
ag cothú léitheoirí

chi ldren’s
books
ire land
every child a reader

leabhair
pháist í
é i reann

Fee and conditions 
guidelines for  
digital events  
with children

professional development



ag cothú léitheoirí

chi ldren’s
books
ire land
every child a reader

leabhair
pháist í
é i reann

Children’s Books Ireland Team/ 
Foireann Leabhair Pháistí Éireann: 
CEO: Elaina Ryan 
Deputy CEO: Jenny Murray 
Programme & Events Manager: Aoife Murray 
Children & Young People’s  
Projects Manager: Daiden O’Regan 
Marketing & Development Manager: Julie Jones 
Laureate na nÓg Project Manager: Aingeala Flannery 
Administrator & Office Manager: Ciara Houlihan 
Awards Administrator: Julianne Siron  
Communications Officer: Kim Harte  
Administrative Assistant: Emily Daly

Children’s Books Ireland Board/Bord Leabhair Pháistí Éireann: 
Jane Alger, David Field, Patricia Forde, Eileen Jackson,  
Eddie Murtagh, Anne O’Gorman, John O’Donnell, Patrick Thorpe  
and Sarah Williams

Children’s Books Ireland/Leabhair Pháistí Éireann  
receives financial assistance from  
The Arts Council/An Chomhairle Ealaíon,  
70 Merrion Square, 
Dublin 2, Ireland

Children’s Books Ireland/Leabhair Pháistí Éireann  
First Floor, 17 North Great Georges Street, Dublin 1, D01 R2F1 
Telephone: 00 353 1 8727475 
info@childrensbooksireland.ie 
www.childrensbooksireland.ie

This resource was created in 
consultation with children’s artists by 
Children’s Books Ireland and Poetry 
Ireland, working in partnership on a 
Digital Capacity Building Programme 
to assist and support artists who 
are delivering online programmes 
to children and young people. This 
Digital Capacity Building Programme 
has been made possible with support 
from The Arts Council Capacity 
Building Support Scheme.

Children’s Books Ireland and Poetry 
Ireland are committed to supporting 
artists in the development of their 
practice and their working conditions.



 
IT

EM
 

FE
E 

CO
N

SI
D

ER
AT

IO
N

S
 

CH
EC

KL
IS

T 
FO

R 
AR

TI
ST

 A
N

D
 V

EN
U

E
 

 
Fe

e f
or

 u
p t

o o
ne

 1 
ho

ur
 liv

e 
dig

ita
l v

isi
t v

ia 
Zo

om
, S

ky
pe

 or
 

ot
he

r v
id

eo
-c

on
fe

re
nc

in
g 

so
ftw

ar
e.

 

Ex
pe

ct
 to

 p
ay

 
ap

pr
ox

. €
20

0 
pe

r 
ar

tis
t e

xc
lu

di
ng

 
VA

T 

•
Le

ng
th

 of
 vi

sit
 (4

0m
ins

 to
 1 

ho
ur

) d
ep

en
de

nt
 o

n a
ge

 gr
ou

p a
nd

 
at

te
nt

io
n s

pa
n 

of
 ch

ild
re

n 
inv

olv
ed

. 
•

Th
e s

ch
oo

l o
r l

ibr
ar

y s
ho

ul
d c

he
ck

 th
e W

iF
i o

r b
ro

ad
ba

nd
 co

nn
ec

tio
n t

o 
en

su
re

 it
 is

 st
ro

ng
 en

ou
gh

 fo
r a

 liv
e v

ide
o-

co
nf

er
en

cin
g c

all
. A

t t
his

 
po

int
, a

lso
 ch

ec
k t

he
 ca

m
er

a a
nd

 m
icr

op
ho

ne
 on

 th
e c

om
pu

te
r s

o t
ha

t 
th

e a
ud

ien
ce

 ca
n s

ee
 an

d 
he

ar
 th

e a
rti

st 
an

d v
ice

-v
er

sa
. I

f y
ou

 w
ish

 to
 

us
e a

 w
hit

eb
oa

rd
, p

ro
jec

to
r o

r s
im

ila
r m

ak
e s

ur
e t

he
 co

m
pu

te
r c

an
 h

oo
k 

up
 to

 it
, a

nd
 so

un
d c

an
 pl

ay
 th

ro
ug

h i
t. 

•
Ag

re
e i

n a
dv

an
ce

 w
ho

 is
 m

on
ito

rin
g o

r a
dm

in
ist

ra
tin

g t
he

 ca
ll. 

Th
is 

sh
ou

ld 
ne

ve
r b

e t
he

 ar
tis

t a
nd

 id
ea

lly
 b

e a
 te

ac
he

r o
r l

ibr
ar

ian
 et

c. 
Th

is 
pe

rso
n s

ho
uld

 b
e c

om
pe

te
nt

 an
d f

am
il ia

r w
ith

 th
e s

of
tw

ar
e a

nd
 b

e 
pr

ep
ar

ed
 to

 m
ut

e p
ar

tic
ipa

nt
s, 

re
m

ov
e a

cc
es

s t
o 

th
e c

ha
t f

un
ct

ion
 an

d 
re

m
ov

e c
all

er
s w

he
re

 re
qu

ire
d.

 T
his

 pe
rso

n s
ho

uld
 al

so
 ac

t a
s f

ac
ilia

ta
to

r 
an

d c
ha

ir 
wh

en
 it

 co
m

es
 to

 w
elc

om
ing

 th
e a

rti
st 

an
d d

ea
lin

g w
ith

 
qu

es
tio

ns
 su

bm
itt

ed
 in

 th
e c

ha
t f

ac
ilit

y. 
Ad

dit
io

na
lly

, t
he

 ar
tis

t s
ho

uld
 

ne
ve

r b
e a

sk
ed

 to
 se

t u
p 

th
e v

ide
o-

co
nf

er
en

cin
g c

all
 o

r t
o 

inv
ite

 
pa

rti
cip

an
ts,

 as
 th

is 
ca

n 
ha

ve
 cl

ea
r c

hil
d 

pr
ot

ec
tio

n 
an

d 
sa

fe
gu

ar
din

g 
im

pli
ca

tio
ns

. 
•

Th
e a

dm
ini

st
ra

to
r o

f t
he

 ca
ll s

ho
uld

 be
 p

re
pp

ed
 on

 w
he

re
 th

e a
ud

ien
ce

 
ar

e j
oin

in
g t

he
 ca

ll f
ro

m
, h

om
e o

r s
ch

oo
l, a

nd
 kn

ow
 ho

w 
m

an
y t

o 
ex

pe
ct

 
on

 a 
ca

ll, 
ha

vin
g c

on
fir

m
ed

 m
ax

im
um

 nu
m

be
rs 

in
 ad

va
nc

e w
ith

 th
e 

ar
tis

t. 
•

Th
e c

las
s t

ea
ch

er
 ha

s a
 se

pa
ra

te
 ro

le 
to

 pl
ay

 in
 ov

er
se

ein
g a

ll p
up

ils
 on

 a 
ca

ll, 
jus

t a
s t

he
y w

ou
ld 

fo
r a

n i
n-

pe
rso

n 
ev

en
t. 

BE
FO

RE
 th

e c
all

 
Ba

sic
 C

he
ck

s: 
•

Co
nfi

rm
 th

e a
ge

 an
d a

tte
nt

io
n s

pa
n o

f c
hil

dr
en

 
•

Co
nfi

rm
 an

d 
ag

re
e t

he
 le

ng
th

 of
 vi

sit
 

 Te
ch

ni
ca

l C
he

ck
s: 

•
Is 

W
iF

i o
r b

ro
ad

ba
nd

 is
 st

ro
ng

 en
ou

gh
? 

•
Ar

e c
am

er
a a

nd
 m

icr
op

ho
ne

 se
tti

ng
s f

un
ct

io
nin

g?
 

•
Ca

n 
th

e a
ud

ien
ce

 se
e a

nd
 h

ea
r t

he
 ar

tis
t?

 
•

Ar
e i

m
ag

e a
nd

 so
un

d c
on

ne
ct

ed
 th

ro
ug

h 
to

 la
rg

er
 sc

re
en

 (i
f 

us
ing

 an
 in

te
ra

ct
ive

 w
hit

eb
oa

rd
)?

 
 

Ca
ll A

dm
in

ist
ra

to
r’s

 ro
le:

 
•

Ag
re

e i
n a

dv
an

ce
 w

ho
 is

 m
on

ito
rin

g a
nd

 ad
m

ini
st

er
in

g t
he

 
ev

en
t (

N
EV

ER
 th

e a
rti

st
) 

•
Se

t u
p 

th
e v

ide
o-

co
nf

er
en

cin
g c

all
 an

d i
nv

ite
 pa

rti
cip

an
ts 

(N
EV

ER
 th

e a
rti

st
) 

•
Be

 co
m

pt
en

t a
nd

 fa
m

ilia
r w

ith
 al

l t
he

 te
ch

 in
vo

lve
d 

•
Be

 pr
ep

pe
d 

on
: 

•
wh

er
e t

he
 au

di
en

ce
 ar

e j
oi

nin
g f

ro
m

 i.e
. h

om
e, 

sc
ho

ol
 

•
th

e m
ax

im
um

 ag
re

ed
 nu

m
be

r o
f p

ar
tic

ipa
nt

s 
•

th
e e

xp
ec

te
d 

nu
m

be
r o

f p
ar

tic
ipa

nt
s 

 D
U

RI
N

G
 th

e c
all

 
Ca

ll A
dm

in
ist

ra
to

r’s
 ro

le:
 

•
Be

 pr
ep

ar
ed

 to
 m

ut
e o

r r
em

ov
e p

ar
tic

ipa
nt

s, 
or

 di
sa

ble
 ch

at
 

•
Ac

t a
s f

ac
ilit

at
or

 du
rin

g w
elc

om
e i

nt
ro

 an
d Q

&A
 

 
Te

ac
he

r’s
 ro

le:
 

•
O

ve
rse

e t
he

 pu
pil

s, 
e.g

. e
ng

ag
em

en
t, 

be
ha

vio
ur

 
 

    

Fe
e f

or
 p

ub
lic

 fa
cin

g v
ide

o o
r 

op
en

 ac
ce

ss
 vi

de
o,

 av
ail

ab
le 

fo
r 

3–
5 

ye
ar

s o
r i

nd
efi

ni
te

ly
.

M
ax

im
um

 le
ng

th
 10

 m
in

ut
es

.
 

St
ar

tin
g p

oin
t 

€
35

0–
€

50
0 

ex
clu

di
ng

 V
AT

 

 

 
 

 

  Th
e 

fe
es

 o
ut

lin
ed

 in
 th

e 
ta

bl
e 

be
lo

w 
ar

e 
de

sig
ne

d 
as

 a
 g

ui
de

lin
e 

on
ly

 in
 e

ac
h 

ar
ea

, p
le

as
e 

us
e 

yo
ur

 o
wn

 d
isc

re
tio

n 
wh

en
 n

eg
ot

ia
tin

g 
a 

pa
ym

en
t. 

Th
e 

co
nd

iti
on

s a
nd

 c
on

sid
er

at
io

ns
 

m
ay

 a
pp

ly
 to

 th
e 

ar
tis

t p
re

se
nt

in
g 

th
e 

vi
de

o 
or

 th
e 

ev
en

t;
 o

r t
o 

th
e 

sc
ho

ol
, l

ib
ra

ry
, v

en
ue

 o
r f

es
tiv

al
 b

oo
ki

ng
 th

e 
ev

en
t. 

R
em

em
be

r t
o 

wo
rk

 w
ith

 th
e 

rig
ht

 a
rt

ist
 fo

r t
he

 ri
gh

t e
ve

nt
; 

if 
an

 a
rt

ist
 tu

rn
s d

ow
n 

a 
pa

rt
ic

ul
ar

 e
ve

nt
 d

on
’t 

be
 a

fr
ai

d 
to

 a
sk

 a
ga

in
 o

n 
an

ot
he

r o
cc

as
io

n.
 A

ny
 d

ig
ita

l v
isi

t o
r e

ve
nt

 e
xp

er
ie

nc
e 

sh
ou

ld
 b

e 
as

 e
nj

oy
ab

le
 a

s p
os

sib
le

 fo
r a

ll.
 T

he
 fo

rm
at

 
of

 e
ac

h 
ev

en
t o

r v
id

eo
 sh

ou
ld

 b
e 

ag
re

ed
 in

 a
dv

an
ce

 a
nd

 u
nd

er
st

oo
d 

by
 a

ll 
to

 a
vo

id
 a

ny
 la

st
-m

in
ut

e 
fo

rm
at

 c
ha

ng
es

. F
or

 e
xa

m
pl

e,
 a

 li
ve

 c
al

l s
ho

ul
dn

’t 
be

 c
ha

ng
ed

 to
 a

 p
re

-r
ec

or
de

d 
vi

de
o.

 W
he

n 
ar

ra
ng

in
g 

an
 e

ve
nt

 o
r v

id
eo

 w
ith

 a
n 

au
th

or
 a

nd
 il

lu
st

ra
to

r t
ea

m
 th

is 
fe

e 
sh

ou
ld

 b
e 

m
ul

tip
lie

d 
by

 tw
o.

 A
ny

 re
so

ur
ce

s r
eq

ui
re

d 
fr

om
 th

e 
ar

tis
t e

.g
. c

ol
ou

rin
g 

sh
ee

ts
, 

cr
af

t a
ct

iv
ity

 in
st

ru
ct

io
ns

 e
tc

 m
ay

 c
ar

ry
 a

n 
ex

tr
a 

fe
e.

 A
 d

isc
ou

nt
 m

ay
 b

e 
of

fe
re

d 
fo

r m
ul

tip
le

 se
ss

io
ns

 fo
r t

he
 sa

m
e 

sc
ho

ol
, l

ib
ra

ry
 a

ut
ho

rit
y 

et
c.

 T
he

 o
rg

an
isa

tio
n’

s c
hi

ld
 p

ro
te

ct
io

n 
an

d 
sa

fe
gu

ar
di

ng
 p

ol
ic

y 
sh

ou
ld

 b
e 

ad
he

re
d 

to
 a

t a
ll 

tim
es

.

G
en

er
al

 in
fo

rm
at

io
n:



Fe
e f

or
 a 

vid
eo

 of
 ap

pr
ox

im
at

ely
 

10
 m

in
s 

Ex
pe

ct
 to

 p
ay

 
ap

pr
ox

. 
€

30
0 

ex
clu

di
ng

 
VA

T 
 

•
Th

e e
xa

ct
 le

ng
th

 of
 th

e v
ide

o w
ill 

de
pe

nd
 on

 th
e c

on
te

nt
 an

d s
ty

le 
of

 an
 

ind
ivi

du
al 

ar
tis

t’s
 w

or
k a

nd
 m

ay
 in

clu
de

 a 
pa

us
e o

r t
im

e f
or

 vi
ew

er
s t

o 
wo

rk
 on

 an
 ac

tiv
ity

 du
rin

g t
he

 vi
de

o,
 id

ea
lly

 by
 ac

co
m

pa
ny

in
g t

he
 vi

de
o 

wi
th

 re
so

ur
ce

s o
r b

y f
oll

ow
in

g t
he

 in
st

ru
ct

io
ns

 in
 th

e v
ide

o 
de

sc
rip

tio
n.

 
Th

is 
all

ow
s f

or
 so

m
e i

nt
er

ac
tio

n o
n t

he
 pa

rt 
of

 th
e v

iew
er

. N
ot

e t
ha

t 
th

e v
ide

o f
or

m
at

 do
es

n’t
 al

low
 fo

r t
he

 sa
m

e l
ev

el 
of

 in
te

ra
ct

io
n b

et
we

en
 

ar
tis

t a
nd

 au
di

en
ce

 an
d 

th
er

ef
or

e e
ss

en
tia

lly
 w

ill 
be

 sh
or

te
r t

ha
n 

an
 in

-
pe

rso
n e

ve
nt

. 
•

W
he

n 
re

ad
in

g f
ro

m
 th

eir
 bo

ok
 or

 sh
ow

in
g s

om
e s

pr
ea

ds
 as

 p
ar

t o
f a

 
vid

eo
, a

n a
rti

st 
m

ay
 ne

ed
 to

 se
ek

 pe
rm

iss
io

ns
 fr

om
 th

eir
 p

ub
lis

he
r. 

•
Co

ns
ide

r w
ho

 is
 re

sp
on

sib
le 

fo
r e

di
tin

g t
he

 vi
de

o –
 ar

e y
ou

 lo
ok

in
g f

or
 a 

fin
ish

ed
 pi

ec
e,  

wi
th

 pr
of

es
sio

na
l g

ra
ph

ics
, lo

go
s e

tc
? 

M
an

y a
rti

sts
 w

ill 
no

t w
an

t t
o 

ta
ke

 th
is 

on
, f

or
 th

os
e w

ho
 ar

e a
bl

e t
o,

 a 
hi

gh
er

 fe
e s

ho
uld

 
be

 pa
id.

 
•

W
he

n 
sh

ar
in

g t
he

 vi
de

o 
wi

th
 th

e a
ud

ien
ce

, c
lar

ity
 sh

ou
ld 

ex
ist

 ar
ou

nd
 

ho
w 

it 
wi

ll b
e s

ha
re

d,
 w

he
th

er
 th

e l
ink

 is
 pa

ss
wo

rd
 p

ro
te

ct
ed

 an
d 

wh
et

he
r a

cc
es

s t
o 

th
e v

ide
o l

ap
se

s a
fte

r a
 ce

rta
in

 am
ou

nt
 of

 ti
m

e.
 

•
If 

th
e v

ide
o 

is 
to

 be
 sh

ar
ed

 w
ith

 m
ult

ipl
e g

ro
up

s, 
th

is 
sh

ou
l d 

be
 

ne
go

tia
te

d 
in

 ad
va

nc
e w

ith
 an

 ex
tra

 fe
e p

ay
ab

le 
wh

er
e a

pp
ro

pr
iat

e.
 

•
If 

th
e v

ide
o 

is 
be

in
g s

ha
re

d 
as

 a 
‘liv

e’ 
pr

em
ier

e, 
or

 u
se

d f
or

 a 
pa

rti
cu

lar
 

fe
sti

va
l o

r l
ibr

ar
y p

ro
gr

am
m

e, 
a r

e-
us

e f
ee

 sh
ou

ld 
be

 n
eg

ot
iat

ed
 if

 it
 is

 
us

ed
 ag

ain
 ou

tsi
de

 of
 th

is 
tim

e p
er

io
d.

 
•

A 
m

ul
tip

lic
at

ion
 fa

ct
or

 of
 10

%–
20

% 
ap

pli
es

 pe
r r

e-
us

e f
ee

 or
 ad

dit
io

na
l 

vie
wi

ng
, d

ep
en

de
nt

 on
 th

e n
um

be
r o

f a
dd

iti
on

al 
vie

ws
, t

yp
e o

f e
ve

nt
 

et
c. 

Co
nt

en
t 

•
Es

ta
bli

sh
 ex

ac
t l

en
gt

h o
f v

ide
o 

•
D

oe
s v

ide
o/

ev
en

t n
ee

d t
o a

llo
w 

tim
e f

or
 an

y a
ud

ien
ce

 ac
tiv

ity
 

or
 in

te
ra

ct
io

n?
  

•
Ar

e p
ub

lis
he

r p
er

m
iss

io
ns

 n
ee

de
d 

if 
re

ad
in

g f
ro

m
 or

 sh
ow

in
g 

pu
bli

sh
ed

 w
or

k?
 

•
Es

ta
bli

sh
 at

 th
e o

ut
se

t w
he

th
er

 th
e a

rti
st 

or
 cl

ini
c i

s r
es

po
ns

ibl
e 

fo
r e

dit
in

g t
he

 vi
de

o 
 Ed

iti
ng

 •
Co

ns
ide

r t
he

 q
ua

lit
y a

nd
 le

ve
l o

f e
di

tin
g r

eq
ui

re
d 

an
d w

ha
t i

s 
ac

ce
pt

ab
le 

fo
r y

ou
r v

ide
o o

r e
ve

nt
? 

 Sh
ar

ing
 of

 V
ide

o 
•

H
ow

 an
d w

he
re

 w
ill 

th
e v

ide
o 

wi
ll b

e s
ha

re
d?

 
•

W
ill 

th
e v

ide
o 

be
 sh

ar
ed

 vi
a a

 pa
ss

wo
rd

-p
ro

te
ct

ed
 lin

k?
 

•
W

ha
t i

s t
he

 ag
re

ed
ed

 du
ra

tio
n 

of
 ac

ce
ss

 to
 th

e v
ide

o?
 

•
W

ith
 h

ow
 m

an
y g

ro
up

s w
ill 

th
e v

ide
o b

e s
ha

re
d w

ith
? 

•
W

ill 
th

e v
ide

o 
to

 be
 re

-u
se

d?
 A

nd
 ho

w 
of

te
n?

 
   

   

Fe
e f

or
 p

ub
lic

 fa
cin

g v
ide

o o
r 

op
en

 ac
ce

ss
 vi

de
o,

 av
ail

ab
le 

fo
r 

3–
5 

ye
ar

s o
r i

nd
efi

ni
te

ly
.

M
ax

im
um

 le
ng

th
 10

 m
in

ut
es

St
ar

tin
g p

oin
t 

€
35

0–
€

50
0 

ex
clu

di
ng

 V
AT

 

•
W

he
n 

as
se

ss
ing

 a 
pr

ice
 po

in
t f

or
 th

is 
ty

pe
 of

 vi
de

o 
co

ns
ide

r t
he

 le
ng

th
 

of
 th

e p
iec

e,
 th

e w
or

k i
nv

olv
ed

 o
n t

he
 pa

rt 
of

 th
e a

rti
st

(s)
 an

d 
ho

w 
lo

ng
 

th
e v

ide
o w

ill 
be

 av
ail

ab
le 

to
 vi

ew
 o

nli
ne

. 

•
Es

ta
bli

sh
 ex

ac
t l

en
gt

h o
f v

ide
o 

•
Co

ns
ide

r t
he

 q
ua

lit
y a

nd
 le

ve
l o

f e
di

tin
g r

eq
ui

re
d a

nd
 w

ha
t i

s 
ac

ce
pt

ab
le 

fo
r y

ou
r v

ide
o o

r e
ve

nt
? 

•
W

ha
t i

s t
he

 ag
re

ed
ed

 du
ra

tio
n 

of
 ac

ce
ss

 to
 th

e v
ide

o?
 

 
   

IT
EM

 
FE

E 
CO

N
SI

D
ER

AT
IO

N
S

 
CH

EC
KL

IS
T 

FO
R 

AR
TI

ST
 A

N
D

 V
EN

U
E

 
 

Fe
e f

or
 u

p t
o o

ne
 1 

ho
ur

 liv
e 

dig
ita

l v
isi

t v
ia 

Zo
om

, S
ky

pe
 or

 
ot

he
r v

id
eo

-c
on

fe
re

nc
in

g 
so

ftw
ar

e.
 

Ex
pe

ct
 to

 p
ay

 
ap

pr
ox

. €
20

0 
pe

r 
ar

tis
t e

xc
lu

di
ng

 
VA

T 

•
Le

ng
th

 of
 vi

sit
 (4

0m
ins

 to
 1 

ho
ur

) d
ep

en
de

nt
 o

n a
ge

 gr
ou

p a
nd

 
at

te
nt

io
n s

pa
n 

of
 ch

ild
re

n 
inv

olv
ed

. 
•

Th
e s

ch
oo

l o
r l

ibr
ar

y s
ho

ul
d c

he
ck

 th
e W

iF
i o

r b
ro

ad
ba

nd
 co

nn
ec

tio
n t

o 
en

su
re

 it
 is

 st
ro

ng
 en

ou
gh

 fo
r a

 liv
e v

ide
o-

co
nf

er
en

cin
g c

all
. A

t t
his

 
po

int
, a

lso
 ch

ec
k t

he
 ca

m
er

a a
nd

 m
icr

op
ho

ne
 on

 th
e c

om
pu

te
r s

o t
ha

t 
th

e a
ud

ien
ce

 ca
n s

ee
 an

d 
he

ar
 th

e a
rti

st 
an

d v
ice

-v
er

sa
. I

f y
ou

 w
ish

 to
 

us
e a

 w
hit

eb
oa

rd
, p

ro
jec

to
r o

r s
im

ila
r m

ak
e s

ur
e t

he
 co

m
pu

te
r c

an
 h

oo
k 

up
 to

 it
, a

nd
 so

un
d c

an
 pl

ay
 th

ro
ug

h i
t. 

•
Ag

re
e i

n a
dv

an
ce

 w
ho

 is
 m

on
ito

rin
g o

r a
dm

in
ist

ra
tin

g t
he

 ca
ll. 

Th
is 

sh
ou

ld 
ne

ve
r b

e t
he

 ar
tis

t a
nd

 id
ea

lly
 b

e a
 te

ac
he

r o
r l

ibr
ar

ian
 et

c. 
Th

is 
pe

rso
n s

ho
uld

 b
e c

om
pe

te
nt

 an
d f

am
il ia

r w
ith

 th
e s

of
tw

ar
e a

nd
 b

e 
pr

ep
ar

ed
 to

 m
ut

e p
ar

tic
ipa

nt
s, 

re
m

ov
e a

cc
es

s t
o 

th
e c

ha
t f

un
ct

ion
 an

d 
re

m
ov

e c
all

er
s w

he
re

 re
qu

ire
d.

 T
his

 pe
rso

n s
ho

uld
 al

so
 ac

t a
s f

ac
ilia

ta
to

r 
an

d c
ha

ir 
wh

en
 it

 co
m

es
 to

 w
elc

om
ing

 th
e a

rti
st 

an
d d

ea
lin

g w
ith

 
qu

es
tio

ns
 su

bm
itt

ed
 in

 th
e c

ha
t f

ac
ilit

y. 
Ad

dit
io

na
lly

, t
he

 ar
tis

t s
ho

uld
 

ne
ve

r b
e a

sk
ed

 to
 se

t u
p 

th
e v

ide
o-

co
nf

er
en

cin
g c

all
 o

r t
o 

inv
ite

 
pa

rti
cip

an
ts,

 as
 th

is 
ca

n 
ha

ve
 cl

ea
r c

hil
d 

pr
ot

ec
tio

n 
an

d 
sa

fe
gu

ar
din

g 
im

pli
ca

tio
ns

. 
•

Th
e a

dm
ini

st
ra

to
r o

f t
he

 ca
ll s

ho
uld

 be
 p

re
pp

ed
 on

 w
he

re
 th

e a
ud

ien
ce

 
ar

e j
oin

in
g t

he
 ca

ll f
ro

m
, h

om
e o

r s
ch

oo
l, a

nd
 kn

ow
 ho

w 
m

an
y t

o 
ex

pe
ct

 
on

 a 
ca

ll, 
ha

vin
g c

on
fir

m
ed

 m
ax

im
um

 nu
m

be
rs 

in
 ad

va
nc

e w
ith

 th
e 

ar
tis

t. 
•

Th
e c

las
s t

ea
ch

er
 ha

s a
 se

pa
ra

te
 ro

le 
to

 pl
ay

 in
 ov

er
se

ein
g a

ll p
up

ils
 on

 a 
ca

ll, 
jus

t a
s t

he
y w

ou
ld 

fo
r a

n i
n-

pe
rso

n 
ev

en
t. 

BE
FO

RE
 th

e c
all

 
Ba

sic
 C

he
ck

s: 
•

Co
nfi

rm
 th

e a
ge

 an
d a

tte
nt

io
n s

pa
n o

f c
hil

dr
en

 
•

Co
nfi

rm
 an

d 
ag

re
e t

he
 le

ng
th

 of
 vi

sit
 

 Te
ch

ni
ca

l C
he

ck
s: 

•
Is 

W
iF

i o
r b

ro
ad

ba
nd

 is
 st

ro
ng

 en
ou

gh
? 

•
Ar

e c
am

er
a a

nd
 m

icr
op

ho
ne

 se
tti

ng
s f

un
ct

io
nin

g?
 

•
Ca

n 
th

e a
ud

ien
ce

 se
e a

nd
 h

ea
r t

he
 ar

tis
t?

 
•

Ar
e i

m
ag

e a
nd

 so
un

d c
on

ne
ct

ed
 th

ro
ug

h 
to

 la
rg

er
 sc

re
en

 (i
f 

us
ing

 an
 in

te
ra

ct
ive

 w
hit

eb
oa

rd
)?

 
 

Ca
ll A

dm
in

ist
ra

to
r’s

 ro
le:

 
•

Ag
re

e i
n a

dv
an

ce
 w

ho
 is

 m
on

ito
rin

g a
nd

 ad
m

ini
st

er
in

g t
he

 
ev

en
t (

N
EV

ER
 th

e a
rti

st
) 

•
Se

t u
p 

th
e v

ide
o-

co
nf

er
en

cin
g c

all
 an

d i
nv

ite
 pa

rti
cip

an
ts 

(N
EV

ER
 th

e a
rti

st
) 

•
Be

 co
m

pt
en

t a
nd

 fa
m

ilia
r w

ith
 al

l t
he

 te
ch

 in
vo

lve
d 

•
Be

 pr
ep

pe
d 

on
: 

•
wh

er
e t

he
 au

di
en

ce
 ar

e j
oi

nin
g f

ro
m

 i.e
. h

om
e, 

sc
ho

ol
 

•
th

e m
ax

im
um

 ag
re

ed
 nu

m
be

r o
f p

ar
tic

ipa
nt

s 
•

th
e e

xp
ec

te
d 

nu
m

be
r o

f p
ar

tic
ipa

nt
s 

 D
U

RI
N

G
 th

e c
all

 
Ca

ll A
dm

in
ist

ra
to

r’s
 ro

le:
 

•
Be

 pr
ep

ar
ed

 to
 m

ut
e o

r r
em

ov
e p

ar
tic

ipa
nt

s, 
or

 di
sa

ble
 ch

at
 

•
Ac

t a
s f

ac
ilit

at
or

 du
rin

g w
elc

om
e i

nt
ro

 an
d Q

&A
 

 
Te

ac
he

r’s
 ro

le:
 

•
O

ve
rse

e t
he

 pu
pil

s, 
e.g

. e
ng

ag
em

en
t, 

be
ha

vio
ur

 
 

    

Fe
e f

or
 p

ub
lic

 fa
cin

g v
ide

o o
r 

op
en

 ac
ce

ss
 vi

de
o,

 av
ail

ab
le 

fo
r 

3–
5 

ye
ar

s o
r i

nd
efi

ni
te

ly
.

M
ax

im
um

 le
ng

th
 10

 m
in

ut
es

.
 

St
ar

tin
g p

oin
t 

€
35

0–
€

50
0 

ex
clu

di
ng

 V
AT

 

 

 
 

 

   
IT

EM
 

FE
E 

CO
N

SI
D

ER
AT

IO
N

S
 

CH
EC

KL
IS

T 
FO

R 
AR

TI
ST

 A
N

D
 V

EN
U

E
 

 
Fe

e f
or

 u
p t

o o
ne

 1 
ho

ur
 liv

e 
dig

ita
l v

isi
t v

ia 
Zo

om
, S

ky
pe

 or
 

ot
he

r v
id

eo
-c

on
fe

re
nc

in
g 

so
ftw

ar
e.

 

Ex
pe

ct
 to

 p
ay

 
ap

pr
ox

. €
20

0 
pe

r 
ar

tis
t e

xc
lu

di
ng

 
VA

T 

•
Le

ng
th

 of
 vi

sit
 (4

0m
ins

 to
 1 

ho
ur

) d
ep

en
de

nt
 o

n a
ge

 gr
ou

p a
nd

 
at

te
nt

io
n s

pa
n 

of
 ch

ild
re

n 
inv

olv
ed

. 
•

Th
e s

ch
oo

l o
r l

ibr
ar

y s
ho

ul
d c

he
ck

 th
e W

iF
i o

r b
ro

ad
ba

nd
 co

nn
ec

tio
n t

o 
en

su
re

 it
 is

 st
ro

ng
 en

ou
gh

 fo
r a

 liv
e v

ide
o-

co
nf

er
en

cin
g c

all
. A

t t
his

 
po

int
, a

lso
 ch

ec
k t

he
 ca

m
er

a a
nd

 m
icr

op
ho

ne
 on

 th
e c

om
pu

te
r s

o t
ha

t 
th

e a
ud

ien
ce

 ca
n s

ee
 an

d 
he

ar
 th

e a
rti

st 
an

d v
ice

-v
er

sa
. I

f y
ou

 w
ish

 to
 

us
e a

 w
hit

eb
oa

rd
, p

ro
jec

to
r o

r s
im

ila
r m

ak
e s

ur
e t

he
 co

m
pu

te
r c

an
 h

oo
k 

up
 to

 it
, a

nd
 so

un
d c

an
 pl

ay
 th

ro
ug

h i
t. 

•
Ag

re
e i

n a
dv

an
ce

 w
ho

 is
 m

on
ito

rin
g o

r a
dm

in
ist

ra
tin

g t
he

 ca
ll. 

Th
is 

sh
ou

ld 
ne

ve
r b

e t
he

 ar
tis

t a
nd

 id
ea

lly
 b

e a
 te

ac
he

r o
r l

ibr
ar

ian
 et

c. 
Th

is 
pe

rso
n s

ho
uld

 b
e c

om
pe

te
nt

 an
d f

am
il ia

r w
ith

 th
e s

of
tw

ar
e a

nd
 b

e 
pr

ep
ar

ed
 to

 m
ut

e p
ar

tic
ipa

nt
s, 

re
m

ov
e a

cc
es

s t
o 

th
e c

ha
t f

un
ct

ion
 an

d 
re

m
ov

e c
all

er
s w

he
re

 re
qu

ire
d.

 T
his

 pe
rso

n s
ho

uld
 al

so
 ac

t a
s f

ac
ilia

ta
to

r 
an

d c
ha

ir 
wh

en
 it

 co
m

es
 to

 w
elc

om
ing

 th
e a

rti
st 

an
d d

ea
lin

g w
ith

 
qu

es
tio

ns
 su

bm
itt

ed
 in

 th
e c

ha
t f

ac
ilit

y. 
Ad

dit
io

na
lly

, t
he

 ar
tis

t s
ho

uld
 

ne
ve

r b
e a

sk
ed

 to
 se

t u
p 

th
e v

ide
o-

co
nf

er
en

cin
g c

all
 o

r t
o 

inv
ite

 
pa

rti
cip

an
ts,

 as
 th

is 
ca

n 
ha

ve
 cl

ea
r c

hil
d 

pr
ot

ec
tio

n 
an

d 
sa

fe
gu

ar
din

g 
im

pli
ca

tio
ns

. 
•

Th
e a

dm
ini

st
ra

to
r o

f t
he

 ca
ll s

ho
uld

 be
 p

re
pp

ed
 on

 w
he

re
 th

e a
ud

ien
ce

 
ar

e j
oin

in
g t

he
 ca

ll f
ro

m
, h

om
e o

r s
ch

oo
l, a

nd
 kn

ow
 ho

w 
m

an
y t

o 
ex

pe
ct

 
on

 a 
ca

ll, 
ha

vin
g c

on
fir

m
ed

 m
ax

im
um

 nu
m

be
rs 

in
 ad

va
nc

e w
ith

 th
e 

ar
tis

t. 
•

Th
e c

las
s t

ea
ch

er
 ha

s a
 se

pa
ra

te
 ro

le 
to

 pl
ay

 in
 ov

er
se

ein
g a

ll p
up

ils
 on

 a 
ca

ll, 
jus

t a
s t

he
y w

ou
ld 

fo
r a

n i
n-

pe
rso

n 
ev

en
t. 

BE
FO

RE
 th

e c
all

 
Ba

sic
 C

he
ck

s: 
•

Co
nfi

rm
 th

e a
ge

 an
d a

tte
nt

io
n s

pa
n o

f c
hil

dr
en

 
•

Co
nfi

rm
 an

d 
ag

re
e t

he
 le

ng
th

 of
 vi

sit
 

 Te
ch

ni
ca

l C
he

ck
s: 

•
Is 

W
iF

i o
r b

ro
ad

ba
nd

 is
 st

ro
ng

 en
ou

gh
? 

•
Ar

e c
am

er
a a

nd
 m

icr
op

ho
ne

 se
tti

ng
s f

un
ct

io
nin

g?
 

•
Ca

n 
th

e a
ud

ien
ce

 se
e a

nd
 h

ea
r t

he
 ar

tis
t?

 
•

Ar
e i

m
ag

e a
nd

 so
un

d c
on

ne
ct

ed
 th

ro
ug

h 
to

 la
rg

er
 sc

re
en

 (i
f 

us
ing

 an
 in

te
ra

ct
ive

 w
hit

eb
oa

rd
)?

 
 

Ca
ll A

dm
in

ist
ra

to
r’s

 ro
le:

 
•

Ag
re

e i
n a

dv
an

ce
 w

ho
 is

 m
on

ito
rin

g a
nd

 ad
m

ini
st

er
in

g t
he

 
ev

en
t (

N
EV

ER
 th

e a
rti

st
) 

•
Se

t u
p 

th
e v

ide
o-

co
nf

er
en

cin
g c

all
 an

d i
nv

ite
 pa

rti
cip

an
ts 

(N
EV

ER
 th

e a
rti

st
) 

•
Be

 co
m

pt
en

t a
nd

 fa
m

ilia
r w

ith
 al

l t
he

 te
ch

 in
vo

lve
d 

•
Be

 pr
ep

pe
d 

on
: 

•
wh

er
e t

he
 au

di
en

ce
 ar

e j
oi

nin
g f

ro
m

 i.e
. h

om
e, 

sc
ho

ol
 

•
th

e m
ax

im
um

 ag
re

ed
 nu

m
be

r o
f p

ar
tic

ipa
nt

s 
•

th
e e

xp
ec

te
d 

nu
m

be
r o

f p
ar

tic
ipa

nt
s 

 D
U

RI
N

G
 th

e c
all

 
Ca

ll A
dm

in
ist

ra
to

r’s
 ro

le:
 

•
Be

 pr
ep

ar
ed

 to
 m

ut
e o

r r
em

ov
e p

ar
tic

ipa
nt

s, 
or

 di
sa

ble
 ch

at
 

•
Ac

t a
s f

ac
ilit

at
or

 du
rin

g w
elc

om
e i

nt
ro

 an
d Q

&A
 

 
Te

ac
he

r’s
 ro

le:
 

•
O

ve
rse

e t
he

 pu
pil

s, 
e.g

. e
ng

ag
em

en
t, 

be
ha

vio
ur

 
 

    

Fe
e f

or
 p

ub
lic

 fa
cin

g v
ide

o o
r 

op
en

 ac
ce

ss
 vi

de
o,

 av
ail

ab
le 

fo
r 

3–
5 

ye
ar

s o
r i

nd
efi

ni
te

ly
.

M
ax

im
um

 le
ng

th
 10

 m
in

ut
es

.
 

St
ar

tin
g p

oin
t 

€
35

0–
€

50
0 

ex
clu

di
ng

 V
AT

 

 

 
 

 

  



ag cothú léitheoirí

chi ldren’s
books
ire land
every child a reader

leabhair
pháist í
é i reann

professional development


