ng your video online. It is important to check the CC for accuracy before pos�ng.
Alterna�vely, you can use a service such as O�er.ai or Rev.com to create perfected cap�ons, with
a more accurate, �me-synced cap�on file, usually in SRT format, that you can add to YouTube or
Vimeo when you upload your video.

• YouTube offers editable automa�c cap�oning, and integra�ons with third-party services.

• Vimeo also has various cap�oning op�ons, including integra�ng with third-party providers.

Youmay also consider open cap�ons. Closed cap�ons can be turned on or off by the viewer; open
cap�ons are added to the video file itself in the edi�ng stage and cannot be turned off. In
addi�on, consider providing a transcript below or alongside the video, or a link to the transcript.
Again, edit any automa�cally generated transcripts for accuracy prior to pos�ng.

When filming a video with audio, ensure that you leave space in the lower-third of the frame so
that cap�ons can be added without covering something important such as a key visual detail.

Audio descrip�ons, i.e., a voice that describes what is being shown on the screen when no
dialogue is being spoken, should be considered. You may also consider adding an ASL interpreter
to your prerecorded videos. The interpreter’s video can be included as a picture-within-a-picture
in the edi�ng process. Remember to consider this when se�ng up your shots, ensuring there is
a place in the frame where the picture-in-picture video of the interpreter can be posi�oned.

https://amara.org/en/
https://www.ubiqus.io/
https://www.ubiqus.io/
https://www.rev.com/
https://www.rev.com/
https://castingwords.com/
https://castingwords.com/
https://streamtext.net/
https://www.3playmedia.com/
https://otter.ai/
https://www.linguabee.com/
https://streamtext.net/
https://www.3playmedia.com/
https://support.google.com/youtube/topic/9257536?hl=en&ref_topic=9257610
https://vimeo.zendesk.com/hc/en-us/articles/224968828-Captions-and-subtitles
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Ensure that digital content such as your website is accessible to all users, i.e., that it can be easily
navigated by people who use assis�ve technologies such as screen readers, and that it includes
alt text and visual descrip�ons. Alt text, or alterna�ve text, is a short visual descrip�on of what an
image shows, while an image descrip�on is a long, detailed, non-interpre�ve descrip�on of the
image.

You can check the accessibility of your website by installing the Wave Chrome extension.

If you have images from an exhibi�on or your collec�on posted online, always ensure that these
images have alt text embedded in them. Alt text and visual descrip�ons are essen�al tools for
individuals with visual impairments to be able to engage fully with your digital image content. It
is important to have alt text and visual descrip�ons available for screen readers to access in
addi�on to the standard basic descrip�on of an image offered on a cap�on or label, which usually
includes simply the image �tle, copyright informa�on, materials, date etc.

For advice on how to write image descrip�ons and for sample alt text and image descrip�ons, see
the comprehensive guidelines offered by Cooper-Hewi�.

When pos�ng images on Facebook, Instagram, or Twi�er, ensure that you have added a short
descrip�on of the image in the alt text field. This enables screen readers to describe the image
shown. It is not recommended that you post an image with text as part of the image, as screen
readers cannot recognize the text in an image. If you do post an image with text in it, include the
full text in the descrip�on of the image.

• How to edit or insert alterna�ve text when pos�ng images on Facebook.

• How to edit or insert alterna�ve text when pos�ng images on Instagram.

• How to edit or insert alterna�ve text when pos�ng images on Twi�er.

It is also best prac�ce to include a longer image descrip�on in the body text of your post. You can
add this at the end of your post, before hashtags.

Whenever you add hashtags to a post, it is important to capitalize the first le�er of each word in
the hashtags, so that a screen reader can read the hashtags correctly.

It is possible to upload SRT cap�on files to Facebook and Twi�er when you upload videos to these
pla�orms, meaning you can provide perfected cap�ons with your videos. However, at �me of
wri�ng, Instagram only offers auto-generated cap�ons for videos.

Websites and images

Social media posts

https://wave.webaim.org/
https://www.cooperhewitt.org/cooper-hewitt-guidelines-for-image-description/
https://www.facebook.com/help/214124458607871
https://help.instagram.com/503708446705527
https://help.twitter.com/en/using-twitter/picture-descriptions
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Case study: improving access and inclusion

The Art of Disability Culture exhibi�on at the Art Center

The Art of Disability Culture exhibi�on, curated by guest curator Fran Osborne, opened at the Palo
Alto Art Center on September 11, 2021. The show featured work by 20 ar�sts with disabili�es
based in the Bay Area or with strong �es to the Bay Area.

This exhibi�on provided an impetus for staff at the Art Center to consider the ways in which we
could make our programs more accessible, in par�cular considering all poten�al avenues of
access and inclusion—for the ar�sts, for online audiences, and for in-person a�endees.

We realized from the outset, when planning our Friday Night at the Art Center exhibi�on opening
and a Community Day celebra�on, that the op�mal format for these events would be a hybrid
offering. In other words, the events would take place simultaneously onsite and online, so that
those who could not a�end or did not feel safe to a�end in person could s�ll access the events.
In this context, we researched and implemented many accessible features for the online
component of the events, namely:

• Live human CART cap�oning, which was integrated into our Zoom and YouTube livestreams,
and was also accessible via a StreamText live transcript.

• A camera trained on the onsite ASL interpreter for the livestream sec�on of the events that
was shown as a picture-in-picture.

An installa�on shot of The Art of Disability Culture exhibi�on at the Palo Alto Art Center.
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• The use of prerecorded videos that reflected many of the live onsite ac�vi�es. We decided
upon this strategy to ensure both the online and in-person events ran smoothly. For example,
for our online events, we showed prerecorded exhibi�on walkthroughs with the guest curator
and prerecorded ar�st presenta�ons. We also livestreamed the performances that took place
onsite using sta�onary cameras. We worked with a local media produc�on company, Midpen
Media Center, to produce the videos and to livestream the performances to YouTube, in an
effort to enhance the produc�on values of the online component of the events.

• Video recordings of the events with perfected cap�ons. We later published videos of the
events on our YouTube channel with perfected cap�ons so that anyone who could not access
the event live would be able to view the content at their convenience.

We achieved perfected cap�ons for the recordings by using the O�er.ai automated transcrip�on
service. It is worth no�ng that the transcript produced by O�er s�ll required significant edi�ng.
We were then able to export the transcript from O�er as a �med SRT cap�on file, and upload this
to YouTube when uploading the videos. We found it was important at this stage, when the SRT
file was uploaded to YouTube, to double-check that the cap�ons and audio matched up. The end
result was far superior to automated YouTube cap�ons and, while �me consuming, this approach
was less costly than employing a service provider to deliver the perfected cap�on file.

Following our review of the Friday Night at the Art Center and Community Day events, we
determined that large-scale, simultaneous hybrid events can be somewhat challenging for small
ins�tu�ons with limited staffing and resources. We plan to con�nue to offer online programming
for special events in addi�on to our in-person events; however, to enable our staff to manage
both in-person and online events effec�vely, we are reconsidering whether to host these events
simultaneously. We did find, however, that the combina�on of live and prerecorded video
content worked well for online special events, and plan to con�nue incorpora�ng this into our
future events.

When planning exhibi�ons and events, we discovered that it was necessary to prepare for
accessibility considera�ons well in advance—at the budge�ng and ini�al planning stages. It can
take �me to source available ASL interpreters and CART cap�oners, and it is also important to
budget for their services. We hope to con�nue to offer such accommoda�ons for our online
events beyond this exhibi�on. Our O�er.ai subscrip�on also enables us to provide improved
cap�ons for ZoomWebinars and Mee�ngs if a live cap�oner is not an op�on—while not as good
as a human cap�oner, O�er.ai’s cap�oning service is far superior to Zoom’s automated cap�ons.

We also created an enhanced website for the exhibi�on, so that those who could not visit the
show in person could s�ll access materials related to the exhibi�on. Each ar�st had a page
dedicated to their work in the show, and we ensured there was alt text embedded in all images.
We also had audio descrip�ons for all the artworks, as o�en as possible recorded by the ar�sts
themselves. These were accessible in the gallery via QR code, but also available on the website.

In terms of our social media , this exhibi�on gave us the opportunity to learn about ways that we

https://www.youtube.com/c/PaloAltoArtCenterFoundation/videos
https://otter.ai/
https://www.cityofpaloalto.org/Departments/Community-Services/Arts-Sciences/Palo-Alto-Art-Center/See-Art/Exhibitions/Current-Exhibitions/The-Art-of-Disability-Culture
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• Museum Learning Hub training module on accessibility and inclusion

• Inclusive design glossary

• Reading list

• Audio descrip�on and cap�oning guide

• Tips on how to make your presenta�ons accessible to all

• Coyote resources list

• Accessible virtual mee�ng �ps

• Virtual Ability organiza�on

• New York Times ar�cle about how the pandemic made work and social life more
accessible for many: “When the World Shut Down, They Saw it Open”

• Paul K. Longmore Ins�tute on Disability guidance on how to make Zoom events
accessible

Addi�onal accessibility resources and links

could make our social posts more accessible. For each post on Facebook and Instagram, we now
add alt text to all images. We also include an image descrip�on at the end of each post. In
addi�on, we capitalize each word in hashtags so that a screen reader can read them correctly.

The Art Center will con�nue to implement and develop the accessibility strategies that we
adopted in the context of the The Art of Disability Culture exhibi�on. Thanks to a recently
awarded IMLS American Rescue Plan grant, we can build on the accessibility efforts ini�ated by
The Art of Disability Culture, and plan to
con�nue strengthening the Art Center’s capacity
to engage and serve individuals and families
with disabili�es of all kinds.

A staff member during the The Art of Disability Culture
Community Day webinar at the Palo Alto Art Center.

https://museum-hub.org/view-by-modules/
https://www.m4c.space/?page_id=154
https://www.m4c.space/?page_id=139
https://www1.nyc.gov/assets/mopd/downloads/pdf/MOPD-Audio-Description-and-Caption-Guide.pdf
https://www.w3.org/WAI/teach-advocate/accessible-presentations/
https://coyote.pics/resources/
https://www.deafhhtech.org/rerc/accessible-virtual-meeting-tips/
https://virtualability.org/
https://www.nytimes.com/2020/08/24/style/disability-accessibility-coronavirus.html
https://docs.google.com/document/d/1344ml7HJTMP3Fp_3QvynSLe-Qck5N4lX3lvrxy1eJ-A/edit?usp=sharing
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Libraries

Libraries are special public ins�tu�ons that perform an important civic func�on, in that they offer
their services, in general, for free to their community. For this reason, it is important to take this
unique aspect of such an organiza�on into considera�on when planning virtual programming.
The majority, if not all, of your programming should be offered for free or at a reduced rate, as
your budget allows.

Examples of free programming that can be offered by libraries include: book readings for youth
audiences; singalong sessions or cra� videos; author events; online book clubs; curated book
lists; wri�ng workshops or poetry slams; and wellness and outreach events such as a free online
medita�on class or an online session offering advice on, say, resume-wri�ng. Libraries would
benefit from having a YouTube channel, Facebook account, and Instagram page as they can use
these to offer free content, both live and prerecorded, to their cons�tuents, who can access the
material easily at any �me.

The Palo Alto City Library has been using both its Facebook page and YouTube channel extensively
for its free virtual offerings. The Library offers free Facebook Live children’s story�me and cra�-

This sec�on summarizes the poten�ally unique aspects of virtual programs for libraries, zoos, and
museums, with some advice on digital programming that is par�cular to each type of
organiza�on.

UNIQUE CONSIDERATIONS

An exterior view of Rinconada Library in Palo Alto, CA. Rinconada
is one of the Palo Alto City Library’s branch loca�ons.

https://www.facebook.com/paloaltolibrary
https://www.youtube.com/user/paloaltocitylibrary/featured
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making sessions. The story�me sessions on Facebook Live do not require registra�on and are
open to all; they are also scheduled at a set �me each week so that regular viewers know when
to tune in. The Library’s YouTube channel, meanwhile, features cra� and STEM videos for anyone
to view at their leisure that have been organized into easily accessible playlists: Cra�ernoons and
Steam Lab Saturday. For more details on the Library’s digital programs, see its calendar of events.

One par�cular considera�on when offering virtual story�mes is that you have ascertained the
copyright situa�on for such an endeavor. While many publishers relaxed restric�ons on virtual
read-alouds during the pandemic, it is important to check what policies each publisher currently
has in place before you record a video of a reading or engage in a live virtual read-aloud.
Informa�on on many of the main publishers’ copyright permissions can be found here.

A crowd-sourced document that includes a great deal of informa�on on author and publisher
permissions can be viewed here.

On a technical note, when you are doing read-alouds on Zoom and are holding the actual,
physical book up to the screen for viewers to see, you may no�ce that on your video screen your
text appears backwards. However, your audience can read the text as normal. Zoom has an
automa�c se�ng enabled called “Mirror Effect”. This means that when you see yourself on Zoom,
everything is flipped as if you are looking at yourself in themirror. However, the other par�cipants
see you as you are, as though they are looking at you through a window, so they will indeed see
the text as intended. If you find this disorienta�ng, you can disable the mirror effect, and you will
see your video as other par�cipants see it. For informa�on on how to change this se�ng, see the
“Video” sec�on of this Zoom webpage.

If you are doing the read-aloud via Zoom, and plan to use a PowerPoint presenta�on or video
showing each page of the book while you read, perhaps the best way to display this is to use your
slide presenta�on or video as a virtual background. This means that the viewer can both see you
and read the text as you read it aloud. For informa�on on how to do this, refer to the sec�on of
this playbook on Zoom virtual backgrounds.

Biblioboard is a considera�on to help libraries and their community to create, share, and discover
local content. It is a suitable pla�orm for user-generated content that can be curated into
collec�ons and arranged by theme. Such content can include self-published works by your
cons�tuents, wri�ng contest winners, and suggested reading lists. While Biblioboard’s main use
case is for libraries, local museums and art centers can also benefit from this service, as it is
possible to host virtual exhibi�ons of students’ and local ar�sts’ works. For an example of this,
you can see an exhibi�on of artwork by volunteers at the Palo Alto Art Center here.

Here are some resources with �ps and ideas for virtual programming in libraries:

• Programming Librarian resources

• WebJunc�on resources

https://youtube.com/playlist?list=PLYmKVCLUaD4XbiVlEmYrKDlNXkB5ED076
https://youtube.com/playlist?list=PLYmKVCLUaD4V_kc1n5m0ZOOHCTm-205if
https://paloalto.bibliocommons.com/events/search/fq=branch_location_id:(BC_VIRTUAL)
https://www.slj.com/?detailStory=remote-learning-still-the-norm-publishers-extend-permissions-for-read-alouds-COVID-19
https://docs.google.com/spreadsheets/d/14sKF93Q15buUUtJwrRvR8K8xAQdQSVss9Rzp69_oQRM/htmlview?usp=sharing#
https://support.zoom.us/hc/en-us/articles/201362623-Changing-settings-in-the-desktop-client-or-mobile-app
https://biblioboard.com/
https://library.biblioboard.com/anthology/807a6c54-a3a0-4924-bfa5-391677a2ec1f
https://programminglibrarian.org/articles/virtual-programming-resource-round
https://www.webjunction.org/news/webjunction/libraries-and-the-coronavirus.html
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Zoos have one par�cular asset that is unique to them: animals! As a result, there is great scope
for zoos to offer: videos of animals and behind-the-scenes ac�vi�es; live online animal meet-and-
greets; virtual zoo field trips; and zookeeper presenta�ons. Zoos also employ and have access to
many experts in their fields. These experts are worth tapping into for special events such as
lectures and round-tables.

In addi�on, one rela�vely simple idea that can be implemented easily is to set up live webcams
of your animals for online visitors to view at any �me on your website. Some webcams can pivot
toward movement so that the livestreamed feed is most o�en focused on the animals. Zoos can
also post video highlights of recent livestreams so that your viewers can see the animals when
they are most ac�ve and visible.

Popular examples of zoo webcam livestreams include:

San Diego Zoo

Bronx Zoo

Zoos perform an invaluable educa�onal resource for families and schools on the subjects of
nature and science. For this reason, it is recommended that zoos publish printouts on their
website of lesson plans, educa�onal ac�vi�es, games, and other resources for parents and
teachers to access and download. For ac�vi�es and experiments, it is advisable to include only
items that are readily available at home for children to use.

Zoos

The flamingos outdoors at the Palo Alto Junior Museum
and Zoo, in Palo Alto, CA.

https://zoo.sandiegozoo.org/live-cams
https://bronxzoo.com/virtual-zoo/live-cams
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Museums have experts with specialized knowledge in their field who can be tapped for online
talks, lectures, interviews, and panels. These include, for example, curators, ar�sts, conservators,
and so on. The educa�on department, meanwhile, is in an ideal posi�on to offer online classes
and workshops to adults and children. Other content possibili�es include: special events such as
virtual community days or exhibi�on openings; virtual studio visits; behind-the-scenes glimpses
of working in the museum; �me-lapse videos of exhibi�on installa�ons; online art auc�on
fundraisers; film screenings; and online digital or live art commissions.

Museums usually have temporary exhibi�ons and/or permanent collec�ons. Both of these can be
accessed online in similar ways. One of the most effec�ve virtual offerings for both temporary
and permanent exhibits is the exhibi�on walkthrough. This can be offered either live or as a
prerecorded video. The exhibits in the show can also be displayed online as a virtual exhibi�on
slideshow, a Ma�erport-style 3D tour, or via a pla�orm such as Second Life where a virtual-reality
version of the exhibi�on can be created. Such op�ons are discussed in detail in the Pla�orms
sec�on of this playbook.

For some effec�ve examples of virtual museum tours, see this ar�cle in the Guardian.

It is also worth considering, if resources allow, pos�ng your permanent collec�ons online,
par�cularly if you are a public ins�tu�on. Digi�zed collec�ons increase access for the public, and
are an invaluable educa�onal resource. For examples of digi�zed collec�ons, see here.

For a list of virtual programming links and resources for museums, see here.

Museums

An exterior shot of the Palo Alto Art Center building in
Palo Alto, CA.

https://www.theguardian.com/travel/2020/mar/23/10-of-the-worlds-best-virtual-museum-and-art-gallery-tours
https://www.creativebloq.com/inspiration/best-online-art-galleries
https://www.aam-us.org/programs/about-museums/using-digital-platforms-to-remain-connected-to-audiences-during-quarantines/
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TRAINING DOCUMENTATION

The Art Center, Library, and JMZ had four in-depth training sessions on video produc�on with
Midpen Media Center. Sessions 1 and 2 focused on video produc�on; Session 3 focused on video
edi�ng, specifically on using the Adobe Premiere Rush program; and Session 4 focused on how to
improve produc�on values in Zoom.

In each training session sec�on below, this playbook includes a link to a video recording of the
training session; a �med guide to the video training session if you are seeking specific
informa�on; highlights from the training; and any addi�onal resources relevant to the training
session.

A Google Drive folder with access to all the files rela�ng to these training sessions is available
here: Virtual Programming Playbook

The purpose of the sec�on is to provide resources to help you produce and edit video material
and livestreams of professional quality. As part of the IMLS CARES grant, the Art Center, Library,
and JMZ received funding to purchase the necessary equipment to create live and prerecorded
virtual programming with high produc�on values. If your budget allows, professional equipment
such as camcorders, ligh�ng, and microphones will help greatly with crea�ng high-quality
produc�ons.

In addi�on, the IMLS CARES grant enabled staff at the three ins�tu�ons to receive in-depth
training from professionals at Midpen Media Center in video produc�on, video edi�ng, and
improving produc�on values for livestreamed events. This sec�on documents the training
sessions, and provides informa�on, resources, and advice on video produc�on.

Midpen Media Center
training sessions

https://drive.google.com/drive/folders/16WwxnP54jUKRc2daoOs46jE-kvDuz8vR?usp=sharing
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The IMLS CARES grant enabled the Art Center, Library, and JMZ to purchase suitable equipment
to increase the produc�on values of our virtual programming. With guidance from the
professionals at Midpen Media Center, we purchased cameras, lights, microphones, tripods, and
mic stands, as well as accessories including cables, mount adapters, and SD cards. The equipment
was selected to meet our requirements for both prerecorded content and livestreaming.

We also purchased several annual subscrip�ons to Adobe Crea�ve Cloud, which gives us access
to the Adobe Premiere Rush video edi�ng program and thus enables us to edit recorded video
material. While Rush does not offer quite as much edi�ng capability as Adobe Premiere Pro, this
cloud-based program was selected due to its simple user interface, which is ideal for non-
professional editors, and due to the flexibility it offers by being accessible on desktop, tablet, and
smartphone. We purchased the Adobe Crea�ve Cloud subscrip�ons through TechSoup, which
gives nonprofit organiza�ons special discounted so�ware rates.

This document details the video produc�on equipment that Midpen Media Center staff
suggested we should purchase, in line with our budget: Virtual programming equipment list

The document lists the purchases we made, the approximate and actual cost of the purchased
equipment, and the total final cost of all the equipment, including the so�ware subscrip�ons. The
document is specific to the Art Center’s purchases, although the Library and JMZ made similar
purchases.

• The Adobe Premiere Rush edi�ng program

• TechSoup Adobe for Nonprofits

• Folder with instruc�on manuals for purchased equipment: Manuals

Equipment

Palo Alto Art Center staff filming an interview using
equipment and training funded by the IMLS CARES grant.

https://drive.google.com/file/d/1m1SlUEs4T2cT7pqZ0xAJ1kF2Y9Ku1hIi/view?usp=sharing
https://www.adobe.com/products/premiere-rush.html
https://www.techsoup.org/adobe
https://drive.google.com/drive/folders/1ZCF0CuJYTpYRkR_XHdv7CGe0XoIbwoo8?usp=sharing
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Training session 1: video equipment
This training session covers ge�ng comfortable with your equipment; the importance of good
audio; and ligh�ng techniques.

Video

Midpen Media Center training session 1

Timed Guide

Midpen Media Center training �med guide_session 1

Highlights

• This video goes into detail on the technical aspects of the Sony Camcorder FDR-AX700, GoPro
Hero8, tripod, mic stand, Rode shotgun mic, and wireless lavalier mic, and how to use each
piece of equipment that was purchased.

• The instructor advises on the camcorder setup, how to ensure good exposure using the auto
func�on, and the importance of using “zebras” to check the exposure of your shot. (Zebras
are graphically imposed slash lines that are not recorded, but show up on the LCD screen of
your video camera to indicate over-exposure).

• The instructor gives advice on how to keep the camera steady using op�cal image
stabiliza�on, your body, a tripod or monopod.

• The instructor discusses the zooming, panning, and �l�ng your camera:

▪ Zooming: changing the focal length of the lens to make the subject appear closer or
further away in the frame. The instructor recommends minimizing the use of zoom, with
some excep�ons such as establishment shots and ending shots.

▪ Panning:moving the camera’s lens during your shot from one side to the other (right-to-
le� or le�-to-right). Panning can be used for establishment shots, with the le�-to-right
pan preferable. The instructor recommends slow pans, as they can always be sped up in
the edi�ng process.

▪ Til�ng: moving the camera’s lens direc�on up or down while keeping its horizontal axis
constant. Til�ng can be used to emphasize height, soaring up or down an object, or as a
“reveal”. Make your �lts shower than you might think.

• Framing your shots/composi�on: Use the rule of thirds to add tension, energy, and interest
to your video frame. With the rule of thirds, two horizontal lines and two ver�cal lines divide

https://drive.google.com/file/d/1IYewcOSGSFifJK3k_m5T1RdJib7FCDZ9/view?usp=sharing
https://drive.google.com/file/d/1xcbs3-Igl5LVb_ECkvI3p2JImOSGRx_2/view?usp=sharing
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the frame into an imaginary grid of nine equal parts.

• When framing your shots, the instructor recommends a combina�on of long shots, medium
long shots, medium shots, medium close-up shorts, close-up shots, and extreme close-up
shots. When framing a face, it is important to have sufficient head room and looking room. It
is also important to have walking room if your subject is walking across the frame.

• Avoid distrac�ons in the foreground and background of your frame.

• The instructor addresses the importance of good audio. A separate microphone is always
recommended for clean audio, and this audio should always be monitored with headphones.
It is recommended that you listen closely for ambient sounds that may affect your audio
recording.

• The difference between indoor and outdoor audio is discussed.

• In general, the closer the mic is to the source, the cleaner the audio quality.

• The instructor advises on the different use cases for a handheld microphone, a lavalier (lapel
microphone), and shotgun microphone.

• The instructor discusses how to achieve good ligh�ng. White balance/color temperature is
addressed, with the differences between “warm” indoor ligh�ng and “cold” daylight
discussed, and how to avoid mismatches of color temperatures. The instructor discusses how
to achieve classic three-point ligh�ng, which includes a back light, a key light, and a fill light.

• The difference between direc�onal, controllable “hard light” andmore fla�ering, diffuse “so�
light” is discussed.

Addi�onal resources and links

• PDF handout of PowerPoint presenta�on for training sessions 1&2

• A video tour of the Sony Camcorder FDR-AX700

• A video that introduces the GoPro Hero 8 and its features

https://drive.google.com/file/d/1GwFn_P7PY2r_oZcMXel7pALo78FnMM6D/view?usp=sharing
https://vimeo.com/517551370
https://vimeo.com/516967770
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Training session 2: produc�on values
This training session covers interviewing skills; B-roll; camera movement; shoo�ng; and
produc�on values.

Video

Midpen Media Center training session 2

Timed Guide

Midpen Media Center training �med guide_session 2

Highlights

• In this video, the instructor goes into detail on good interview techniques. He recommends
having the camera’s lens at eye level with the interviewee, and having your eyes near lens-
level too, posi�oned just off-axis from the camera so the interviewee is not looking directly at
the camera.

• The instructor gives interview �ps, including: have a list of ques�ons; make it conversa�onal,
get the person to focus on you, not the camera; ask open-ended ques�ons; ask the
interviewee to repeat your ques�on in the form of a sentence.

• When filming the interviewee and interviewer together, the instructor advises that you keep
your subjects “uncomfortably close” to one another so that they don’t appear too far apart
in the shot.

• Ensure your interviewee is looking their best—clothing, glasses, si�ng up straight, etc.

• The instructor advises on B-roll: Cutaways (B-roll) is secondary footage that adds meaning to
a sequence, or disguises the elimina�on of unwanted content. The cutaway to B-roll footage
can be used to hide verbal or physical �cs that would be distrac�ng. B-roll also enhances the
story being told. With interview videos, the instructor recommends striving for about 80 per
cent B-roll on the screen.

• The instructor discusses types of camera movement:

▪ Your video camera moves should emulate a viewer’s natural movement.

▪ Dolly shots (push in): the camera moves directly toward or away from the subject (like on
a track), or follows the subject’s progress (Steadicam-type shots).

▪ Trucking shots: the camera moves perpendicular to the subject or ac�on.

https://drive.google.com/file/d/1fNKKPthgGUHU6Afb6bopKe8krJ1E_g9V/view?usp=sharing
https://drive.google.com/file/d/1WDnDvcs81V-bVlCt17ynQDxiXAW8lfu1/view?usp=sharing


55From Onsite to Virtual

▪ Walking/roaming shots: involves moving through the ac�on—emulates “being there”.

• Star�ng and ending shots: The instructor recommends ensuring that the “Record” indicator
(usually a red dot) is showing “Record” when you want to capture video. Also, tell yourself
before every shot,“ 3+10+3”. Push “Record” and hold your shot steady for 3 seconds. Ensure
every clip is a minimum of 10 seconds. Wait 3 seconds a�er your shot is “over” before going
back to “Standby”.

• The instructor advises on the steps to take to ensure good produc�on values:

▪ Create the concept.

▪ Gather the elements (shot list, script, music, scheduling interviews/event coverage).

▪ Take responsibility for the project (releases, permissions, copyright issues).

▪ Recruit your crew and take care of them.

▪ Give credit to those who helped in the closing credits of your video.

• The instructor explains that every clip in your final video should “move the story forward”. Be
ruthless in your edi�ng of the final product.

• The 5-shot sequence (popularized by video journalist Michael Rosenblum) should be mixed
up for good visual storytelling:

1. Close up of ac�on (e.g. subject’s hands doing some ac�vity).

2. Close up of subject’s face (e.g. concentra�ng on ac�vity).

3. Medium shot of subject involved in ac�on.

4. “Over-the-shoulder” shot of the ac�on.

5. Wide shots, crea�ve angles, dolly shots, crane shots, etc.

• The instructor explains the importance of the shot list. It is important to have decided
beforehand every shot you want, and check them off as you shoot. Include primary shots and
B-roll. Vary the shots and angles, and shoot several �mes if necessary.

• Always end with a call to ac�on, such as “visit us” or “take a class”.
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Addi�onal resources and links

• PDF handout of PowerPoint presenta�on for training sessions 1&2

• Video shot list

• Generic talent release form

• How to make your own silk diffuser

Training session 3: video edi�ng
This training session covers the Adobe Premiere Rush video edi�ng program.

Video

Midpen Media Center training session 3

Timed Guide

Midpen Media Center training �med guide_session 3

Highlights

• This training video goes into detail about how to edit a video using the Adobe Premiere Rush
program.

• The instructor discusses how to turn your “assets”, i.e. your video clips, audio, �tles, and
music into a finished video product.

• The instructor discusses the Adobe Rush user interface. He demonstrates how to create a new
video project and import assets into Adobe Rush. He demonstrates how to create a video
sequence, and how to add and edit audio, visuals, and �tles. The difference between the
spine (the part of your video that tells the story) and your B-roll is discussed. The instructor
shows how to add B-roll on top of the spine.

• How to create and edit transi�ons between shots is demonstrated, as are the addi�on of
lower-thirds (i.e., cap�ons and �tles), edi�ng audio, and the recording of voiceovers.

• The instructor also demonstrates how to export and share your finished product.

https://drive.google.com/file/d/1GwFn_P7PY2r_oZcMXel7pALo78FnMM6D/view?usp=sharing
https://drive.google.com/file/d/1QSDXUujkznoz0AWyHYXW8fSJU9nkhQrC/view?usp=sharing
https://drive.google.com/file/d/1JiHG8aYpabJYvBZr7-8ZChAGSuDiF6h0/view?usp=sharing
https://drive.google.com/file/d/1k-S3UrnoSbiBB6ru73Iv3ZcaUxIQQ3WH/view?usp=sharing
https://drive.google.com/file/d/1Qfi-PjNioCBOJOCS5DAND0bAQapOjP7m/view?usp=sharing
https://drive.google.com/file/d/1FeT6d2NPP_2bjqtrFSeMhkonEDm0uXgR/view?usp=sharing
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Addi�onal resources and links

Adobe Premiere Rush

• Adobe Rush shortcuts handout

• Adobe has a series of helpful video tutorials that walk you through the process of
crea�ng and edi�ng videos in Adobe Premiere Rush.

• Adobe Premiere Rush: ge�ng started

• Adobe Premiere Rush user guide

Royalty-free music

• Royalty-free music is a must if you are using prerecorded music in your video.
Some royalty-free music requires credit in your video, while others are only
licensed for non-commercial use, so always double-check the copyright situa�on
for any music that you choose to use in a video.

• Adobe Premiere Rush offers royalty-free music within its program. While limited
and thus o�en overused in videos, it is a reasonable, and simple, op�on.

• The Free Music Archive

• YouTube has royalty-free music op�ons.

• Storyblocks is a subscrip�on service for royalty-free music, images, and footage.
With Storyblocks you have unlimited access to download tunes and other media.

Images with no copyright restric�ons

• If you are using stock images in your video as assets, you will need to ensure you
either have the rights to use the images, or you are using images that have no
copyright restric�ons. Be sure to double-check the licensing arrangement of any
image that you use, as some crea�ve commons images require credit and some
are not licensed for commercial use.

• Crea�ve Commons is an excellent resource for finding copyright-free images.

• Wikimedia Commons

https://drive.google.com/file/d/14aP1CZMjs3Jsrkb-YPPIJd792wqc2_bV/view?usp=sharing
https://helpx.adobe.com/premiere-rush/tutorials.html
https://helpx.adobe.com/premiere-rush/get-started.html
https://helpx.adobe.com/premiere-rush/user-guide.html
https://freemusicarchive.org/
https://www.youtube.com/channel/UCQsBfyc5eOobgCzeY8bBzFg
https://www.storyblocks.com/
https://search.creativecommons.org/
https://commons.wikimedia.org/wiki/Main_Page
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This training session covers how to best use Zoom for instruc�on, focusing on camera, sound,
ligh�ng, sharing, recording, and streaming.

Video

Midpen Media Center training session 4

Timed Guide

Midpen Media Center training �med guide_session 4

Highlights

• This instructor begins by discussing how to look good on a webcam. He recommends having
plenty of light, controlling light contrasts, having the camera at eye level, framing for medium
close-up shot, using solid colors, and having an unclu�ered background.

• Camera op�ons are discussed:

▪ Built-in laptop cameras are usually poor quality. Smartphones, tablets, a GoPro plugged
into your laptop via USB/USB-C connector, or a DSLR camera or camcorder plugged in
using a HDMI-USB converter can be used as your primary camera instead.

• Mul�ple cameras:

▪ You can log in to Zoom mul�ple �mes and switch by choosing which camera to spotlight.

▪ You can switch via Zoom—select the camera to use within Zoom by clicking on the video
icon in Zoom.

▪ You can feed everything into the OBS virtual camera, and choose how you want to display
your various cameras using this so�ware. The output comes directly from the OBS to
Zoom. OBS allows overlaying videos and insets.

▪ Tripods and bracket systems are recommended for posi�oning your camera for op�mal
viewing. A boom mic stand can be used with a GoPro as an overhead camera for a
demonstra�on, for example. Brackets and adapters for each type of equipment are
discussed.

• Audio sources:

▪ Best sound is achieved if your microphone is close to your mouth.

Training session 4: Zoom technical �ps

https://drive.google.com/file/d/1jvrg64WK872icmoxFoIugS-1zzytzfyv/view?usp=sharing
https://drive.google.com/file/d/1KhpLPjgOnX0dfG1P5qnaXe0y90cFD8kE/view?usp=sharing
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▪ Laptop mics are not the best.

▪ Earbuds with mics or wireless AirPods are a good op�on; headsets and lavalier
microphones work par�cularly well.

• The instructor covers how to avoid over and under exposure of ligh�ng in your video feed. He
recommends avoiding a very bright or very dark background, and avoiding mixing warm and
cool ligh�ng in your background.

• Advanced Zoom op�ons:

▪ The instructor demonstrates how to share your screen, applica�ons, and videos. He
shows how to use a whiteboard and how to share a por�on of your screen or content from
another camera. He also demonstrates how to share a slide as a virtual background.

▪ The instructor discusses recording op�ons in Zoom, including how to record locally (which
only records your spotligh�ng) and to the cloud. For cloud recording, it is recommended
to go to the recording tab in Zoom’s se�ngs and select “ac�ve speaker”, “gallery” and
“shared view”, so that all three views are recorded, and you can then edit them together
later. You can also opt to record the chat. Download straight a�er the mee�ng as Zoom
deletes the files a�er 30 days.

▪ How to stream from Zoom to Facebook, YouTube, RTMP server, which broadcasts to cable
TV, and mul�ple places using Castr or Restream, is demonstrated.

▪ How to improve live music performance using Zoom is demonstrated. Zoom audio
processing must be turned off. For this reason, a sound check is recommended before
streaming.

Addi�onal resources and links

• PDF handout of PowerPoint presenta�on for training session 4

• OBS Studio, free and open-source so�ware for video recording and livestreaming
that allows real-�me video/audio capturing and mixing

• Castr mul�streaming pla�orm

• Restream mul�streaming pla�orm

• How to op�mize Zoom for music performance: High-fidelity music mode

• Instruc�ons for using Zoom's high-fidelity music mode

https://drive.google.com/file/d/1mQn2p1I5COkTmgMuLA19T8UZNOXxqGZW/view?usp=sharing
https://obsproject.com/
https://castr.io/
https://restream.io/
https://blog.zoom.us/high-fidelity-music-mode-professional-audio-on-zoom/
https://music.yale.edu/sites/default/files/2020-12/Zoom_instructions.FNL_.pdf
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CONCLUSION

Lessons learned

The Art Center, Library, and JMZ would once again like to take this opportunity to thank the
Ins�tute of Museum and Library Services for awarding us with this incredibly important and
valuable CARES grant, which enabled us to develop our virtual programming skills and
knowledge, and, now, has enabled us to pass on our knowledge to others through this playbook.
We would also like to thank the staff at Midpen Media Center for their in-depth and valuable
technical training, which enabled and empowered us to enhance our video produc�on skills and
embrace digital programming.

This sec�on summarizes the key lessons we have learned along the way since we embarked upon
the From Onsite to Virtual project, and closes with some final thoughts about virtual
programming for museums, libraries, and zoos.

Training your staff in video produc�on and online delivery pla�orms is of vital importance to give
them the skills and confidence to produce virtual programs of high quality and with good
produc�on values.

Inves�ng in high-quality equipment such as a camcorder, ligh�ng, and external microphone will
make a significant difference in the quality of the work you produce. You do not need to invest in
a lot of expensive equipment, but even an external microphone and proper ligh�ng can
significantly enhance the look and feel of your videos and livestreams. Ge�ng comfortable with
your equipment is also necessary if you want to get the most out of them.

Training is vital

The right equipment can make a huge difference
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Cross-departmental coopera�on is key

Have a defined strategy but be willing to experiment

Accessibility is of paramount importance

Everything is changing, all the �me

Familiarize yourself with your chosen pla�orm
Whether you choose to use Zoom or another pla�orm, being well-versed in how it works, both
its possibili�es and limita�ons, is vital to ensure your events run as you would like.

Working across departments to help develop your digital strategy is important so that all
stakeholders are engaged and new strategies can be implemented smoothly.

All virtual programs should be considered and implemented with a defined digital strategy in
mind. That being said, it is important to experiment with your offerings and not be afraid to fail
or try alterna�ves. For this reason, it is also important to track user sa�sfac�on and needs on an
ongoing basis.

If 2020 and 2021 taught us anything, it is to expect the unexpected; to be ready to pivot to new
ways of doing things at a moment’s no�ce; and that everything is always changing, all the �me.
What works for you in digital programming today may change in a month or a year’s �me, so it is
important to stay abreast of change and, indeed, embrace it if and when the �me comes to adapt.

Digital programming expands access and inclusion, so it is extremely important to consider a
hybrid model of in-person and digital programming as part of your ongoing programming
strategy. It is also vital to ensure that online offerings are accessible to everyone.
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Final thoughts

We hope that this playbook has given you a solid founda�on for developing robust, professional
virtual programming in a wide variety of formats and on various pla�orms. While a great deal of
informa�on, links, and resources are available within this playbook, the best way to find out what
works for your organiza�on is to learn by doing, to try out various op�ons yourself, and discover
what best suits your needs and the needs of your community. Ge�ng hands-on experience is the
ideal way to learn, and the various pla�orms and resources that are available are constantly
changing and developing. However, if you begin today, we hope that this playbook will help give
you a headstart in your virtual programming journey.

Financing and staffing resources are, admi�edly, of paramount importance when developing and
maintaining virtual programming. It is hoped that libraries, zoos, and museums recognize the
importance of implemen�ng virtual programming and developing a digital strategy as a vital part
of their overall programs and strategy beyond the Covid-19 pandemic. Digital content
development opens virtual doors to your ins�tu�on, making it a more inclusive and accessible
place that is available to everyone, everywhere.

We would love to hear from you if you have any feedback, thoughts, or sugges�ons on this
playbook, and on virtual programming in general.

Palo Alto Art Center, 1313 Newell Rd, Palo Alto, CA 94303.

Email: artcenter@cityofpaloalto.org

Phone: (650) 329-2366

Contact us

Community Advice Revisited, by Susan O’Malley, an outdoor
poster installa�on placed along Embarcadero Road outside the
Palo Alto Art Center from October 2020 to January 2021.
The poster is © The Estate of Susan O’Malley.

mailto:artcenter@cityofpaloalto.org
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