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The hosts and organizers are expected to adhere to the following meeting etiquettes while
conducting the Youth Festival this year that is to be conducted virtually in wake of

COVID 19

1. Test your Set-Up: Make sure you have good internet connectivity to ensure smooth
conduct of the program '

2. Inform the participants well in the advance about the program being recorded.

3. Appoint two-three co-hosts to help the program be conducted seamlessly.

4. Under security setting mute all the participants on entry, keep the participants video
off by default and most importantly turn off the annotation.

5. Start the meeting early minimum 20 minutes prior to the scheduled time to ensure
program scheduled is followed.

6. Use a virtual background to avoid your surroundings being displayed Keep it neat
and tidy.

7. Don’t multitask or snack in between.

8. Be dressed appropriately.

9. Give clear instructions to the participants.

10. Summarize the program before you end.

11. Give the college email to the examiners.

12. For the fine arts events get the photographs from the participants and send it to the
concerned examiners for final assessment. Store these photographs properly in the
Separate folders.

13. Collect the individual mark sheet from each examiner, cumulative mark sheet from
the examiner to whom the format of it was given, and the final result of each of the
event. | |

14.

Send the final result to the Director, Students’ Development, Shivaji University
Kolhapur on dsw@unishivaji.ac.in The result should be authenticated by the seal
and signature of the participate of the organizing college.
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