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Tips for Designing Virtual Programs  

   

     
    

      
        

   

    
  

          
          

   

     
    

         
        

         

Have a Detailed Facilitator Guide 
Redesign your content using a Virtual Facilitator Guide. Here’s an example. 

1 2 4 3 1 Include the slide or other 
visuals. Create a style so the 
slides auto-number. 

2 Be more prescriptive with 
the facilitator instructions to 
maintain timing and keep 
things moving. 

3 Include the functionality or 
other notes like specific 
timing and things to 
remember. 

4 Include producer instructions 
so they know what do to at 
any given time. 

General Tips for Getting Started 
Before you get started take some time to think through the best approach to redesign your in-person 
program into an online format.  

Plan for 90 minutes maximum 

Keep sessions to a maximum of 90 minutes. Anything more is too long. Remember that a half-day session is 
the equivalent of a 90 minute online session.  

Consider a ‘blended’ approach 

Can you ‘chunk’ your material into multiple sessions? For example, a 90 minute session in the morning, a 
break for independent learning and lunch. Then have another 90 minute session in the afternoon. 

Have a facilitator and a producer 

Consider the number of participants you can manage 

Have 12 – 15 participants if you want a two-way session that engages folks. Invite over 15 participants if it’s 
more of a presentation – a one-way session with minimal interaction.  

Design for your platform and its functionality 

Common platforms are Zoom, Webex, Adobe Connect, and GoTo Webinar. Understand if you have the 
‘meeting’ version which will have a great set of features for interactivity. The ‘training’ version typically 
includes breakout rooms.  

Facilitator presents the content and answers 
questions. They are focused on the participants.  

Producer manages the technology. They are 
focused on making sure things run smoothly. 

Consider these additional resources 
• Virtual Training Basics by Cindy Huggett © ASTD Press (2010). This is a bit dated but has some great, 

practical information to get you started.  
• My colleague, Kerry O’Brien, has some great posts on setting up Webinars for Learner Engagement. 
• Another colleague, Marie Antaya, and her company also provide some great insights into designing and 

delivering virtual programs.  

https://www.linkedin.com/pulse/setting-up-webinars-learner-engagement-kerry-o-brien/
https://www.eclectic.ca/team-eclectic#marie
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Classroom Approach Ideas for Online Approach 

Participant introductions • Post question on a slide and ask participants to respond in chat or with 
their status (raise hand). 

• Have a polling question. 
• Show a map and ask participants to annotate it to indicate from where 

they’re calling.  
Unless you have a really small group, avoid voice introductions. 

Self-assessment • Ask questions on a slide and ask participants to respond in chat.  
• Provide a handout to complete offline during the session then discuss 

online. Have a timer on screen to indicate it’s ‘okay’ to have silence. 

Role-play • Use break out rooms for practice.  

Modelling behaviour or 
skill 

• Ask participants to create a video of themselves and post it to share.  

Discussion with open-
ended questions 

• Ask the question and ask participants to respond using chat or raising their 
hand to be unmuted. 

• Create a polling question. Follow up with a chat question to uncover the 
rationale behind the poll responses. 

Discussion with closed-
ended questions 

• Ask the question and use polling for answers. Follow up with chat for 
feedback. 

Check for learning • Have a poll question followed by chat.  
• Introduce a scenario for participants to work on independently then submit 

after the virtual session.  

Reimagine classroom activities in an online program 
Here are some common classroom activities and ideas for how to recreate them for online delivery. 

Remember Adult Learning Principles1 

Admittedly these principles apply to both in-person and online programs. They’re worth including here 
because they’re so important. 

Principle Design Implication 

Adults need to be involved in the 
planning and evaluation of their 
instruction. 

Avoid linear design where possible.  
Allow participants to self-direct their learning. Give them choices 
whenever possible. 

Experience (including mistakes) 
provides the basis for the learning 
activities. 

Avoid having the facilitator present a lot of content.  
Provide scenarios and activities for participants to apply 
concepts.  

Adults are most interested in learning 
subjects that have immediate 
relevance and impact on their job or 
personal life. 

Avoid content that is too abstract or theoretical.  
Move quickly from providing background context to giving 
concrete examples, so content is relevant and applicable.  

Adult learning is problem-centered 
rather than content-oriented. 

Minimize abstract theories and concepts. 
Pose questions to generate discussion to draw out the expertise 
in the group. 

1 The Adult Learner: A Neglected Species 4th Edition by Malcolm S. Knowles © Gulf Pub Co. (1990). 
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