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	Best Practices for 

WCT Development




Tips for Web Conference Training (WCT) Developers

	1. 
	Know your audience.  Gear your program toward the needs and interests of your attendees.  Less (content) is more.

	2. 
	Design for a maximum of two hours in any given session.  Take a break after the first hour.

	3. 
	Organize your presentation, logically.  Use advanced organizers to visually show attendees how your presentation is structured. Let attendees know when you are moving from one topic to the next.

	4. 
	“Chunk” content into segments that are easy to absorb, but challenging.

	5. 
	Write a presentation script.  

	6. 
	Allow time and a method for attendees to introduce themselves.

	7. 
	Build interactivity into your Web conference.  Take advantage of all of the tools provided in your Web conferencing system (e.g., phone, polls, questions, chats, whiteboard overlays, breakout groups, links to Web sites and documents).  

	8. 
	Avoid overloading your Web conference with slide after slide of text.  Instead of text-heavy slides, provide detailed information (such as organizational charts, complex tables, charts with small font) in separate documents, as Adobe Acrobat or Adobe FlashPaper files.

	9. 
	Keep the number of words on a slide or document to a minimum.  Use visuals, with bulleted text as support.  Add motion and action to your Web conference to keep attendees focused.  

	10. 
	Design an opportunity for attendees to interact every 3-5 slides.   Never go more than 5 minutes without providing a meaningful interaction (i.e., the opportunity to reflect on or apply new information). 

	11. 
	Don’t over-rely on lecture.  Use a wide variety of presentation and practice strategies.  Use all the tools that your Web conferencing system offers.

	12. 
	Determine the anticipated size of the audience.  Design for an audience of that size.

	(
	If all you plan to do is narrate a PowerPoint slide show, don’t hold a Web conference.  Instead, record your narration in an “on-demand” module.  

	(
	Death by PowerPoint is even more deadly in a Web conference.  


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

Page 1 of 1

