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20 Master Strategies  
 

FOUNDATION 

1. AUDIO. It matters more than anything else. If you cannot be heard, it will not matter 

what you know, what you say, or how you say it. 

2. PLATFORM. Know it inside and out, upside down, all around. Be an expert on your 

platform, know its capabilities and limitations.  Click on all the different options, and 

utilize a Producer for extra platform expertise. 

3. PRODUCER. Don’t go it alone, a Producer will distinguish your session, supporting you, 

the participants, and the technology. They are an extra pair of hands, eyes, and ears!  

Meet your Producer in advance for pre-session preparation where you can tell the 

them how they can best support you.  Learn from each session by conducting a 

debrief. 

4. COMMUNICATE. Provide clear technical and instructional communications to everyone 

involved, well in advance. Email session and learning environment expectations, for 

example, instruct participants to join from their own device, using their own audio 

connection. 

5. READINESS. Confirm that you, your participants, and your technology are ready. Use a 

Facilitator’s Guide to stay on track. Teach participants how to be in the online 

environment. Have backup plans in place for any unexpected technology issues. 

VOICE 

6. BROADCAST. Adopt the style of a radio broadcaster! Use your voice, as it’s your key tool 

in the virtual environment. Be aware and practice with tone, pace, pitch, and energy. 

Remember to smile, because it shows and can be heard! Don’t be a kindergarten 

teacher to people who aren’t in kindergarten. 

7. SOUND. How you sound determines how people feel. Deliver with a tone that says, “I 

want you here!” Make participants feel welcome and let them know you care.   Call on 

people by name, bring everyone into the conversation, acknowledge them, and 

incorporate participants’ comments and ideas into the session. 

8. WORDS. Speak in shorter, more direct sentences, consider your non-native English 

speakers, and avoid idioms that do not translate. Rehearse to determine timing, add 

timing notes to your Facilitator Guide, and don’t talk too fast to squeeze in material. 

9. FILLERS. Pay attention to excess or distracting words or sounds you might be using such 

as “like”, “you know”, or “um.” Refrain from using upward inflection at the end of 

sentences. Record yourself. Listen to see if are you using a lot of fillers, and instead try 

pausing or taking a deep breath. 

10.  TECHY. Avoid too much technical talk, yet be specific with instructions. Instead of, “I’m 

going to open the poll”,” simply say, “I’d like to ask you a question.” Be specific by 

indicating how participants should respond using the technology. For example, “Please 

type your ideas and reactions to this new process in chat.” 
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FACILITATION 
11.  THINK.  Practice “purposeful silence” when asking participants to respond, for example, 

via chat or white boarding.  Allow quiet time for participants to think, process and 

respond.  And then thoughtfully comment on their ideas and/or Instead of reading out 

loud what they typed, call on them to elaborate. Note: It is not necessary to wait for 

every single person to respond. Majority rules! 

12.  INTERACT. Encourage others to answer questions instead of being the first to comment.  

Facilitate group learning. Ask the participants to answer each other’s questions to 

create collaboration.  

13.  RELEVANCE. Go beyond covering content; make it relevant to the audience. Research 

your topic, learn about your audience, use specific examples relevant to their industry, 

company, and the culture of the participants. Use stories to make the content 

memorable.  

14.  ADAPT. Manage time, adhere to course objectives and flow, and adapt to participant 

needs and expectations. Ask the Producer to help you stay on track.  Allow enough 

time for discussion and questions. 

15.  FEEDBACK. Have a trusted friend or colleague who knows how to deliver online 

learning observe you and provide feedback and coaching. Get out of the rut of bad 

habits such as too many filler words, or calling attention to the technology!  

DESIGN 

16.  ACTION. Open with purpose and then respond to that purpose. For example, open 

using a slide with a question on why the topic is important, or requesting they share their 

challenges related to the topic. Read their responses and thread them throughout the 

session. 

17.  FLOW. Write transition statements that manage the flow of the learning.  Build these 

bridging statements into the Facilitator’s Guide to segue from one topic to another.  This 

helps learners make the transition to the next topic, and keeps trainers away from “and 

on the next slide we will be discussing…” 

18.  FACILITATE. Commit to “no more lecture.” Design activities, and what participants will 

DO. Pull versus push meaning instead of a slide with a bulleted list, ask the participants 

to respond from their knowledge and experience. For example, ask, “What is the role of 

a Producer in the virtual classroom, please answer in chat?”, instead of showing a slide 

that tells them the answer! 

19. BREAKOUT. Advance your breakouts!  

• Determine the appropriate size of the groups based on the objective of the activity. 

• Set the breakout up with clear instructions for both the activity, as well as the technical details of working together in a 

breakout and add instructions to the Participant Guide. 

• Assign a breakout leader, and a person to be the scribe. 

• Visit the groups to check progress and answer questions. 

• Send out time alerts, and leave enough time for a proper debrief of the learning. 

 

20.  HIGHER!  “Bring us a higher love” we mean… LEARNING, by creating application and 

higher-level learning activities. 
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Notes, Ideas, and Action Items! 

1.  

2.  

3.  
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Kassy’s Worksheet: A 4-Step Virtual Design Process to Create Activities *  
 

Virtual classroom activities need to be more than fun and interactive. They help 

gauge level of participation, attentiveness, and learning transfer. To ensure each 

activity delivered meets these three criteria, design each one with purpose. 

 

Use this 4-step process to develop purpose: 

1. What is the Goal of your program? The Goal is what the organization/company 

sees as the outcome of the entire training event. 

Example: Develop the training team into virtual trainers. 

 

__________________________________________________________________________. 

 

2. A program will have multiple Objectives, or specific actions participants will take 

to meet the Goal. List your action-oriented objectives below. 

Example: Identify the available features of the live online platform. 

Example: Practice using virtual vocal techniques to engage a virtual audience. 

 

Objective _____________________________________________________________. 

 

Objective _____________________________________________________________. 

 

Objective _____________________________________________________________. 

 

3. From the list above, which objectives are Social? Which of the objectives above 

are best learned with other people, live, in a group, all together? 

Example: From the 2 above, the first one could be learned independently, the 

second one benefits from having an audience. 

 

Social, together live online_________________________________________________. 

 

Social, together live online_________________________________________________. 

 

4. Map the interactions to the available platform features. Which of the features 

below will best support the interactions? 

Example: Slide Share, Audio, Webcam, & Feedback to practice vocal 

techniques. 
❒ Slide share 

❒ Chat 

❒ Webcam 

❒ Whiteboard 

❒ Audio 

❒ Poll 

❒ Feedback (icons like green checks, etc.) 

❒ Breakout 

* Worksheet adapted from Interact and Engage! 50+ Activities for Virtual Training, Meetings, 

and Webinars © ATD Press 2015, by Kassy LaBorie and Tom Stone  
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Karen’s Favorite Teachback Assessment  

 

Instructions:  

Enter Yes, No, or NA for not applicable in the second column, add comments in the 

third column. 

 

1. Did the facilitator demonstrate these virtual learning leading practices? 

 Yes/No 

or N/A 

Comments 

Was the facilitator prepared?   

Was their section interactive and 

engaging? 

  

Did the facilitator use their voice 

effectively? 

  

Did the facilitator demonstrate good use 

of pacing? 

  

Were instructions clear and specific?   

Did the facilitator seem comfortable with 

dead air time during exercises? 

  

Did the facilitator avoid technology talk?   

Did the facilitator avoid filler words 

(umms, humms, you know)? 

  

 

 

2. Did the facilitator effectively use the following virtual learning platform tools, if 

applicable? 

 Yes/No 

or N/A 

Comments 

Annotation tools such as the pointer, 

highlighter, text, etc. 

  

Chat   

Obtain participant feedback by using 

the platform’s feedback tools? 

  

Polling   

Whiteboard   

Breakout   

 

 

3. What worked well? 

 

 

 

4.  Recommendations for improvement. 
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Kassy’s Advice:  10 THINGS TO WATCH OUT FOR IN BREAKOUTS! 

 

1. Participants are not hanging on your every word. To support the verbal 

directions, repeat them in the participant manual and simply state them on a 

slide. 

 

2. Don’t assume the audio will automatically transfer into the breakout room. 

Check it beforehand. 

 

3. If assigning a leader to the breakouts, contact him first. Sometimes people walk 

away from their desks and cannot lead the breakout, leaving the other 

attendees waiting and wondering, unable to complete the activity. 

 

4. Participants often feel lost in a breakout. Be very clear with the instructions, 

answering questions before launching the breakouts. 

 

5. Check in on the participants. Participants rarely know how to ask for help once 

they are in the breakout room, so it is important to check in on them. 

 

6. Know how to move between breakout rooms. In addition to needing to check 

in on participants, it is satisfying to hear the teams working together. 

 

7. Know how to help them join a group after it has been started. Sometimes 

participants arrive late to class, after participants have started the breakouts. Or 

perhaps they had stepped away when the breakout activity started. Be able to 

help them join their group once it has already formed. 

 

8. Breakout activities are not usually recorded. Consider leaving one group in the 

main room to capture an example of a team working on the activity. But let 

them know they are the chosen ones. 

 

9. Send broadcast messages to the teams. Use this feature to send time checks 

and reminders on directions like choosing a speaker to debrief. 

 

10. Leave time for a proper debriefing. Don’t end the breakouts and not set aside 

time to hear what each group learned, created, and enjoyed about working 

together. This can stifle the positive energy and engagement that was created 

by doing the breakout activity. 

 

 
 

 
* List from Interact and Engage! 50+ Activities for Virtual Training, Meetings, and Webinars © ATD Press 

2015, by Kassy LaBorie and Tom Stone   
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