
MANUAL OF GOOD PRACTICES 
FOR RECORDING PRESENTATIONS



INTRODUCTION



This manual is intended to help video authors prepare to record their presentation, but also to share some simple aspects on 
how to ensure a higher quality and professional presentation for the World Summit of Arts Education ‘2023.

We emphasize that it is extremely important that you prepare and test the equipment you are going to use, in order to 
ensure that everything runs as smoothly as possible.

Please read this manual carefully and take into account the suggestions presented in it.



PREPARATION
The next tips should be kept in mind when recording your presentation.



Participants will listen carefully to your presentation, which means they will hear any 
noise you make or that exists in the place where you are making your presentation.

So make sure to eliminate any sound distractions like your cell phone, pop-up 
notifications, new email, etc.

If you are at home, or in an environment with more people, please choose a place where 
they will not disturb you, and, if possible, inform them that they should not interfere 
during that period of time and that they try to avoid making loud noises.

If you use sheets with notes, please pay attention to the noise when handling them.

Finally, we strongly recommend that you use headphones (preferably with a 
microphone).

The sound will surely be better and will help to eliminate external noises.

1. FIND A QUIET SPACE



Do not start the recording, or the live intervention, without first testing the lighting 
position and position/posture.

We recommend that the light source is in front of you. Avoid at all costs having 
the light source behind you.

If possible, opt for natural light over artificial light.

2. TEST YOUR LIGHTING



Any movement behind you (cars, people, trees, etc.) will affect the image and 
presentation quality.

Eliminate, as much as possible, any kind of movement behind you.

For a more professional result, choose a quiet space with a static background, 
preferably a light-colored wall.

3. PLAN



You must ensure that the equipment you are going to use is in a stable structure 
and that it stays that way.

The equipment should be at the same level as your eyes.

Your image framing should include shoulders and face.

4. KEEP THE CAMERA STABLE



We recommend that you prepare and rehearse your presentation until you feel 
comfortable.

Remember that your presentation slides are your visual support, so try to keep 
them as simple and impactful as possible.

If you need to include a video in the presentation, keep in mind that you should 
not speak over it, as it will become imperceptible to the participants.

5. PREPARE YOUR PRESENTATION



DURING RECORDING



While you are recording, try to be as relaxed and comfortable as possible.

It is natural to gesture, however, we ask that you try to avoid sudden, sudden 
movements or touching the camera.

6. SUGGESTIONS



THANKS FOR YOUR TIME


