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QUICK GUIDE TO

1. Develop your story
2. Practice your story with an audience and with no audience
3. Keep your visuals simple and clean
4. Ensure your visuals are transferable across different devices
5. Make sure you know how to use the presentation platform 
6. Have a backup plan (device, WiFi, summary handout)

Online presentations: Preparing content



QUICK GUIDE TO:

1. Practice using open body language
• Maintain eye contact
• Use open arm and hand gestures
• Maintain good posture
• Smile

2. Wear calm and comfortable clothes
• Avoid stripes, cheques, bright colours

3. Set up a calm and quiet home studio
• Nothing distracting in your frame
• Ensure your face is well lit
• Wear a headset to minimise background noise
• Use your best microphone

Online presentations: Getting camera ready



QUICK GUIDE TO:

1. Loosen up your body
• Do shoulder rolls, shoulder raises, roll downs and anything that loosens up 

your upper body. Repeat each a few times.

2. Calm your breathing
• Use a breath counting exercise to breathe in for 1…2…3 and out for 1…2…3. 

Repeat a few times

3. Focus your mind
• During the breath counting exercise, think of calming words and scenes.

4. Warm up your voice
• Do some voice exercises to warm up your voice, especially if it’s early morning 

or you haven’t spoken for awhile.

Online presentations: Staying calm & focused



QUICK GUIDE TO:

1. Define, and then refine, your session goals
2. Ensure your goals are realistic time-wise
3. Identify participants
4. Select and test appropriate and available technology
5. Develop a session outline with activities, timing and roles
6. Find a co-facilitator 
7. Do a dry run
8. Decide on the online session etiquette
9. Keep participants informed ahead of the session
10. Prepare your facilitation content

Facilitating online sessions: Design



QUICK GUIDE TO:

1. Things to consider when choosing technology
• Purpose
• Cost
• Simplicity

2. Different tech for different purposes
• Video conferencing (e.g., Zoom, Google Meet)
• Remote collaboration (Mural, Miro, Google Docs)
• Task management (Trello, Asana, Airtable)

• Engagement tools (Mentimeter, Stormz or Slido)
• Surveys (Typeform, SurveyMonkey, Google Forms)

3. Keep an eye out for emerging and improving technology

Facilitating online sessions: Technology

https://zoom.us/
https://meet.google.com/
https://www.mural.co/
https://miro.com/
https://docs.google.com/
https://www.googleadservices.com/pagead/aclk?sa=L&ai=DChcSEwiY95WblcPrAhUH7u0KHdfxBdEYABADGgJkZw&ohost=www.google.com&cid=CAESQeD2wmlUu-h_fUZQ56y3iFYS55PnSTSWi4_HCmUY9nzj6S6-ewIt_rBYS7I77aK9vMfgxWXbLkw8xkkgCaYbLGFO&sig=AOD64_3OZx9sf10KW3Bg87O25j_NOqxL-Q&q&adurl&ved=2ahUKEwipoI6blcPrAhVaTxUIHQiUDrMQ0Qx6BAglEAE
https://www.googleadservices.com/pagead/aclk?sa=L&ai=DChcSEwiT6t-hlcPrAhUIuu0KHS2ZDQQYABAAGgJkZw&ohost=www.google.com&cid=CAESQeD2SMXIfLNybVXuzqN8RmJVz4ku-N6KysnkwOMvhLdk5yhZp-geHatN0jSCtilEwARStj8ziWpIThUUf0tlukU5&sig=AOD64_0Kh57EK28ENQrxvZHaeV7jHp_uBw&q&adurl&ved=2ahUKEwi9htihlcPrAhXWVBUIHcMGB20Q0Qx6BAgoEAE
https://airtable.com/
https://www.mentimeter.com/
https://stormz.me/en
https://www.sli.do/
https://www.typeform.com/
https://www.surveymonkey.com/
https://www.google.com/intl/en-GB/forms/about/


QUICK GUIDE TO:

Icebreakers
• Three Wishes, Story Around The Circle, Doodling Together, Take a Picture of Your Shoes

Energisers and games
• Looking Around, Touch Blue, PowerPoint Karaoke, What Are You Doing

Promote inclusivity
• Polls, Show of hands, Tag team discussion

Analyse issues, generate ideas and make decisions
• Walking Brainstorm, Six Thinking Hats, Lightning Decision Jam, Breakout rooms

Build teams
• Virtual Scavenger Hunt, The Desert Island, Trust Battery, Draw Your Coat of Arms

Final wrap up and next steps
• One Breath Feedback, Circle, Square, Triangle

Specific tips for convening stakeholder groups
• Embrace being beginners together. Create a “profile document.” Structure your agenda with questions rather than 

topics. Ask group members to engage in a Networking Challenge between meetings. 

Facilitating online sessions: Activities
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These are just a selection to get you started; you will find plenty more on Google!

https://chgejid.r.af.d.sendibt2.com/tr/cl/3nfhoYer9_WhDBDqnlomzaPtqNV-19W0z1OFhw17iA9pWhFikGME1aHQ1CvmQOw418nXGGNiGNozWLAmk-OF6Fg1oGowHoQy5bsADZ7KKZWDwnO-rFDONyYvsKgzDcvkp2DAUf9IZNjqmxFnlfdQ4o3hTokJbmSD_5wUECAsRp_iYfKRM5qa7k9ZZXFeHJAiBZP83KH-UaAWr26b-8xwu5BtBFQw57erJZMq
https://chgejid.r.af.d.sendibt2.com/tr/cl/r9OYcYXEmiP2YreEGQaW6vw0ln26qRKR8zyVQBxqFrVWf3bYa6cjYRhjxbdbLXlzFSm4XVGo41I6zlrUGm67CsKGyFxIwaOyD6S1Bs68YwvrXI0pEbod_APNrBBwmmaOgqLBDddU2_QyKpDKZ17zBJtxHg07oM-GMD5cZXFcKOXhBcrCC69EW57EmoKPzYSO0LYnpNg8d_72jegQ3NAvdMR1MOy8Hdzcas3aAYL4sLQuzkwI-BQ
https://chgejid.r.af.d.sendibt2.com/tr/cl/iIlulvsTZRNcOXkaU_M4iuKeCEf3eJevWDB9QUr8nwyloSflLPUK2C2LkY_EcpyAwhnf0S6__0ql275s8KD_tdrCFOmypntlPycGqoesnrv05CBERSXE2vr6I6RBtXkazl0ApzXrzldqYBI7s9T_xRwhAU_3mS4J2uIqyXoCX0DXXGQSufQUU_NGFpNGtHPe5O8VfuLH7BvO0stgqfGKvvP1j3WrwHSc-X8Ki3Cd6TY
https://chgejid.r.af.d.sendibt2.com/tr/cl/jan9Zh8gY58Vt0JHpI3_8B_vt_aDlbq914pdh0npYqxKKKm_Y60e9nEy2id2YrcLa2QJLiiekf3RDympuXbKbCHiyf-8jaFUpQsmbes2qwTmDzdCQWJ37O4N4f0HsBjEfjKur9bEvu7DCHyBOuClZIaCHxVQ9jfWD5V5o6j8OCmYfr_eKArY70WK6G-m-iqbaQyn5kTL0nRFp_O3JCqXzsKTra7CeK6CJ2NE0Yw9aLX6HS6MFO93W9jPDQ
https://chgejid.r.af.d.sendibt2.com/tr/cl/ALitsU2krIfNCXMf2iU4mgGb9kucJ2ytXAt5dWSKA746Cev9nA5DUxqb5xnFXc-fcJV_L3aEMgiYhITsTzFVcNpk-fj0-Q5PrkzKHfUdKw2V8J6THvzJO67UeUG_eOLB5jqXlTa5ZTSg61nx-v5xWwoozEW5itZManSeLG2qH8pS4S6u6yWY5b0RBPFiguEDZF-p-CwR1LB9QURQn4je3HX16iUvVtFz8AgrhC8
https://chgejid.r.af.d.sendibt2.com/tr/cl/kQ41Rcg4ihQVb05FJcj6Eyxa90IzSPwOyAQyo_6iBFdtBPzWEpwcABGmBgakngTnDC17eX0qN673vWG5CdBlYjxrY_QZMaRNC42vml8mU3JbTN0ZBtLfumeo4dcb29NcrJCfwaVtbKDjW3aa33CvoFEXQBUdHidgJ7sHqIi0_-26_kb8v7Us1hhEI4s-sWNI1Nh89PHYXTsEMhGKllk8AWKZIr5gu1eDrA
https://chgejid.r.af.d.sendibt2.com/tr/cl/rPIe8krfWFtuXCqh5Ahq5p3XTfQ4UfXi_rcV7gtkCphIF-0g5ySyiaKdQeJO0l4vTFKunNnyYZIOptBW5f-jvm19bK6FxIDy5vJSptfcJYJb15ZhVPktYSFWrbB9jrIT4gPj7UFkOa0-uP_otJmhLaJmgPLil1Aapjv-h4LmvlS1j3DypVsbwcp48HEKuxJZTtA84YQEEntRgjmLsqWUy2Z-eAAMVhWEzmrf6Qiwemmm
https://chgejid.r.af.d.sendibt2.com/tr/cl/1bmEaRBwt3u1-X_wQXgkTwWD7-6cvGEl2rpWuoMVI_vNxCqkCjF1Gle5q2ty8OSnA2w2RnyFlJEriJspVxQsxNyvSNEXTkmrXFaYQIy5Y9xIFVLwYTn0Vn_ztf7fzBwjagwQDyHnLUUj0dJdM62h5NTaXjg6ZX-6DMVBQr5rMNAgSUMfQrVhnPZD_GyA_GG5yAtXzop4WWjDQ6lewKgd0eXUH3WZ4vCMLvGdibqoJ4AZdhi10kV2y-fqzspRGxsJ
https://chgejid.r.af.d.sendibt2.com/tr/cl/M-eFUxhqpOQCx8u-34k10AbaHDi5RiyG0jcsC1hvijA6VeUbkSGtUd2Pr6O_oqAijD_j8u2793ZHIBznzrjJJlG1M9-xexX418B-i1NolTTW1sljvlyqAKALlklQ_dAWQPl_BK_gTQF58zaejjPkn_DJf9Yt5IF4gMya0hQoFPpxA2GgNpd_Sd-g-HwwMOIJ_75o6AXA4diYzeQHFrCdru26ZJGbvCNOlXqDFSF6ihq3
https://chgejid.r.af.d.sendibt2.com/tr/cl/xcAf1I34ImPXFGHS430Lo7hsYNSEDVn9NUx5bGfBhPDL3rRQm-ND8jsAWRwu-WqCPN7366BlL_0WEbbw-LYNU1dfoYFQ4CcibjET_4tvvH-74o4SI45_1IsoJgbTKzKINZIByleqEOZfkKB2CBScevAzv9g_yxHcNM_h4_PWv6NydzdTNCaYsuOeXzt_iwxRpnXv2hwC4_tnDkrAIBUwou0yqmL6ZwUJV315WSv9
https://chgejid.r.af.d.sendibt2.com/tr/cl/Bs7EjB6E6Cdx2QiGfG0wHewl_4u7oEZa0in3WLUdsGgYfbJr7oDEqF7RuDbqoXJoBAvh1aEvItN_PyxDiN1IUAB5W3ofy90Z0SMnD3G7L1VEEQXs6hwmS1LzD_VBMM-7TOzVNIvOKsY1Nn-ANcJQGtVsegpIuf8XyCAeALXC53kDPSelYUvNpJ-fyko4PC5Y-K8l3PtzSvqrHSVHSc7xRrCaWl71IbhxpXMMyHC8Wwe4dxtFQthP1xE
https://chgejid.r.af.d.sendibt2.com/tr/cl/tQlZ5slcdFK8M9gQgMDQjOTdY2JEtNAiLLv-CPb6Ay-fmFUJHq9QDPBbpZcQnw7FASjpv0ORVKWBMrBDpeqGVUfD2_xKEiihX19O4p60cRQgPPE_ai_Nsa1AmAXmow0fq4AW5t9AfGQ73WNHEHQqwI5ocHFeVe3wNj5tPov6ng9kM5wS6oRnQzKtgaDV_CSLRiH3nkaOLfPK7llGn5vFJsa0Z1ATdQjy-dAmUiV_7IxcYtUYSSR8mgJ1StxRxy9Dpg
https://chgejid.r.af.d.sendibt2.com/tr/cl/y3s7DYo15JDy64zFgTUaWfCjVHUuM0lELR55t0ebQJ0IaG0J66WIzroGgOTLTY5zzboWW6T-hxs8Yd5yCNZatQ_rECcgzFDfu6pRtvs2dDSPN7DmDIA2nTCKeAMJvTWfC7TfjCIPOV4jnobSWM-HFBzY9k2knswXpJ-_SOQLjl2Qfv1wlbt41B3bfpkaZepj7iNgxSYtwUzpuPUf-GmsHxlrWHyGjQoSAG5BybNGRno
https://chgejid.r.af.d.sendibt2.com/tr/cl/XsaZOdJSs5IzT_d1wxoBA1vc8EZtkPGNpXoDCaZmyVX9Fxngi2u3ggKAkd1ZETeXW-SyxQp0F6_Zq1Suq3eACjCAezEXjVJTYcGL1uMkIQksC1phCWbOBiIOqqbYEC6drYnQ23unrJrqDEu_59NS5xvB_Xqw2WJxS72t696AYa1048P3zwPyOYxzIoaWcrp_iF8K338Yv1GIjUH50KxuyKVGDWg3A9I4XTwzLg
https://chgejid.r.af.d.sendibt2.com/tr/cl/r5szYY-ymiz5P992njzRwbtS5e7EnFW1sol8igJRgJjPrfpZROQDt4bxjTiN4Iz1H7aECXE0Gfk4TwtFc8iB01FFnCWtal7TpgnG2UmU36Dmqc3yVEcWy2vMQf5nQgCZDyZPTrRtK6Z6W5nCvJ9EIBQiRx7A6yDw3mmQ6bQaPQXqAyskrDrEDFgGOwg8f1MI1_2iUXwjgerhMXudXZiPaFSkuH7HZzzJbZehD5XHbJRkjjC7EqqMTmKXSQ
https://chgejid.r.af.d.sendibt2.com/tr/cl/SBrzl5-mHARaKVafnoGKyZwmGpJwRoQ64Bf489TFHfmO2GnrGPXUxr4V2LBlPaibtBANhN7nTXVvH_y96H0_CSRgNWoYSXwjo3wai6lRMmVIAe4-KtK8uCIIe8S_RGQpoAFICdsuMNDe1v71CU59geMOXkUsW_TNMhcrNKR97C-7iCoOnG7ClnoeTOFwLh9HLvOWXgE9DqaKa4OiejhPk_47eiqwoE9jyRmGo4uLyJ6aJA
https://chgejid.r.af.d.sendibt2.com/tr/cl/RBjHysA6QGpBcg-3PYKIG7xG-AKhgre0mdksDBpQ0V3zC9GolJ2hXNIQgCsMEuxO0oEQkRPQ2r2DM_MB851LMHLn6wolTwAv7kvJCEEJxqZZ4dlDV9h5ciPoLso4dItoICPFd1jChjIXQiij7AP42jmzm-Eh60wGLAP3mdYAXcbNZQ5gu8N3oiK5-8fHrF-m3C3FEa8IkwZRErJsPsCC2aPmQ80GFDR02YkpiFqXLJyzkzBYYQ
https://www.sessionlab.com/blog/remote-facilitation/
https://cdn.ymaws.com/www.chronicdisease.org/resource/resmgr/website-2020/covid/Tips_for_Virtual_Meetings_-_.pdf


QUICK GUIDE TO:

1. Before the session
• Focus your mind, and up your energy
• Log on to the platform15 minutes early, along with co-facilitators, to do final checks

2. When the session starts
• Welcome people – try to set a friendly and professional tone
• Remind people of online etiquette
• Ask for permission to record
• Run a light energiser to get people focused and engaged from the outset

3. During the session
• Keep to time, but be responsive to audience needs where possible
• Bring breaks in early if you sense the energy dipping
• Outline next steps (incl. timing and accountabilities) after each section of the agenda and at the end of the meeting

4. After the session
• Distribute meeting notes, especially details of action items

Facilitating online sessions: Delivery


