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Introduction to Virtual Facilitation  

 

Programme recommendations  

Technical 

 Delivered in Adobe Connect supplied by Lightbulb Moment or software provided by you 

 All audio is VoIP and attendees need appropriate headset with microphone 

 It’s best for attendees to be on wired internet – Wi-Fi often has lag and audio challenges  

 Each person to be at their own desk, on their own computer and an active participant in the 

session. This is so that each person has their own learning experience  

Logistics 

 Two hours per session (with a comfort break), one or two sessions a week – to be decided 

 Maximum of ten participants on all sessions (apart from the first steps webinar) 

 Recorded for your future internal use, not available publicly 

 Discussion points in all sessions are tailored to the needs of the people in your organisation 

 All sessions are highly interactive conversations with tips and demonstrations to highlight how the 

virtual classroom can overcome what people think of as barriers 

Packages in this document 

 First Steps For All webinar – recommended if this is completely new to your organisation 

 Taster package – to build on, or instead of, the First Steps For All Webinar 

 Facilitator training programme – the minimum sessions needed to get people delivering online’ 

 Extra modules are available for deeper learning, please just ask! 

“Thank you for your interest in our virtual 

classroom training. We have designed this 

using modern learning pedagogy to get 

the best out of your trainers and 

presentations and to update their skills. 

Our goal is to model best practice and 

ensure that your attendees have available 

to them the best skills and experience to 

deliver to their own attendees.” 

Jo Cook, Director, Lightbulb Moment 
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Introduction options for the virtual classroom 

We all start in different places with live online learning, that’s why we have our two starter packages, 

below, before the standard training. One or both of these could be useful to get staff involved. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Virtual classroom training package 

First steps for all webinar 

A 60 minute webinar for up to 100 people in your 

organisation, experience the real power of live online 

Perfect as a solo starting option if this is new territory, or 

combined with the taster package to get the ball rolling 

Taster package: two sessions 

Not sure if virtual classroom is for you? This cost-effective 

option let’s try it out with help and support to make an 

informed decision going forward in your organisation 

Facilitator training 

Need to get up and running with virtual classroom 

sessions for confident delivery? 

This package provides all the essentials to get people 

delivering with confidence and works in combination 

with any of the introduction options, or just dive  

right in if you know this is for you! 

1 
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First steps for all - what and why 

 

 

 

 

First steps for all webinar - details 

60 minute webinar for up to 100 of your staff 

Session actionable outcomes: 

- Define the terms “virtual classroom” and “webinar” 

- Experience a webinar modelling excellent live online delivery techniques 

- Have a common language for discussing live online delivery in the future 

Contents: 

- What a webinar is 

- How a virtual classroom is different from a webinar 

- Experience activities with: chat area, polls. whiteboard annotation, unmuting microphones, 

discussion and more 

 

  

First steps for all webinar

WHAT

Invite up to 100 people across your 
organisation to have an energetic, interactive 
experience and common language to refer to 
when discussing future options for delivery

WHY

This 60 minutes is a great way for lots of 
people in your organisation to experience how 
good a live online session really can be and 
what you can do in your company

1 

“ This can be a great option before your staff take on 
one of the training packages to really open their 

minds to the possibilities now that they’ve 
experienced a positive session 

Jo ”  
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Taster package - what and why 

 

 

Taster package - details 

Session one: Introduction 

Session actionable outcomes: 

- What a virtual classroom is and how it’s different from e-learning 

- Identify and discuss challenges perceived with the virtual classroom  

- Experience activities live online and discuss how similar/ different they are from face to face  

Contents: 

- Identify the characteristics of a virtual classroom and discuss how it’s different from other learning 

modalities, such as webinars, face to face and e-learning 

- Brainstorm some of the challenges people identify with live online delivery of sessions and discuss 

the implications to the staff, attendees and organisation 

- Experience a variety of different activity types and debrief how they are similar to face to face 

experiences and what this could mean in the future for delivery in the organisation 

Taster

1) Intro

WHAT

If you aren't sure that the 
virtual classroom is the way to 
go for your organisation, this 
taster session provides a 
longer discussion opportunity

WHY

Find out what a virtual 
classroom is, what it can do 
and how experiential and 
interactive it really can be! 
Get involved with activities to 
see the versatility of delivery

Taster

2) Practical

WHAT

Getting your people delivering 
in the patform gives everyone 
an opportunity to try it out 
and then discuss if and how 
the virtual classroom fits for 
your orgnisation

WHY

All our sessions are practical 
and hands on, and this one 
especially so. People will have 
a chance to see what it's like 
to deliver, whilst being fully 
supported by experts
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Session two: Practical 

Session actionable outcomes: 

- Find out how PowerPoint slides get into the virtual classroom platform 

- Perform some live online platform basics, such as moving through slides and clearing emoticons 

- Perform some live online delivery with the support of our experts  

- Identify where the virtual classroom offering sits within your organisational learning and 

development offering 

Contents: 

- Recap the types of technology available in the virtual classroom platform that can be used for 

practical activities 

- Identify some live online delivery basics, such as microphone control and how to deliver 

instructions 

- Each person to be supported in delivering a few minutes of different activities 

o All activities are pre-prepared by Lightbulb Moment 

o All are supported by the facilitator and producer so everyone learns something about the 

platform and the activity delivery 

o Different activities for each person highlight some of the opportunities available  

o Debriefing after each activity allows individual insight of how to deliver something in the 

platform, as well as the reaction of the rest of the group as attendees 

- From the experience gained, discuss how and where the virtual classroom could fit into the current 

organisation to meet the learning needs of your people 
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Facilitator training programme  

 

Facilitator training programme - what and why 

 

1) Introduction

Webinar/virtual 
classroom 

differences, 
skills and tools

2) Technology

Setup and 
control the 

basics of the 
session

3) Facilitator 
practice #1

Attendees 
deliver short 

activities to test 
the tech

4) Engagement 
design

Deconstructs 
face to face 

delivery & uses 
of online tools

5) Facilitator 
practice #2

Attendees deliver 
short activities to 

test design

Session 1 –
Introduction

WHAT

Differences between 
technologies; teaching 
skills needed for face to 
face and online; basic 
tools that can be used

WHY

To focus on the skills 
that your trainers have 
already and identify the 
new skills for the tools 
they will be using

Session 2 -
Technology

WHAT

Learn and practice the 
setup and control the 
basics of a session: 
slides, chat, feedback 
icons and microphones

WHY

Essential to be able to 
use the basic tools to 
start emulating the face 
to face classroom 
experience

Session 3 -
Faciliator 

Practice #1

WHAT

Each attendee to deliver 
a short activity live 
online. Feedback and 
focus on what all have 
learnt so far

WHY

This highly experiential 
element is invaluable for 
getting to grips early on 
with this new live online 
environment
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Session 4 –
Engagement 

Design

WHAT

Examine face to face 
delivery to deconstruct it, 
understand why we do 
facilitation tasks and how 
we can build that into the 
virtual classroom

WHY

Ensuring that facilitators 
are comfortable delivering 
live online, can feed off of 
the energy of the group 
and build relationships

Session 5 -
Faciliator 

Practice #2

WHAT

Each attendee to deliver a 
short activity of a few 
minutes. Feedback from 
peers and our experts, to 
focus on what has been 
learned and next steps

WHY

This highly experiential 
element is invaluable for 
applying the design skills 
from the previous sessions 
and receiving feedback

“ These five sessions are not only fun, but also full of 
learning all the key skills needed to get delivering in 
the virtual classroom. Plenty of details and activities 

to practice for truly experiential learning! 

Jo ”  
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Facilitator training programme - details 

Session one – Introduction  

Session actionable outcomes: 

- Plan sessions with appropriate levels of online interaction to support the online facilitator as well 

as engage the attendee  

- Plan sessions with appropriate use of the common interaction tools of emoticons, chat, whiteboard 

and verbal conversation 

Contents: 

- Discuss differences between a webinar approach and the virtual classroom for the facilitator the 

effects on the learning and performance of attendees 

- Discuss face to face delivery versus live online – differences and similarities in facilitation skills  

o The outcome is how similar these are to give confidence in current design skills, and focus 

on the areas that are different for further learning 

- Discuss the challenges when there is a lack of attendee responses and engagement: the impact to 

the facilitator and the attendee 

o A key area in online design is about frequent, meaningful interaction and activities. This is 

also excellent practice for face to face 

o This concept leads to design of the activities, the facilitator notes and appropriate 

structure, discussed in detail in other sessions 

Post-work: 

- Start preparing a short five minute activity to deliver in session three 

 

Session two – Technology  

Session actionable outcomes: 

- Setup and control the basics of an online session: slides, whiteboard/annotation, chat, feedback 
icons, microphones 

Contents: 

- Discuss the different roles in the software and what they do (e.g. host, presenter, attendee) 

- Experience the different roles and see what they can and can’t do in the software 

- Load PowerPoint slides 

- Switch on annotation tools for whiteboarding on slides 

- See the facilitator view of chat, feedback icons and microphones relevant to the role and software 

Post-work: 

- Practice with the software 
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Session three – Facilitator practice #1 

Session actionable outcomes: 

- Deliver live online activities  

- Analyse the effectiveness of the activities 

- Design with the facilitator’s needs in mind 

Contents: 

- Identify the components that make up an excellent online experience 

- Each person delivers a few minutes of their activity  

o The aim is to experience what an online facilitator needs to do. The emphasis is on what 

we can all learn from experiencing what the trainer needs to do with the current materials 

(e.g. slides, teacher notes, technical notes) 

o Another aspect of this is to have more experience with the range of online tools, using 

them in the moment, experiencing the “multi-tasking” element 

o Discussion after each delivery will be about what that person has learnt as well as what the 

whole group are experiencing as participants and learning about the design of the activities 

Post-work: 

- Update delivery for session five based on experience from this session 

 

Session four – Engagement design 

Session actionable outcomes: 

- Deliver training confidently  

- Use clear language  

- Design clear and structured activities 

- Create the appropriate documentation for teaching in the virtual classroom 

Contents: 

- Identify details of face to face delivery that are different live online 

- Deconstruct these and use knowledge from all previous sessions to rebuild using the technology 

and techniques learned 

- Identify and practice the language specific to activities in the online classroom 

- Explore a virtual classroom facilitator guide to influence decision making on documentation 

needed for virtual classrooms 

Post-work: 

- As a team, review current teaching guides and templates and decide what/if any changes need to 

be made to ensure appropriate notes for online delivery 

- Finish designing an activity to deliver in the next session 
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Session five – Facilitator practice #2 

Session actionable outcomes: 

- Deliver live online activities and analyse their effectiveness  

- Deliver from documentation designed for the virtual classroom 

- Deliver with the experience of the attendees in mind 

Contents: 

- Discuss how it was to design this short delivery based on learning points of previous sessions 

- Each person delivers a few minutes of their activity  

o Details as with previous facilitator focus session – learning from their own experience, 

feedback from peers and our facilitator and producer 

Post-work: 

- Update work based on learning from the session 

 


