
Checklist for Collaborate Moderators and 
Staff 
1 Week Prior 

 Inform students prior to the session using through a Moodle announcement.  

 Create a Collaborate space on your Moodle unit site. If you are recording your classes, 
consider creating a new Collaborate room for each session. Sessions recorded in a single 
Collaborate room are all given the title ‘Video 1, Video 2...’ and cannot be renamed. 

1 Day Prior 
 Post an announcement for all students on your unit page reminding them of the upcoming 

session. Include details about where and how to access Collaborate from your unit site. 

 Confirm that guest role is enabled as ‘participant’ in the activity settings on Moodle and that 

the room will remain open for up to 30 minutes after the session ends. 

 Enter the Collaborate room and upload any materials you may need into the ‘Share Content’ 

tab (Figure 1). We recommend creating and uploading a welcome slide or using the UAL 

prepared ‘Welcome’ slide available through the Teaching Online page. 

 

Figure 1 Visual guide illustrating the sequence of icons involved in uploading and sharing content on Collaborate 

 While in Collaborate, edit the session settings for participants. If you plan on inviting 

participants to chat or interact through audio or video at any point, we advise enabling 

access at the beginning in order to fix any technical issues before your session begins. 

15 Minutes Prior 
 Enter the session early to check your headphones, microphone, and video settings. 

 Confirm the participant settings including audio, video, chat, and whiteboard access have 

been configured correctly.  

 Activate the prepared ‘Welcome’ slide from the ‘Share Content’ tab to help students get 

oriented to Collaborate. 

Beginning of Session 
 Greet participants with your camera and microphone enabled 

 Confirm participants have working audio and video and can hear or see you 

 Remove or enable privileges like chat, video, audio, and whiteboard as fits your lesson plan 

 Establish conventions for chat, change status, and raise hand 

 Provide a brief overview of the interface (menus, chat,…) 

 Ask everyone to indicate that they are ready to begin by changing their status 
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