
 
 

IGNITE Worldwide Facilitator Guide - Virtual Events 
 

Using a script, you will welcome IGNITE Students to the virtual event and lead the group through the panel 
and Q&A discussion.  

Overview of Responsibilities 
●​ Start and end the event on time, even if not all students/teachers are present. You have a tight 

agenda, and students will not be able to stay late with class/bus schedules.  
●​ Keep an eye on the time and manage the flow using the agenda timing and script prompts. 
●​ Familiarize yourself with the script in advance and use the script to lead the event. We encourage you 

to bring your personality and personal experience to the role! Feel free to adjust the wording, but 
please stick to the event structure and flow; the Tech Hosts rely on your prompts to do their job. 

●​ You will be moderating the Q&A but not participating yourself; only the Panelists will share their 
stories and answer student questions. 

●​ Work as a team with the Tech Hosts. For large events, if there are two Tech Hosts for your event, you 
will want to confirm their roles prior to the event. For example, one Tech Host will focus on 
screen-sharing and presentation transitions while the other focuses on monitoring and utilizing chat, 
etc. 

Before the Event  
●​ Familiarize yourself with the Facilitator Script, Slides, and Agenda supplied by your IGNITE contact. 
●​ Personalize slide 5 with an open-ended question of your choice.  

○​ You can find examples here. 

During the Event - Join 30 Minutes Early 
●​ Help make sure volunteers webcams/audio are working and that all backgrounds are professional. 
●​ Ask volunteers to update their Zoom name to their first and last name and company. To do this, go to 

“participants”, hover over your name and click “more”, then click “rename”.  
●​ Establish the order of Panelist shares during the pre-meeting; any order is fine! 
●​ If two Tech Hosts, confirm which roles each will cover. 
●​ Once all volunteers have joined, prepare the group for a screenshot for IGNITE Worldwide’s website. 

Make sure everyone is ready and smiling, and the Tech Hosts will take the screenshot! 
●​ Read aloud/share these important IGNITE reminders: 

○​ Due to school district policy, please do not take any screenshots. 
○​ Smile - Show the students how happy you are to be there with them! 
○​ Make eye contact (look at your camera), and speak slowly and clearly. 
○​ Be energetic! Especially for young students, sitting still and staring at a screen can be 

challenging. Your energy goes a long way toward keeping them engaged. 
○​ Keep it PG! This is a professional event, so please use student-appropriate language (ie. No 

swearing) and make sure your Zoom background is professional. 
○​ Be aware of gendered language, ie. “You Guys” and “Ladies.” Instead, use inclusive 

terminology like “You All.” 
○​ For panelists: 
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■​ Please keep your responses to the Lead Panelist questions between 45 and 60 seconds 
to ensure there's plenty of time for questions from the students. 

■​ Don’t forget your visual aids! 
■​ Remember, you are talking to young students; use accessible language and define any 

acronyms or jargon - if you don’t, I will jump in and ask you to explain! 
■​ Start your story at the age of the students. What were your interests or hobbies as a 

child? What sparked your interest in STEM?  
■​ Be vulnerable and talk about obstacles you faced, and explain how you overcame them. 
■​ When answering the questions, talk with each other about the topic so students can get 

the feeling of an interactive discussion. 
■​ You are welcome to answer every question but don’t feel you need to. 

●​ Start on time! When you are ready to begin the event, tell the Tech Hosts and they will admit 
students/chaperones to the meeting. 

During the Event - Introduction 
●​ Have the script pulled up or printed for easy reference. We recommend having it in a separate 

window on the same screen as your webcam so you can make eye contact with students while you 
speak. 

●​ The Tech Host will screen share the slideshow (you don’t have to worry about this!). 

During the Event - Panel/Q&A 
●​ Keep an eye on the time. If panelists are going over 60 seconds in their responses, please jump in 

with a friendly verbal reminder to wrap it up.  
●​ You will look out for student questions via raised hands and the group chat window. Please don’t 

assume student pronouns. 
●​ For schools joining as a group (i.e., students do not have personal devices): 

○​ Refer to the school as a whole (“Next up, a question/raised hand from Lincoln Middle 
School.”) 

○​ Ask the student to introduce themselves when asking their question. 
●​ For schools joining with 1:1 devices: 

○​ Prioritize students who have hands raised so they can ask their questions out loud. Ask the 
student to unmute themselves to ask their question. If the student forgets to mute again, the 
Tech Hosts will mute them. 

■​ For a raised hand, call on the student directly (“Next up, a hand raised from Mara”). 
○​ For a chatted-in question, you can call on the student to ask their question out loud (“We 

have a question from Jessica in the chat - Jessica, would you like to unmute and ask your 
question?). If they decline/don’t respond, read the question aloud (“Jessica’s question is: 
What classes should I take now?”). 

■​ Prioritize questions that are applicable to the larger group/focused on relevant 
topics (STEM, education, careers, soft skills). 

■​ Use your judgment to edit/combine chatted-in questions as needed. 
●​ If no questions come in, please use a question from the Sample Panel Questions (or Elementary 

Questions) handout to keep the conversation going. 
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●​ Note: You and the Tech Host(s) for your event are welcome to mutually decide on an alternate 
method of monitoring and relaying student questions if it works better for you! 

During the Event - Student Survey 
●​ Per the script, prompt students to fill out the survey.  

○​ Tech Hosts will share the slide with the QR Code and link (joining as a group) or put the link 
in chat (joining with 1:1 devices).  

○​ Educators are prepared with hard copies of surveys for students without devices. 
●​ Give students 5 minutes to complete the survey. Give a 1 minute warning and remind students to 

stick around for one last activity (Lightning Round).  
●​ Ask students to submit whatever they have at the end of 5 minutes—even incomplete surveys are 

very helpful to IGNITE! 

After the Event 
●​ Complete the Event Summary Form, so we can continue to improve this experience for you and the 

students! 
●​ Log your volunteer hours with your company - this benefits IGNITE Worldwide so much! 

 
 
 
 

 
 
 
 

 
 

IGNITE Events change students’ lives! Learn more about IGNITE Worldwide. 
 

The IGNITE Worldwide Program is intentionally designed to create a space for girls and gender-diverse students​
to learn about STEM topics, skills, and careers and allow them to see themselves represented in STEM.​

Many IGNITE Students come from BIPOC communities, and many attend Title 1 Schools, which is a federal education 
program that supports low-income students. We encourage panelists and volunteers who can personally identify​

with IGNITE Students. If you have questions or concerns about volunteer opportunities with IGNITE, 
please reach out to us at contactus@ignite-worldwide.org. 
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