


WED / THU / FRI

MASTERCLASS
Small groups

2-hours

TUE - THU

COACHING
Individually

1-hour

MON

CLASS
All of us
2-hours

WED: 9am-11am

THU: 9am-11am

FRI: 9am-11am

PRACTICEPLATFORM +++THEORY + DEMO

Have you booked ?9am-11am

NB: All times are Costa Rica Time



MON

CLASS
All of us
2-hours

THEORY + DEMO

9am-11am

PARTICIPANTS
Meet their needs

FACILITATOR
Cover your needs

PARTNERSHIP
Work together



The CHALLENGE



Respected, recognised, 
applauded

Connected, accepted, 
involved

Emotionally, physically, and 
socially safe 

Fed, watered, breaks, 
comfortable

The Virtual Hierarchy Of Needs



Cognitive 
Load

Evaluation 
Apprehension

Tech Weight

Social Darkness

Share the Load

Shine a Light



The Challenges for Participants

Tech Weight Social Darkness

e.g. Existing knowledge, skills, attitude.

Distracted from doing their best. Lack of respect and 
appreciation.

Managing their own webcam.

Managing connection windows 
(webcam, chat, etc,).

Unable to see others.

Limited chance to meet & talk to 
others.

Fear of tech failure (e.g. wifi).
Unsure of social judgements.

Unsure of what is being asked of 
them (and how to do it).

Sufficient breaks for drink, food, bathroom, etc.





Meet 
THEIR 
NEEDS



They see and
can connect to each other

They can see you
and connect to you

They have breaks and 
awareness of key timings

Meeting Their Needs















Clarity

Patience

Generosity

Always “what” 
and “how”

Triple-down 
(tell x3)



Who has a 
question? 

Tell me your 
questions

In Chat,
share one question 

that you have



Does anybody 
know the first step 

of the model?

Someone tell me 
what the 

G of GROW model
stand for

John,
come off mute and 
tell me what the G 
of GROW model 

stands for



In Chat

Share one question that you 
have.

 In chat, share one 
question that you have.

Tip:  Written instructions

“ In Chat,
share one 

question that you 
have ”



 Activity

Tip:  Written instructions

 Choose three virtues 
for the virtual virtues.

 Tip

 Map out your set-up, 
journey, and close-out 
on a piece of paper.

 Announcements

   Be back from the 
break for 10 minutes 
past.



Tip:  Visual cues (e.g. box)



Pen

Arrow Pointer

Do you prefer Cats or Dogs ?

NEITHER

CATS DOGS

Tip:  Visual cues (e.g. tool info)



Tip:  Visual cues (e.g. break-out groups)



Clarity

Patience

Generosity

faaNarrate time

1st Affirm
2nd Summarise



Clarity

Patience

Generosity

> Thank > Name > Build



Cai:  Answer 1

Tip:  Give emoticons

Susie:  Answer 2

Amy:  Answer 3



CLARITY
Always “what” 

and “how”
Triple-down 

(tell x3)

PATIENCE Narrate time 1st Affirm
2nd Summarise

GENEROSITY > Thank > Name > Build



MON

CLASS
All of us
2-hours

THEORY + DEMO

9am-11am

PARTICIPANTS
Meet their needs

FACILITATOR
Cover your needs

PARTNERSHIP
Work together



Priya

Aki

Rin

Taro

Isa Pat

Cai Ivy

Ami

Niko

Tom

Susie

YOU

CHAT
Ipsem lori e decorios

Ipsem lori e decorios
It lorima ignobl e ih leco

Arborite, asp, luxic



Cover 
YOUR 
NEEDS



Cognitive 
Load

Evaluation 
Apprehension

Tech Weight

Social Darkness

Share the Load

Shine a Light



Tip:  Great short notes (to paste from)



Cognitive 
Load

Evaluation 
Apprehension

Tech Weight

Social Darkness

Share the Load

Shine a Light



Tip:  Responses to see and hear

Polls /
Written /

Annotations

Interviews

Chat
Idea

Idea
Idea



Tip:  Early Breakout



Tip:  Early breakout + Go visiting

 Discuss the 
challenges that you 
face in training in virtual.

Rin

Taro Pat

Tam



  Screen

SHARING SCREEN

PPT Slides



  Two Screens



  Two Options
Share Screen Share File



  Two Options
Share Screen Share File

SHARING

PPT Slides

SHARING

PPT Slides
CHAT Notes / PPT deck

Ppt
Presenter View

CHAT Notes / PPT 
deck



  Screen

WEBCAMS

CHAT

Music Player / 
Presenter Layout

Notes / PPT deck

Ppt
Presenter View

SHARING SCREEN

PPT Slides



  Screen

WEBCAMS

CHAT

Music Player / 
Presenter Layout

Notes / PPT deck

Ppt
Presenter View

SHARING SCREEN

PPT Slides

Which webcam is the active one?



Priya

Aki

Rin

Taro

Isa Pat

Cai Ivy

Ami

Niko

Tom

Susie

YOU



CLARITY
Always “what” 

and “how”
Triple-down 

(tell x3)

PATIENCE Narrate time 1st Affirm
2nd Summarise

GENEROSITY > Thank > Name > Build



CLARITY
Always “what” 

and “how”
Triple-down 

(tell x3)

PATIENCE Narrate time 1st Affirm
2nd Summarise

GENEROSITY > Thank > Name > Build

PARTNERSHIP
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CLASS
All of us
2-hours

THEORY + DEMO

9am-11am

PARTICIPANTS
Meet their needs

FACILITATOR
Cover your needs

PARTNERSHIP
Work together



Work 
TOGETHER



Session Producer

Facilitator + Group

PARTNERSHIP

Co-facilitators



ROLES

Teacher

Process Guide

Crisis Leader

Tech Manager

Break-Out Leader

Chat Guardian

Help Desk

Watch Tower

Continuity Announcer

Cheerleader

Platform:

Backchannel:

Continuity:Good Partner



PARTNER’S
NEEDS



Partner’s Needs

Intro of self 
and role

Breaks

Back
Channel

Expectations 
brief

(inc. contingencies)

Technical run-
through

Praise

Shared notes
+ latest deck

Assume they 
are busy



MON

CLASS
All of us
2-hours

THEORY + DEMO

9am-11am

PARTICIPANTS
Meet their needs

FACILITATOR
Cover your needs

PARTNERSHIP
Work together



WebEx Breakouts
Setting up the Breakout Sessions

Breakouts are managed by the Host or Co-Host
(but not both at the same time) from the ‘Breakout Sessions’ 
menu option

You can choose whether to assign participants 
‘Automatically’ or ‘Manually’ or ‘Let Participants 
Choose Any Session’

Always check ‘Settings’ options meet your needs; 
e.g. pre-determine length of break-out (5mins minimum) 
and setting the time of the ‘Countdown Warning’.



WebEx Breakouts
Communicating with Breakout Sessions

The Host or Co-Host can send a “Broadcast 
Message” to all participants (or a specific breakout group).

Participants can ask for help. A message is sent to 
the Host asking them to join the session.

At any point the Host or Co-Host can choose to 
join a breakout session.



“Ask for help”
button



WebEx Breakouts
Communicating with Breakout Sessions

Participants can ask for help. A message is sent to 
the Host asking them to join the session.

At any point the Host or Co-Host can choose to 
join a breakout session.

The Host or Co-Host can send a “Broadcast 
Message” to all participants (or a specific breakout group).



Join break-out



WebEx Breakouts
Communicating with Breakout Sessions

Participants can ask for help. A message is sent to 
the Host asking them to join the session.

At any point the Host or Co-Host can choose to 
join a breakout session.

The Host or Co-Host can send a “Broadcast 
Message” to all participants (or a specific breakout group).



DEMO
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CLASS
All of us
2-hours

THEORY + DEMO

9am-11am

PARTICIPANTS
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FACILITATOR
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Work together



WED / THU / FRI

MASTERCLASS
Small groups

2-hours

TUE - THU

COACHING
Individually

1-hour

MON

CLASS
All of us
2-hours

WED: 9am-11am

THU: 9am-11am

FRI: 9am-11am

PRACTICEPLATFORM +++THEORY + DEMO

Have you booked ?9am-11am

NB: All times are Costa Rica Time



Flo

YOU

MASTERCLASS Room

WED / THU / FRI

MASTERCLASS
Small groups

2-hours



Masterclass Briefing
Overall
Opportunity to deliver a section of training
(a) get direct feedback    (B) observe others.

Process
• Prepare a ~10 minute section.
• You might:

o Share a little content.
o Involve interaction
o run an exercise: set-up, run, debrief.

Working with your Producer
• Will send time signals in Chat.
• Consider what you might want to share in 

advance of the session e.g. instructions for 
breakouts; comments in chat…  by cob the day before 
please!

WED / THU / FRI

MASTERCLASS
Small groups

2-hours

WED: 9am-11am

THU: 9am-11am

FRI: 9am-11am

PRACTICE



Flo

MASTERCLASS Room

WED / THU / FRI

MASTERCLASS
Small groups

2-hours

Page 15 of handbook:

Producer Needs:

1) Instructions on how they will support you (p.15) 

2) Copy of important materials (e.g. your deck).

YOU
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