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	Best Practices for Online Facilitation




Tips for Web Conference Facilitators – Before the Web Conference

	1. 
	Prepare, prepare, prepare.  Practice, practice, practice.  

	2. 
	Know your content.   Read and re-read the script in advance; practice enough that you don’t need to use it.

	3. 
	Learn how to use the tool.  Practice using the features of the tool far advance of your session.  

	4. 
	Speak clearly with energy and enthusiasm.  Attendees can’t see your gestures or body language – your voice needs to compensate.

	5. 
	Avoid being a “sage on a stage.”  Instead, “guide from the side.”  Let the attendees do some of the talking.

	6. 
	Rehearse with an audience.

	7. 
	Have a second computer logged on as an attendee so that you can see what attendees are seeing.

	8. 
	Ensure that attendees with disabilities have access.

	9. 
	If you can not type quickly/accurately, find someone to type for you during the Web conference session.

	10. 
	Go back to number one.

	(
	Don’t learn how to use the Web conferencing tool during the Web conference.


Tips for Web Conference Facilitators – During the Web Conference

	1. 
	Have a second computer logged on as an attendee so that you can see what attendees are seeing.

	2. 
	Always be on time.    Manage your time wisely.  

	3. 
	Call on your attendees by name.  

	4. 
	Look for every opportunity to engage your audience.

	5. 
	Clearly articulate what you expect from attendees.  Go over virtual classroom etiquette:

· Close other applications

· Set phone to forward calls directly to voicemail

· Keep telephone on mute when not speaking

· Do not put your phone on hold

· Hand a “Do Not Disturb” sign outside your office/cub

· Use the status icons to signal the facilitator

	6. 
	Limit your talk time to < five minutes per slide.

	7. 
	Speak clearly with energy and enthusiasm.  Attendees can’t see your gestures or body language – your voice needs to compensate.

	8. 
	Pause after each “chunk” of the meeting to ask questions and encourage discussion.

	9. 
	Give instructions clearly.  Repeat.

	10. 
	Re-emphasize important points.  Use the whiteboard tools for emphasis.

	11. 
	Stand up, if you feel your presentation needs more energy.

	12. 
	Enlist a co-presenter to monitor participant activities (e.g., answer or field questions in the Chat pod).

	13. 
	When asking for responses, make sure you pause long enough for participants to respond.

	14. 
	Invite feedback.  Use constructive language with everyone. Acknowledge every contribution.

	15. 
	Have a “Plan B” ready in case the technology isn’t working.

	(
	Think talk show, not lecture.  


Contents adapted from the eLearning Guild’s 834 Tips for Successful Online Instruction
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