Remote Participation Services Details, ICANN Nairobi

Draft 1


This guide should be read in combination with the Remote Participation Service Matrix.

Deadlines

15th February:

· All sessions shall have their remote participation options listed when the public schedule goes live.

22nd February

· All URLs for all remote participation services shall exist and be linked to their respective meetings. This includes AC rooms. Excepting AC rooms, all URLs should return a holding page making clear that the URL will not be live until the first meeting begins; this should if possible be provided by the service itself. (That way it will be clear if the provided URL is correctly configured or not).

23rd -  26th February

· Testing of remote participation services by staff, available volunteers, to the extent practical.

3rd – 4th February

· Additional testing onsite in Nairobi and with staff and available volunteers of all remote participation services.
Services Requiring Development

1. Scribe Feed in Adobe Connect: At the present time, the display of the scribe feed in Adobe Connect rooms is actually a video feed from a camera focussed on the scribe screen in the room. This uses considerable more bandwidth than the feed available outside the Adobe Connect environment. Verilan are meant to be finishing work on the software that takes the feed from the scribing equipment and sends it to an Adobe Connect custom pod. If this work is not finished in good time to be implemented in Nairobi, it means that we cannot turn off video streaming in the KICC, which in turn means that considerable inbound bandwidth will be consumed and the bandwidth required for Adobe Connect rooms for the large sessions will be considerably increased (as in effect there are two video streams simultaneously going in the AC session).
2.  Chat between Adobe Connect and non-Adobe Connect clients: By default the Adobe Connect system uses a chat pod that is not accessible outside of that individual AC session. To allow for low bandwidth participants not using Adobe Connect to chat with those who are in AC sessions, IT is developing an ICQ-based chat pod connected to an ICANN ICQ server. This is currently in test mode but will be completed in good time for Nairobi.  

3. Chat client for low-bandwidth users: IT will need to source a web-based ICQ client to be used for all low-bandwidth chat participants in Nairobi. This will need to be usable without installation of new client software and which will run automatically on multiple operating systems – popular variants of Linux, Mac OS X, and Windows XP/Vista/7 at a minimum.

Display of Remote Participation Options

All remote participation options will be displayed identically on the schedule across all sessions. For example, English audio streaming will have:

1. The same icon or representation in each session where it is provided;

2. That icon or representation will be displayed in the same place on the page of each session;

3. The rollover of each icon, if available, will have the same text each time it appears.

Provisioning of Services – Global Settings

All services will be setup per room, not per session, in order to make it easy for participants to bookmark URLs for remote participation services and to reduce testing and troubleshooting for services.

A help page should be prominently listed on the public schedule pages with links to basic instructions for use of the remote participation services offered, which should include a URL where troubleshooting information for the various services may be found. 

Where recordings, scribe output, transcripts, or other output from remote participation systems are made available after a session ends, they will appear in a standardised format to allow easy access.

Where a service requires a unique URL, the end of the URL used to indicate the location of the service will be in the following format:

roomname-37

Where roomname = full name of the room without spaces and 37 is the ICANN meeting number.
Audio Streaming

Audio streams will be in two flavours: a 16bps option, and a 64kbps option to ensure low bandwidth participants are most able to use the service and to conserve upstream bandwidth from the venue. 
Remote Participants will be able to choose to the stream of their choice from the remote participation section of the session entry on the schedule.

Streaming audio must use a service which is accessible without installation of new client software and which will run automatically on multiple operating systems – popular variants of Linux, Mac OS X, and Windows XP/Vista/7 at a minimum.

Where interpretation is available for a session, audio streams will automatically be provided in each interpreted language.
Audio streams will always be recorded.

Recordings must be posted not later than 2 hours after the close of the session.

Video Streaming

Video streams will be offered in a single bandwidth-friendly option, embedded inside Adobe Connect.

Remote Participants will also be able to choose to watch video from an icon in the remote participation section of the session entry on the schedule for those who do not wish to use Adobe Connect, or who have problems using that service.

Video streaming will only be available outside of the conference centre to save bandwidth.

Video streaming will automatically include the audio of the session synced to the video.

Streaming video must use a service which is accessible without installation of new client software and which will run automatically on multiple operating systems – popular variants of Linux, Mac OS X, and Windows XP/Vista/7 at a minimum.

Video streams will always be recorded. 

Video recordings are to be posted not later than 2 hours after the close of the session.
Adobe Connect

AC sessions will be setup as follows:

1) One AC room will be setup for each physical room in which meetings will take place.

2) Optimised for dial-up bandwidth

3) Set for 800x600 screen size

4) All ICANN staff identified as a focal point for a session will be invited as a host to each room in which a meeting will be held that they are responsible for.

5) Text in pods will be set to a standard point size in all rooms to make it easy to read. IT will test on various resolution screens to determine whether it is 12, 14, or some other size.

6) Chat pods in all cases must use the ICQ pod written by IT and must be set to the right ICQ channel for the respective room the AC session belongs to.  This is essential as the default AC chat is inaccessible from outside of that single AC session and low-bandwidth remote participants need to be able to use an ICQ client that is outside of Adobe Connect; this will allow both types of users to participate in one chat.

7) AC session URLs embedded in the schedule will be set not to use the launcher/java client by default (since it cannot be assumed that all clients will have the client installed and in many cases their security settings will prevent them installing it).

8) All rooms will be set to allow anyone with the URL to enter the room.

9) At previous ICANN meetings, the Adobe Connect session for large sessions included video of the screen showing the powerpoint or other presentation as it was being shown. At Nairobi, to reduce the bandwidth of the Adobe Connect session, this content will instead be displayed using the PowerPoint or PDF display options available in Adobe Connect – requiring that these materials are provided well in advance of the session. A member of staff will ‘step through’ the powerpoint or other presentation in sync to that of the presenter in the  physical room

Scribing

Where scribing is provided, it will be viewable from inside the AC session for the room and also accessible from the scribing icon on the low bandwidth/a la carte remote participation menu associated with the session in question.

When a session is scribed, transcription of audio recordings will not be provided.

Scribe output shall be posted in its entirety within 2 hours of the end of the session.

Chat

Staff focal points for each session are responsible for saving the session chat at the end of each session. Please send it to <insert address here> for posting to the session. 

After saving the chat, please reset the chat contents in the Adobe Connect session so the next session can start with a ‘clean slate’. You can find the option to do this <insert here>.

General Session and Cross-Community Workshop Chat Specifics

These large meetings will have two separate chats associated with them:

1) General chat between participants in the session

2) One-way (send-only) chat to allow remote participants to send questions or statements they wish to have read out to the meeting.

Both channels will have staff monitoring them to answer queries. It is anticipated that anything sent to channel 2 will be read out to the meeting, on an equal basis to the statements being made through the microphone in the room, with two caveats:

· Statements which are very long may be summarised in order to fit into the same time window as would be required of a statement made through the microphone (2-3 minutes is often the maximum allowed length of an intervention made through a microphone)

· Statements or queries that attack others, are profane, or otherwise not congruent with the Expected Standards of Behaviour as published in the ICANN Accountability & Transparency Frameworks and Principles will not be read out or retained in the records of the session. The Expected Standards of Behavior may be found on page 28 at:
http://www.icann.org/en/transparency/acct-trans-frameworks-principles-
10jan08.pdf
Questions not able to be answered during the session will be retained and answers provided at a later stage. Written statements / positions sent will be annexed to the session as a part of the records of the session.

Sessions with Monitored Chat

Where sessions other than General Sessions and Cross-Community Workshops show that monitored chat is provided, this means that a member of staff will actively monitor the chat and endeavour to bring to the attention of the participants in the room comments or questions raised in the chat. 

If the staff focal point for a given session believes he or she will be unable to take care of this, they should ask a volunteer from the community who is able to do so, or optionally request that the AC session is displayed via the projector in the room for all in-room participants to see.
Sessions with unmonitored chat

Where a session has unmonitored chat, this means that the chat will only be monitored to the extent that the staff and participants in the room are able to do so as the session progresses. 

Audio Recording

Where interpretation is available for a session, audio streams will automatically be provided in each interpreted language, and recordings of each stream will be provided.

Recordings must be posted within 2 hours of the close of the session.

Recordings should not contain ‘dead time’ at the beginning of the session if a session begins late, for example; technicians are responsible for ensuring the recording is edited such that the recording begins when the session actually starts.

Recordings should not be of any higher-quality audio than was streamed in order to reduce file size and bandwidth consumed by those listening to it later.

Recordings should be saved in a format from which it can be saved locally or streamed (at the client’s choice) and is usable in either case without installation of new client software. If streamed, the stream should be usable automatically on multiple operating systems – popular variants of Linux, Mac OS X, and Windows XP/Vista/7 at a minimum.

Video Recording

Recordings must be posted within 2 hours of the close of the session.

Recordings should not contain ‘dead time’ at the beginning of the session if a session begins late, for example; technicians are responsible for ensuring the recording is edited such that the recording begins when the session actually starts.

Recordings should be saved in a format from which it can be saved locally or streamed (at the client’s choice) and is usable in either case without installation of new client software. If streamed, the stream should be usable automatically on multiple operating systems – popular variants of Linux, Mac OS X, and Windows XP/Vista/7 at a minimum.

Transcription

Transcriptions should be saved in text format using the URL naming scheme above referenced.

Transcriptions may not be requested where a session has been scribed.

Two Way Audio (teleconference bridge connected to an in-room public address system)

<whatever is standard for previous meetings to be inserted here>

Interpretation

The only languages for which interpretation may be requested for the Nairobi meeting are: English, Spanish, and/or French.

Sourcing of interpretation equipment and interpreters and management of the same is the responsibility of Christina Rodriguez of Language Services.

Provisioning of Services – Higher Bandwidth

The Adobe Connect session for each room is configured in a bandwidth-friendly way, but will contain by default higher-bandwidth options such as video or audio. 

All services may be independently accessed from individual URLs in the respective location on each meeting page. 

Where a meeting has video streaming, that stream will be in a pod in the Adobe Connect session.

Where a meeting has audio streaming but not video streaming, that stream will be in a pod in the Adobe Connect session.

Provisioning of Services – Low Bandwidth

Those on low bandwidth connections will be best advised not to choose to use using the Adobe Connect session; instead, they can choose their remote participation options ‘a la carte’ from icons in the area of the meeting page where remote participation options are visible.
Posting of Remote Participation Content after Sessions End

The deadline for posting the following is two hours from the conclusion of the session to which they belong. Technical staff is responsible for arranging the posting as instructed by the Meetings staff:

· Audio Recordings

· Video Recordings

· Scribe Output

· Contents of Managed Chat Sessions

· Q&A / Statements submitted by chat to main sessions

The deadline for posting of transcriptions is normally 7 days from the posting of the recording of the session being transcribed. Rush transcriptions can be ordered; delivery will be within 72 hours from posting of the recording.

All filenames for posted content shall be standardised as follows:

dd-mm-yy-nn-roomname-37.xxxx

Where dd = day, mm = month, yy = year, nn = number of the session in the day (first session in the room = 01, second = 02, etc, roomname = name of the room the session took place in (if longer than 6 characters then use the first 6 only), 37 is the ICANN meeting number, and xxx = relevant extension for the type of file.

Language Services staff is responsible for arranging for transcription and for sending posting instructions once transcriptions are received.
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