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INTRODUCTION
Whether you are running a small team meeting online, or hosting an 
international conference for hundreds, planning your event will be key to 
achieving successful participant engagement and a sense of time well spent.  
This guide provides an opportunity to think about planning.  It invites you 
to: consider emerging theory around online learning; explore practical and 
contextual questions; and reflect on real life examples.
By April 2020 online video conferencing increased by 2000%, accelerating 
a trend which had started pre-pandemic (Ofcom, 2020).  However, in the 
rush to move online, not everyone thought about how best to make the 
transition from face to face to digital delivery.  While there has been research 
into formal “blended learning”, community educators have had to draw on 
their own resources in considering how to facilitate workshops and informal 
learning.  This manual shows that the approach to online facilitation is one 
that any experienced facilitator would take in preparing an event: 
• developing an understanding of the audience beforehand
• de-constructing the event
• thinking about what mode of delivery will foster the best engagement
• creating ways to get feedback and evaluation information
This manual will help facilitators to consider some of these issues before 
they set up an online workshop.  It starts by looking at access and motivation, 
and reminds us that not everyone is confident with digital technology, 
or has online access.  The second section invites the reader to consider 
some ethical and safety concerns.  The manual then turns to the different 
approaches that can enable groups to become a community of learners, 
rather than distracted ghost participants.
As with all reflective practice, theory can be helpful in sharpening our 
thinking and understanding of what makes online delivery effective. Gilly 
Salmon1 has worked for many years in the context of higher education, trying 
to understand what makes good online learning.  Her five stage framework 
for online learning can be used to scaffold learning.  It provides useful 
insights into all online learning communities even though it was designed in 
formal learning environments. 
Starting with access and motivation, the model asks us how we feel about 
joining an online meeting?  Perhaps we feel the virtual distance provides 
us with some anonymity that we don’t get from encountering strangers at 
a face to face event.  Or perhaps we are more anxious, not sure of how to 
1 8www.gillysalmon.com

www.gillysalmon.com
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use the technology.  Access and motivation is the foundation for allowing 
participants to start to socialise and enjoy learning, as a social as well as 
intellectual activity.  
Online socialisation still feels a new concept – even though we’ve conducted 
non face to face communication for decades using the telephone.  However, 
the workshop facilitator role is to facilitate more effective communication, 
creating a catalyst for healthy relationships where learning from each other 
can take place.  This can be done by providing opportunities for work in 
small groups, pairs and participation via text, drawing, in chat functions 
etc.  It also may require a reflection on dynamics and power relationships 
within the group, and between the facilitator and participants.  If facilitators 
are to move from a top down approach to education, to one of information 
exchange and knowledge construction, then fostering a constructive social 
space is crucial.  
However, the facilitator can continue to scaffold the learning as participants 
move towards development.  Online techniques that promote critical 
thinking and dialogue are important. This can help participants manage the 
different knowledge elements and allow them to construct a coherent whole. 
Perhaps, more important is the learning that goes on offline, so consider 
asking participants to turn off the screen, do some reading, or simply go for 
a walk as part of the training. Finally, the participant is confident to develop 
and apply their learning to situations outside the workshop experience – 
whether as a teacher in a school or a community activist.
Moving away from the more formal learning events, frameworks are being 
developed by people creating online experiences.  Sara Ness2 likens 
facilitating an online event to skydiving – with a build up, the safety briefing, 
the ride up, the jump out and ecstatic (or terrifying) fall, and the grounding. 
Sara Ness explores the journey from introduction then intimacy to 
productivity.  This is similar to Gilly Salmon’s model, but perhaps a different 
presentation of how the journey takes place.
In the next few sections, you will enter some lively debates, hopefully pick up 
a few useful tips, and reflect on how you will deliver your next online event.  
We hope this manual will become an essential part of your future reflective 
practice.
2 8ness-sara.medium.com/creating-connection-over-zoom-part-3-c8fe91fa0515

ness-sara.medium.com/creating-connection-over-zoom-part-3-c8fe91fa0515
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ACCESSIBILITY & INCLUSION
Online working is here to stay and brings lots of benefits that we want 
to keep. However, it can be a lonely place and as more and more events 
take place online, it can create barriers to access, especially for those with 
sight and/or hearing impairment. This section will give a few introductory 
tips, on what is a very expansive topic, to help ensure as many people as 
possible can access your event. The key to accessibility is to ask what your 
participants’ needs are, engage in a conversation with your participants, 
discussing your plans to make the session accessible and listen to their 
feedback. 

Accessibility online is a sliding scale of actions, from responding only to 
known needs, through to pre-emptive, proactive inclusion techniques. 
Accessibility and inclusion isn’t just about physical disability, also consider 
neuro-divergence, intellectual and developmental disabilities, age, gender, 
parental status, comfortability with technology and safeguarding. We also 
need to consider the mental health and wellbeing of our participants. 
Working online is isolating, and participants may be experiencing more 
anxiety or mental health concerns than normal. Our online spaces should be 
warm, open and welcoming, with clear and consistent communication and a 
friendly and responsive facilitation at all times.
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Key considerations
• Do you know your participants’ accessibility needs and what support 

they are using, for example screen readers, in plenty of time to make 
allowances, have interpreters or live transcribers on standby in case they 
are needed?

• Have you considered how your online activities can engage everyone, and 
how they might be replicated or adapted for participants/pupils offline 
with SEN or access needs? Can you use paper and pen, movement in the 
room, raised hands etc, where more high-tech options create accessibility 
issues? Are you captioning your images for screen readers? Are you using 
online functions that rely heavily on either sight or sound without an 
alternative?

• Have you considered how you market your event to ensure its accessibility 
is clear, and your advertising reaches those who might assume they can’t 
engage?

• Are you working with an ethos of inclusivity for all, by considering gender, 
age, neurodiversity, faith, parental status and any other aspects that 
may make your event or activity less accessible? Have you considered 
safeguarding for your participants?

Case study 
We are a dance development organisation working in Berkshire. We wanted 
to create a conference/discussion space for dance teachers online. This 
particular sector work with thousands of children and young people 7 days a 
week, and all their activity had to move online. They needed a space to share 
ideas and learn skills for working online. It had to be informal and discursive.
We recruited a panel of experts, each with a range of skills in different areas 
and we wanted to make sure the event was as accessible as possible.
We began by ensuring that all our advertising said ‘accessible event, tailor 
made support available, funded by Arts Council England’. This enabled 
participants to know that there would be provision, and by mentioning the 
funder we hoped to reassure people as to the validity and professionalism of 
that support.
We used Eventbrite to distribute free tickets and included a section in 
registration where people could tell us about access needs. We repeated 
this request in the confirmation email. We learnt through this that we would 
have a participant who was hard of hearing and was neurodivergent. We 
emailed this participant individually and asked them what they would like us 
to do to enable them to attend the event and we asked, what turned out to 
be vital questions about what technology they are confident using and how 
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it works. 
From this ongoing conversation, we put the following measures in place.
Our four panel speakers had pre-set questions that were shared with the 
participants in advance, so they knew what was going to be asked. We 
hired a live transcriber who asked the panel members to let her know of 
any acronyms, technical terms or unusual vocabulary they might use. We 
informed ALL participants that the session would be captioned. We tested 
the captioning in advance. We asked all participants to speak slowly to 
enable the transcriber to catch up!
We had a total of 45 participants, all of whom received some simple and 
upbeat instructions on how to use Zoom, and how to ensure the session was 
accessible for all. 

Top tips
• We asked participants to remain muted unless asked to unmute to speak.
• We used the hand raising tool to ask questions and encouraged everyone 

to use the reactions function on Zoom as much as possible and the chat 
function to ask questions and make comments. We asked participants to 
wave when they started speaking.

• We informed everyone that the session would be recorded, and we got 
consent for this. This meant that we could share the session with people 
afterwards so they could pause and repeat sections they might have 
missed. We shared this using a secure link where the recording can’t 
be downloaded but can be watched again and paused and repeated 
at leisure. We accompanied this with typed transcription of the whole 
conversation to download. 

• We made the difficult decision not to use breakout rooms, as this 
would make the accessibility tools hard to use. So we themed audience 
questions in to three groups, and kept questions within specific groups, 
enabling those most interested in that topic to participate, and others to 
sit back, making those sections feel more intimate. 

• We stuck to timing carefully, so that expectations of the pre-set format 
weren’t disrupted. 

• We also asked the panel members to arrive 30 mins early to test sound 
and internet connections. 

We did encounter some problems with one panel members internet 
connection, half way through the session, which made her hard to hear. We 
couldn’t resolve the issue during the session, so we asked her to write down 
her answers after the event and add them to the transcript. 
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We got in touch with the participant who was hard of hearing to check 
afterwards how they had found everything and the feedback was very 
positive. There’s no doubt that this event was more structured than it would 
otherwise have been, however, it received hugely positive feedback. It 
is nothing like it would be in person, but it is a new format and we are 
embracing that and learning a lot!

Do’s & don’ts
• Do welcome everyone by name and ensure their name on the chat 

platform is correct and includes their preferred pronouns. The host 
can change these on some platforms, such as Zoom, if help is needed. 
Encourage everyone to use a person’s preferred pronouns.

• Do ask all participants to remain on mute, to reduce background noise. 
When they want to speak, use the raise hand function, and say their 
name for the first few times before they speak. If using an interpreter or 
captioner, encourage everyone to speak slowly and clearly and avoid 
acronyms if possible.

• Do verbalise what’s on the screen, if people nod or shake their head, give 
a thumbs up or wave, say it out loud with their name. For blind or partially 
sighted participants, you might like to ask people to describe something 
about their appearance as they introduce themselves, or something about 
the environment they are sitting in.

• Do encourage and plan for active participation wherever possible 
to ensure people feel connected, have adaptations to activities to 
accommodate needs and create a friendly and positive environment 
where everyone’s participation is welcome.

Useful links
• The Web Accessibility Initiative develops tools to help you make websites, 

apps and digital events accessible: 8www.w3.org/WAI/roles/trainers 
• A useful guide from Arts Council England that sets out best practice to 

support organisations in identifying and removing the barriers that may 
exist in their physical environment: 8www.artscouncil.org.uk/publication/
building-access

• The National register of communication professionals working with Deaf 
and Deafblind people: 8www.nrcpd.org.uk

• A useful series of interviews with people explaining their access needs: 
8https://accessibility.blog.gov.uk/category/accessibility-and-me

• The Royal National Institute for the Blind offer advice and signposting to 
transcription services: 8www.rnib.org.uk/services-for-businesses

www.w3.org/WAI/roles/trainers
www.artscouncil.org.uk/publication/building-access
www.artscouncil.org.uk/publication/building-access
www.nrcpd.org.uk
https://accessibility.blog.gov.uk/category/accessibility-and-me
www.rnib.org.uk/services-for-businesses
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ETHICS & FUNCTIONALITY OF 
PLATFORMS
Prior to the onset of COVID 19, our online presence may have been limited 
to email communications, surfing the web, and perhaps a smattering of 
social media engagement. Since then, many of us have had to quickly 
become digital natives, conducting most of our personal and professional 
affairs online. Workshops, conferences, trainings, Away Days and even 
family dinners are now held online on video conferencing applications. But 
what are the ethical considerations behind the platforms we have grown so 
familiar with? 
While video conferencing platforms have been around for a number of 
years, the market has seen a plethora of options explode onto the scene with 
soaring demand due to many of us staying at home and working remotely. 
We now have a host of options, from open-source platforms with end-to-
end encryptions, distributed peer-to-peer systems and even self-hosting 
conferencing. Giant companies such as Google, Facebook and Microsoft 
have stepped up their game in their provision of these web-based services, 
but are now playing catch up with what was once small fry. In this rapidly-
changing competitive arena, there is no question that Zoom has emerged 
as the greatest winner. While Zoom is recommended by Ethical Consumer 
for its ease of use, stability and capacity for large numbers of participants, 
there have been concerns over its privacy and security measures. On the 
one hand, they avoid some unscrupulous activity typical of other tech 
companies; on the other hand, they have been in hot water for suspending 
the accounts of Chinese activists. There are also new, more ethical players 
on the scene: lesser-known platforms such as Jami, Kopano, meet.coop and 
Whereby are also getting their chance to shine as ethical providers for our 
new-found digital habitats. 
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Key considerations 
When choosing which platform to use, there are a few ethical considerations 
to keep in mind for those of us concerned with social and environmental 
justice. Below are just three.
• Climate Change: Digital technology has numerous negative impacts 

on the climate not least in the ‘replace-over-repair’ culture around 
gadgets and the corresponding detrimental impact of mining (both at 
an environmental and humanitarian cost), the endless need to upgrade 
hardware to keep up with software development and resultant e-waste, 
and the partnership of Big Tech (specifically Google, Amazon and 
Microsoft) with oil companies to create bespoke artificial intelligence for 
oil and gas extraction. However, virtual meetings in and of themselves 
are almost certainly better for the climate than commuting. A 2014 study 
concluded that ‘video conferencing takes at most 7% of the energy/
carbon of an in-person meeting’, so best to put our Climate Warrior 
energies into carefully selecting the platforms, search engines and 
equipment we use for the meetings. 

• Tax Avoidance: While the global humanitarian fallout from COVID 19 
is incalculable, it is estimated that the financial fallout in the UK will be 
around £300 billion or more. Meanwhile, inordinate profits have been 
reaped by Big Tech, among whom are some of the most high-profile 
corporate tax avoiders. This all while the NHS continues to struggle with 
the soaring hospitalisations at the time of writing this guide.

• Human Rights: As previously mentioned, Zoom has been implicated in the 
banning of Chinese activists from using its platforms. Facial recognition 
technology, used by the likes of Apple, Amazon, Cisco, Facebook, Google 
and Microsoft also poses a significant threat to civil liberties when used 
for surveillance purposes, with increased rates of misidentification among 
particular ethnic groups being a widely reported issue. 
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Functionality

platform download/install 
needed?

registration 
needed?

support encrypted 
communication

8Go to Meeting   8telephone 
support 

8Jami   8FAQs 

8Jitsi   8community 
forum 

8Kopano   8email or 
telephone 

8Teams   8self-help tools 

8Zoom   8email or 
telephone 

Find independent online tools from Ethical Consumer: 
8www.youtube.com/watch?v=LDRPOsRHOSw

Do’s & don’ts
You may not be able to run the smoothest of events and meetings on the 
more ethical but lesser-known video conferencing applications. You may 
require fast internet connections for the audio and video to remain stable. 
However, here are some things you can do:
• If you can’t put your ethics at the heart of video conferencing, pepper 

them around it. Instead of using Google, opt for an environmentally-
friendly search engine such as Ecosia, which plants trees with your 
searches, or Duck Duck Go, which claims to be ‘designed ethically…
without making your personal information the product’.

• For team meetings and regular encounters with partners, challenge 
yourself to try one of the smaller, more ethical platforms. Jami, Kopano 
and Whereby all rank high in the Ethical Consumer’s User Guide, and they 
all have a free entry level. Zoom and GoToMeeting are not too far behind, 
however, falling only 2 points (out of 14) short of being on par with the top 
rated Jami. 

• Contact tech companies asking them to publicly justify continued use of 
tax avoidance schemes in a post-COVID world, not least when these are 

https://www.gotomeeting.com/en-gb
https://support.goto.com/meeting/help/how-do-i-contact-gotomeeting-customer-support-g2m090151
https://support.goto.com/meeting/help/how-do-i-contact-gotomeeting-customer-support-g2m090151
https://jami.net
https://jami.net/help/
https://meet.jit.si
https://community.jitsi.org
https://community.jitsi.org
https://kopano.com/products/meet/
https://kopano.com/products/meet/
https://kopano.com/products/meet/
https://www.microsoft.com/en-gb/microsoft-teams/log-in
https://support.microsoft.com/en-us/home/contact?ContactUsExperienceEntryPointAssetId=S.HP.teams
https://zoom.us
https://zoom.us/contact
https://zoom.us/contact
www.youtube.com/watch?v=LDRPOsRHOSw
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a lifeline to the NHS, a public service reliant on public money from which 
many of their own employees benefit.

• Go a step further and issue out a public invitation to Big Tech to play their 
part in the post-pandemic global recovery. One call from campaigners 
demands that successful tech companies increase their digital sales tax 
to 10% as part of a global effort of economic recovery, not least for those 
countries which have been hardest hit.
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HOLDING LARGE EVENTS & 
CONFERENCES
 
Delivering events through web-based platforms opens opportunities to 
include diverse, larger and global audiences and speakers as geographical 
and travel cost barriers are removed.  However online events also present 
a range of challenges and technical issues. As a result, they require a lot of 
detailed planning and preparation. Below are some key considerations for 
all online events followed by two case studies that illustrate how 18 Hours 
recently delivered two very different online events.  

Structuring and planning an online event 
The structure for any event is informed by its aims and objectives. However, 
there are some key considerations that underpin all online events, regardless 
of size or complexity.  
Concentration spans are shorter online, and distractions are more 
commonplace. People also multi-task when online, sending emails, looking 
at social media, report writing etc. To counter this, increase focus and 
engagement by breaking sessions up into different activities and chunks of 
time.  
Online events demand more effort to process non-verbal cues and the 
performative nature of being on screen can lead to self-consciousness, 
inducing stress and fatigue for speakers, hosts and participants alike. Using 
a webinar format (only showing panel members, keynote speakers and/
or event hosts) can minimise the effect of these, as can building in regular 
breaks. However, meeting formats (in which all participants can be visible) 
can foster better interactivity, discussions and collaboration between 
speakers and participants.  

Key considerations 
• Make sure you have understood and implemented the appropriate safety 

and privacy protocols for your event, including the use of password 
protection, a ‘waiting room’ and automatic mute and video sharing off 
when joining. 

• What level of interactivity would suit your event? How will people interact 
(chat function, quizzes and polls, screen sharing, joining the discussion)? 
How will you handle questions and answers? 
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• Does your event call for break out rooms? If so, will they be pre-allocated, 
or will participants self-select during the session? 

• Inclusivity: use clear language, large fonts and high colour contrast. 
Provide captions and live transcripts and provide descriptions where 
possible for visuals. 

• Identify the best digital platform for your purposes. Consider how 
accessible and inclusive it is, the different levels of security it offers, the 
range of plug-ins available (eg live transcript and/or caption service, links 
with online calendar, chat functions, break out rooms, polling options, 
recording etc), its overall ease of use, reliability and its availability across 
mobile phones and tablets. 

• What is your evaluation and post-event engagement strategy? Evaluation 
should be planned ahead of the event and be flexible enough to respond 
to the circumstances.

Top tips 
• Detailed planning and technical run through and a back-up plan are 

invaluable.  Despite meticulous preparation, technological issues can still 
occur. Devise a plan for how you will deal with these.  

• Consider appointing digital production experts for larger, multi-session 
events. For less complex events, appoint at least one person to focus 
solely on managing the technical aspect of each session. This enables 
the key speaker to concentrate on content and delivery rather than any 
technical aspects. It also removes some of the pressure for the main 
speaker and gives them a little downtime? 

• Knowledge of and access to digital platforms vary widely. Investment 
in CPD sessions not only supports members of the team but ultimately 
enhances the quality of the online experience for everyone.   

• Incorporate a variety of inputs, plenty of breaks and opportunities to 
interact in each event to ensure participants engage fully with each 
session. Issuing supporting materials/handouts and/or sharing any 
recorded sessions will help participants retain key information. 
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Case studies
The following two case studies provide examples of how the guidelines 
above were implemented in different events. 

Case Study of a small event: online photography 
workshops 
In May 2020, 18 Hours delivered three, three-hour online photography 
workshops to a small group of carers on behalf of Care for the Carers. The 
workshops were designed to progressively build photography skills. No 
previous photography experience was required. The coronavirus pandemic 
provided a poignant context for these workshops as carers were living 
through extraordinary challenges brought about by a strict lockdown, often 
being isolated from their normal support networks. As a result, safeguarding 
participant wellbeing was a paramount concern for these workshops. 
Each workshop stuck to a similar structure, with a photographer and 
moderator working together to manage the sessions. The first hour focused 
on teaching technical aspects of photography. This involved a presentation 
from the photographer, supported by a moderator responsible for time 
keeping, technical issues and participant engagement through the chat 
function. The second hour involved a break and a practical activity. In the 
third hour, participants shared and discussed the outputs from their practical 
activity and were set a task for the following week. After each workshop, 
copies of the learning materials used in the session were emailed to the 
participants. 
To ensure safety and wellbeing of participants, a representative from 
Care for the Carers also joined the session to help with signposting and 
support should any issues arise. Given the nature of the stresses the carers 
were experiencing at the time, it was vital that a confidential, supportive 
atmosphere was developed in the workshops. This was achieved through 
agreeing ground rules early on in the first session and online security was 
managed through digital platform functions such as the waiting room and 
limiting who could share screens. 
The small, intimate nature of these workshops did not justify bringing in 
digital production expertise. However, the photographer had not previously 
run online workshops and was unfamiliar with the chosen platform. As a 
result, a significant amount of time was set aside prior to the workshops 
for training, run throughs and creating backup plans. In addition, a quick 
post-workshop discussion allowed photographer, moderator and hosts to 
consider any adjustments for the following week’s workshops. 
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The success of these workshops can be attributed to the straightforward 
structure that was the same each week, a detailed level of pre-event CPD 
and planning, the creation of a supportive, and safe, learning environment 
and clear roles for the moderator and photographer. 
Through this process, we learned that some things take longer than 
expected (eg uploading participants’ photos) but it is important to stick 
to the advertised schedule (especially as the participants had made 
arrangements to cover caring responsibilities to enable them to attend the 
workshops). 
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Case study of a large, complex event: 
Hastings Storytelling Festival 
From 19-25 October 2020, 18 Hours delivered an innovative, inclusive, 
COVID-19 secure programme for Hastings Storytelling Festival involving 
7 public and 13 schools events. We bought in digital production expertise 
early on in the planning process to assist with technical elements and to offer 
CPD to artists and production team members. The technical support proved 
invaluable to the team who had not delivered digital events on this scale 
previously and everyone benefitted enormously from the one-to-one and 
group CPD sessions. 
Events included:
• Online live storyteller events for schools.
• Pre-recorded workshop videos by the Artist in Residence sent to teachers 

to use in the classroom.
• Pre-recorded workshop materials to support teachers to create wagons as 

part of the pre-recorded Children’s Day Parade. 
• Public live and pre-recorded storytelling and performances, live 

conversations with invited guests from around the world. Audiences 
engaged through ‘chat’ functions on the digital platforms, and through 
direct conversation with the artists.

• Public event with both in-person and online audiences. Online audience 
were shown on a screen behind the performer, enabling him to interact 
with both in-person and digital audiences at the same time.

• Exclusively live, socially distanced event in a local venue. Attendance 
was free but audiences were required to pre-book timed slots via online 
ticketing platform, ensuring 18 Hours could manage audience sizes and 
have contact details for any NHS Track and Trace follow up required.

• Children’s Day and Parade brought sixteen artists, puppet shows, 
storytellers and street theatre together in a combination of mostly 
online, with a small live event for a wonderful finale to the week. The live 
streamed programme ran from midday – 4pm and consisted of a range 
of pre-recorded, pre-recorded with ‘live’ intro and concluding remarks 
together with some live performances. The whole afternoon was hosted 
by artists to link the various performances together.

Each of these sessions was ‘hosted’ by a technical expert, who was able to 
support artists with any technical issues as they arose in real time. Before 
each session, artists and panel members joined a ‘run through’ with 
the technical expert for technical checks and to make sure artists were 
comfortable with the set up.
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A significant amount of work was required to deliver HSF digitally. Pre-
recording of storytelling videos, rehearsals, production of new digital 
materials for consistency in online branding and live technical production 
were all new to the 18 Hours events team. However, HSF now has an 
excellent digital archive of materials for future workshops, storytelling 
and extending the reach of the festival to new audiences uninhibited by 
geographical boundaries. 
The success of the event can be attributed to the variety of performance 
methods (live, pre-recorded etc), the detailed planning and preparation for 
each event and buying in digital production expertise early on. 

Do’s & don’ts
• Make sure you have a robust back up plan in case of internet connectivity 

issues. This could include tethering to a mobile phone network, or calling 
in to the meeting via landline/mobile and centrally keeping copies of any 
presentation materials. If feasible, the running order could be rescheduled 
until internet connectivity can be restored. 

• Minimise your own distractions – check your background, your lighting 
and camera angles, find a quiet place where you won’t be interrupted and 
automatically mute participants when joining the call. Small investments 
in equipment such as green screens and good quality camera lighting can 
make a big difference to the quality of experience for everyone. 

• Show a holding slide before you start so that people know they have 
come to the right place. Start the session on-time and stick to the 
advertised programme.  

• Send out supporting materials, presentations and/or recordings after the 
event to reinforce the value of the event, as an opportunity to signpost 
any other events that may be of value and as a means to gather feedback, 
perhaps through a questionnaire.  

• Don’t assume that online events should all have the same format. A live 
introduction to a pre-recorded video followed by a live Q&A session 
enhances quality and engagement. A wall of online participants as part of 
the staging for an in-person event creates new and exciting opportunities 
to blend live and virtual participants in new and unexpected ways.
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INTERACTIVITY
Interactivity in our online delivery is as important as real world delivery. Our 
approaches in our training, meetings or workshops are experiential; they 
encourage dialogue and action. To mirror real-world situations, we are using 
platforms like 8www.wonder.me, Google docs and Jamboard to create 
collaborative opportunities for participants. Creating a space online that 
supports the interactivity we aim for means being able to see each other and 
connect. 
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Online sessions require us to create a sense of welcome and opportunities 
for us to become a community of practice in the same way as real world 
events. Ensuring everyone in the room is clearly named, ideally with a 
camera they can turn on at least to say hello is a start. 
Discussion groups are really important and some online meeting spaces 
have the ability to group individuals into breakout rooms. If the platform 
you use doesn’t do this, or you want to do it in a more informal way, you can 
use 8www.wonder.me. As with Open Space methodology, you can move to 
different conversations whenever you feel like it. 
Google docs and Jamboard – both part of the Google drive toolbox – offer 
participants a way of collaborating and building knowledge in real time. 
With Google docs, everyone who is accessing the document live, online, 
can use it in real time to make notes, record ideas and responses. Jamboard 
allows you to sketch your ideas, include photos and use post-it notes, 
whiteboard-style again in real-time with multiple other people. Both of these 
tools require links to be shared by the facilitator.

www.wonder.me
www.wonder.me
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Top tips
• Preparation is key. Make sure you have set up your wonder room or the 

Google doc/Jamboard before your meeting and if possible, have shared 
the links with them in advance

• Having a co-facilitator to help with the technical tools is really important to 
making the session run smoothly and so you, as a lead facilitator can focus 
on building relationships and connections with your participants

• Whatever your platform, there are many ways participants can engage: 
chat function, use an icon or reaction. You can also share these cards in 
advance and ask participants to have them open on a smartphone/tablet 
that they can hold up to their camera: Learning Solutions.  The cards allow 
for participants to interact in a different way.

• It is much easier to be interactive as a facilitator or participant when using 
a laptop or computer; tablets and smartphones operate the interface 
differently and to less effect. 

Tried & tested
Jamboard is one of the available google apps. Select the Jamboard 
icon within the Google apps menu. You have the option to choose your 
background ‘paper’ and can have multiple pages within the one Jamboard. 
As demonstrated through the image, there are a number of note-making 
tools you can use in your collaborations.
Once you have created your Jamboard, share the link with your participants. 
For those who haven’t used it before, you might want them to login prior to 
your session to address any connection issues. 
Jamboard is incredibly versatile. You can use it to plan a project or your 
evaluation framework - the text boxes and post-it notes are all moveable 
around the page. As with flipcharts, you can use Jamboard to respond, 
reflect, brainstorm and react. And once others have joined your jamboard, 
they are also able to create their own pages. 
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The pen function can be used to write - which is quite a feat of mouse 
control - or you can use it to circle notes and post-its to collaboratively vote 
or choose preferred options or to agree/disagree with another’s statement. 
As an interactive tool, it provides that real world experience of sitting round 
a table, making notes and bouncing ideas off each other. If everyone is 
logged in, you can see each other’s notes and additions in real time, which 
is preferable to a ‘share screen’ where only one person can be seen to be 
making notes.  

Do’s & don’ts 
• Do give participants enough notice to try out links and join the tools; not 

everyone will be able to access them the first time of trying. There can also 
be issues if someone doesn’t have a Google account.

• If you want to put photos onto Jamboard you may want to upload them to 
your Google drive in advance. Just remember not to upload photos you 
don’t have permission to share.

• If you would prefer to use platforms other than Google, alternatives 
include CryptPad 8https://pads.c3w.at, Linoit 8www.en.linoit.com and 
Flinga 8https://flinga.fi. These are all free tools that allow you to work in a 
similar way to docs/Jamboard.

• 8www.wonder.me is also free to use. To move to a conversation, you 
select your avatar (you’ll have your photo taken when you login) and move 
yourself close to another avatar. Once close enough, you’ll  be able to 
hear them. 

https://pads.c3w.at
https://flinga.fi
www.wonder.me
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PARTICIPATORY GAMES
This section gives some guidance and ideas for how to conduct participatory 
games in online learning situations. One of the challenges of online learning, 
where people may be joining from different geographical and cultural 
contexts, is how to build a sense of community, especially if you only have 
a short amount of learning time. Participatory games are one way to help 
people to get to know each other, relax and have fun. 
It is important to get people to introduce themselves and interact with each 
other and the content of a session. It is a good idea to start with people 
introducing themselves in a fun way, eg by using Rename and adding to 
their first name an animal with which they would like to be associated. The 
host should start, saying who they are, where they are from and why they 
associate themselves with this animal.
Zoom annotate tools and platforms such as Jamboard, Google Slides and 
www.wonder.me are great for participatory games.
As online learning can be tiring, people need regular breaks. Participants 
could be given tasks to carry out in their break, eg. something that 
strikes them in a view from a window or outside and thenbring that into a 
participatory game when they return, eg use that thing to co-construct a fun 
poem. 
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Top tips
• Be relaxed and cheerful, model behaviours and activities, stay calm and 

change your activities if they are not going well/not suited to the group.
• Make the most of breakout rooms for small group team tasks and polls for 

playful questions.
• Become familiar with Google Jamboard and www.wonder.me and 

consider which face to face games can be adapted to these platforms (for 
example a visual circle with people’s names around it can be created in 
Jamboard and www.wonder.me is great for getting people into groups 
where they have something in common).

• The free version of www.GeoGuessr.com is a fun team building game 
where participants are dropped somewhere in the world and have to work 
out where they are, using only visual clues.  

Tried & tested
Before the session, create a virtual circle with the names of the participants 
around it (see diagram below) on Jamboard or on Google Slides. Provide 
a link to the circle in the chat box or via email. You can adjust the names 
according to who is there on the day and people can adjust their own names 
if they wish. 
This circle gives you an opportunity to carry out a number of participatory 
games that involve turn taking. One is word association: Person A says a 
word and then B says one connected to it. Then you can do a round of 
word dissociation, where each person has to say a word unconnected 

cre
di

t: 
De

ve
lop

m
en

t E
du

ca
tio

n C
en

tre
 So

ut
h Y

or
ks

hir
e



22

to another. If someone can make a connection, then you have to start 
again. You can also do ‘Circle Time’ activities, eg ‘Change places if…’ and 
Sentence completion. Google slides or Jamboard can also be used for other 
interactive games or activities such as value lines (placing names along an 
agree/disagree line) or in one of four corners according to agreement with 
different answers to a question, or just for generating and sorting ideas.
www.wonder.me allows participants to move their avatars around the screen 
to connect with others. They can display answers to an icebreaker question 
to encourage interaction. The platform allows you to upload backgrounds, 
like a world map, so that participants can move themselves to a country 
where they have connections and then join and get into conversations with 
others nearby. 

Do’s & don’ts
• To use Jamboard or Google Slides people need to minimise their Zoom/

video call screen so that they can also interact with their web browser 
where they’ll be able to see objects being moved by other participants.

• When you create a circle, or another object you don’t want to be 
accidentally moved, you can protect it on Google Slides by creating it in 
‘master’ view. In Jamboard you can do this by overlaying the object to 
be protected with a large, invisible text box, onto which people can then 
place moveable objects.

• www.wonder.me works best on Chrome or Firefox and make sure you 
keep a record of your room link as you may have set up room areas or 
backgrounds you may wish to use again.

• For an alternative to a physical game try playing wonder.me ‘Tig’, ‘Stuck-in-
the-mud’ or similar and adapt the rules as you go. 
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OFFLINE LEARNING
As with virtual training and workshop platforms, there are a wide range 
of online learning and resource tools that have made it easier to share 
course content and resources. These tools allow us flexibility that printed 
material doesn’t- they can be adapted, updated and changed to reflect new 
knowledge, ideas and input. They are organic and co-produced. This section 
will look at how to use these tools most effectively.
Begin by thinking about your audience and what it is you need them to do. 
That will determine the information you need to share, how they interact with 
an offline tool and which tool you might choose to use. 
Padlet is a digital canvas that works like a notice board and padlets are 
easy to share and collaborate on. You start with a chosen format and add 
your own content- text, photos, videos, recordings. You can create sections 
(like chapters) and move content around until you are happy with the flow. 
Sharing the content is done by generating a link; and you can keep the 
content private so it is only shared with those you choose.
Moodle is a learning platform that allows us as educators to create 
personalised learning environments for the teachers, young people and 
communities to work with. As a platform it is flexible, scalable and offers 
functions for feedback and assessment.  
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Top tips 
• Both of these tools offer something similar. Padlet is less formal and more 

of a peer to peer learning interface; moodle is well suited to creating 
content for working with young people.

• With Padlet, begin by setting up a free padlet: 8www.padlet.com. With a 
free account, you can create 3 padlets but by inviting others to set up their 
own accounts, you can gain additional padlets for free.

• Padlet – there are a variety of styles and layouts to suit your content and 
objectives.

• Moodle is open access and it is easy to set yourself up as a user: 
 8www.moodle.org. The site offers demonstrations of how you can use it: 
8www.moodle.org/demo.

 

www.padlet.com
www.moodle.org
www.moodle.org/demo
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Case study

Using Padlet as a ‘platform’ to support an online 
blended learning training course 
A Pre-course padlet was set up and the link circulated to all the participants.  
Access was set so that  participants could read and post but not edit material 
posted by others. The padlet contained an admin section with programme 
information with a link to a baseline survey plus pre-reading, videos etc with 
questions and tasks set out in ‘chapters’. Participants and tutors could see 
and comment on each others’ posts - this formed a ‘community’ feel before 
the first on-line session together.  Participants could contribute using audio if 
this was easier for them.  Tutors checked regularly in the week before the first 
training in case there were problems and that work had been completed. 
They could also post comments and answer questions.
Another Padlet was created for the first training session with background 
articles for reference after the session and tasks. Interactive tasks that were 
done in break out groups  using e.g. Google docs were uploaded to the 
Padlet during the session so they could be seen by all and discussed. 
A final Padlet for the second workshop was created.  In the admin section 
were evaluation and feedback forms along with a section for each 
participant to upload their work for certification.  They could copy and paste 
work from their previous posts which made it easy for them.
Feedback - participants liked the layout of the Padlet and it was easy to find 
information.  They found  uploading work, commenting on each others’ 
posts and downloading problem-free. A few weeks after the training, tutors 
encouraged participants to download information they wanted to keep for 
future reference as the padlet would be closing.



25

Do’s & don’ts
• Padlet – do ask participants to sign up to Padlet (free) which means that all 

posts are named. 
• Pre-approval can be set if you want to control posts – although this affects 

the spontaneous feel of the learning community.
• To recreate the Padlet for another course, download all the participant 

work to retain for reference, then ‘Remake’ to use the same material again. 
• If you run out of Padlets on the free account, archive ones not in use – they 

can be unarchived later if needed.
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FURTHER CONSIDERATIONS
Safeguarding

The need to ensure online safety and prevent abuse is higher than ever 
before with the rapid growth of digital platforms being used for work, 
learning and recreational purposes. 
Existing policies on anti-bullying and harassment, equality and diversity 
and safeguarding apply online but there are a few aspects of online safety 
that may need particular attention, including online bullying, showing 
offensive material, and uninvited persons accessing events (known as 
‘zoombombing’).  
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Setting up the event & sending invitations
• Webinar formats provide greater control over security, audience 

management and controlling what the audience sees than the more 
standardly used meeting format. 

• It is more secure to use a one-off event set-up rather than the more 
convenient recurring event function that many platforms offer.

• For public events, disable file transferring, screen sharing, live annotation 
and remote-control functions. Add speakers and any panel members 
manually to these functions if required.   

• For extra security, set up meetings with passcodes if the digital platform 
allows. 

• Ask invitees to refrain from forwarding on any email invitations. To include 
others in the meeting, invitees should ask the event organiser to invite 
those individuals directly. This provides event organisers with contact 
details/email addresses for expected attendees. 
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Starting the event
• The ‘Waiting room’ function can prevent any unexpected attendees from 

joining and is highly recommended. 
• For larger events, where participants are not known to the hosts, set up 

automatic ‘mute’ and ‘video sharing – off’ on joining. 
• Once everyone has joined, lock the event to any new entrants. The event 

host will be able to see if any latecomers are in the waiting room.  

Running the event
• Depending on the nature of the event, it may be useful to set out ground 

rules at the start. These should include information on whether the session 
is being recorded, and if so, how the recording will be used thereafter, 
and who will have access to it. 

• Additional safeguarding guidelines for online events with children, young 
people and vulnerable people suggest that sessions should not be recorded 
unless parents and/or carers are aware, and that private participant to 
participant chat is disabled to reduce the risk of cyberbullying. 

GDPR
As with real world events, we need to adhere to the GDPR policies our 
organisations have in place. Make sure all participants know what personal 
information you are going to collect and what you are going to do with 
it. You need to have active consent – if you want participants to name 
themselves, have a photo taken during the session or you want to record the 
session, you should seek consent before the session. While we really value 
being able to see each other and participants, if someone is at home we 
cannot insist they turn on their camera. When it comes to children appearing 
on screen (due to working from home) or if we are working directly with 
young people, all of the GDPR and safeguarding procedures you have in 
place need to be applied. 
The flip side to GDPR is the information the platform you are using might be 
collecting, storing and using. For companies based in the EU and UK, GDPR 
rules and legislation apply. However, with the likes of Zoom, as a US based 
company, they adhere to US rules. This means any recordings, information 
shared in chat and documents you share through the chat function are 
accessible by Zoom and can be used by them: for example, to provide 
details to advertisers. 
You might find recent policy updates relevant:
• Information Commissioner’s Office 
• Online Harms White paper 
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Copyright
Since material you share through online learning sessions can easily be 
shared further by participants, you will need to ensure that you are allowed 
to use it. 
The best approach for images is to use an Advanced Google Image Search 
and in the field, ‘usage rights,’ select ‘Creative Commons Licenses’. 
You do not normally need to seek permission to use such images, just to 
credit the creator and quote the type of license, eg CC BY-SA 4.0. For all 
other images, videos, text etc. you need to find the section of the relevant 
website that explains permissions, terms of use etc. and if necessary, contact 
the publisher to make a request. If you use material that you created in the 
past, you may wish to add a © symbol with the name of your organisation, or 
choose and apply for an appropriate Creative Commons license. 



This material is licensed under the Creative Commons 
licence, 2020. This means that you are free to copy, 
distribute, and display portions or the full version of 
text and images, provided you give explicit credits to 
the Consortium of Development Education Centres. 
However, if you intend to distribute a modified version 
of our material, you must ask us for permission first 
and distribute the resulting work only under authors’ 
consent.
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