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technology

Are your learners and trainers set up at home to access all of the 
systems they need?

Do your learners and trainers have basic tools: laptop, bandwidth, 
webcam?

Do your trainers have dual monitors? Some of your learners may 
need dual monitors to do their job effectively. 

Do you have technical staff available to troubleshoot more 
complex problems immediately and quickly during a class?
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Assessing Your Readiness

So, you have made the decision to embrace Virtual Learning or at least put 
your toe in the water. The first step is to plan. And boy is that hard. There are 
so many demands and deadlines to make it work. In the long run, thoughtful 
planning (not analysis by paralysis) always makes implementation smoother 
and faster. So, what does thoughtful planning look like?

Here is our approach. Start with a Readiness Assessment. There are 3 key 
areas of focus: Technology, Learning Design, and Training Delivery.

Take some time to answer these questions thoughtfully and honestly with your 
team.



Is there a process in place for technical teams to be on call for 
support during training?

Do you have a support plan that details what the training team 
can troubleshoot and what needs to be escalated to the technical 
team?
Do you use an effective training platform?

Is each class supported by a producer whose job is to support the 
trainers and students by troubleshooting issues and educating on 
how to use the training technology?

Does your team know how to quickly troubleshoot common 
technology problems? 

Learning Design

How do you engage learners in a virtual environment?

Does your learning design team have experience re-designing 
physical classroom training into online synchronous events? 

Does your learning design team have experience engaging virtual 
students, especially in a large virtual classroom?

What techniques will you use to replicate in-person group 
activities?

How do you replicate the Hot Seat virtually? 

How do you remove too much lecture from the virtual classroom? 
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Have your trainers mastered the tools available on the learning 
platforms? Things like break-out rooms, whiteboards, polls, hand-
raising, and gaming?

How do your trainers effectively evaluate learner understanding 
while training a large classroom? 

Do you have skilled producers to help evaluate student 
engagement and performance?

Training Delivery

Have your trainers delivered online highly interactive classes 
that last more than a few hours?

And the over-arching 
question

Is your organization open to the 
notion that virtual learning CAN 

and SHOULD look different than 
classroom training?
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Tip #1
Reel ‘em in
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Once you answer these questions, you can begin building your Virtual Training 
Action Plans.

Effective virtual training looks very different and it requires a different 
perspective. The virtual world only succeeds when the learner comes first. 
First. This means that the training tools are there to enable the learner rather 
than the trainer. Lecture becomes less effective and training gives way to 
facilitating. As we attempt to draw in our learners, we know there are many 
more distractions, and it’s our job to mitigate that in course design. 

Here are our Tips and Tricks for Rapid Results:

Learning should be fun and engaging. Engaging virtually is different. Tap into 
the team’s creativity and be bold. Humans retain more when they are having 
fun. Rethinking the “how to do it” and letting the learning objectives drive the 
design is key.

Tip #2
Watch the Time

Perception of time deviates in the virtual space. Evaluate whether content can 
be streamlined or if more structure should be added. Setting up expectations, 
directions and even scheduling bathroom and water breaks into the virtual 
training keeps the learners and yourself on track for a successful class. 
This lends itself to thinking about how to insert self-paced work throughout 
your curriculum. People do need a break in the virtual world, but there are 
ways to still be learning while taking a break. Think about how to build offline 
assignments into the day. Build the plan in such a way that the instructor is 
available for questions and support; but the expectation is that the learning 
can work independently. I try to caution against putting all of this work in a 
long block because spreading it out does afford everyone this needed break. In 



Tip #3
Re-Design your 

Vintage Material

What you say and how you say it matter. 

Lengthy lectures are not impactful in this environment. 

Cataloging your content can help determine what medium to use. 

Videos are great for awareness and telling a story. 

Breakout rooms can be used effectively for small team 
collaboration and presentation. 

Be specific about the goal of the breakout session and the 
task at hand so learners know what is expected. 

Getting the time right on these activities is important too. 

Assign a Group Captain whose job it is to keep the team 
on track. Rotate that Captain with each activity to give 
everyone a turn.

Also put your learners to work. 

Use the whiteboards on the platforms to engage the learner. 

During activities, have each learner explain their answer and 
how they got the answer or why they think they are right. 
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terms of time, you may also need to think about and adjust for a shorter day. 
It’s never been ideal to train for more than 6.5 hours, but we all still do it. You 
simply should NOT do this in the virtual world. 

Effective virtual training depends on the training tools, tone of the instructor’s 
voice and the words the instructor says.



Take advantage of all of the virtual training technical tools like 
whiteboards, polling, and hand raising. 

Hot seats can be easily used in the virtual world.

Get your students used to sharing their screen to explain how 
to complete a task; and present during an activity.

And if ever there was a time to make sure you are using PowerPoint 
impactfully, this is it.

Instead of slides to show how to log in to a system, have the 
instructor or a student share their screen to walk through 
the process. 

This allows all students to discover the system rather than 
being told about it. 
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Focus on the learners doing more and watching less. 

We use a game called the Hat Trick 
for Knowledge Checks. We play it 
like Who Wants to Be a Millionaire. 
In the physical classroom, each 

student pulls a question out of a hat. If they can 
answer the question they do, if not they can 
phone a friend to help. In the virtual classroom 
the questions are randomized, and the learner 
can answer or still phone a friend.

And we incorporate a wide variety of 
tools for assessments. We use web-
based training modules for Q&A in 
multiple varieties including screen 

simulations, multiple choice, True/False, and 
matching. And we use a web-based role play tool 
to practice calls. Learners hear how they sound 
when speaking to a member. 

And we use a poll to rate each role play using set 
criteria:
• Was the answer accurate?
• Was the answer complete?
• Was the conversation delivered with 

Empathy?
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Tip #4

You can still assess learners formally and informally in virtual training. The 
key is to do it often. Trainers don’t have “at a glance” verbal queues and body 
language from learners like nodding of heads, facial expressions (smiles, 
frowns, yawns and sleepy eyes) that tell you they get it or not. But they do 
have the tools that come with the virtual platform. Chat, raise hands, conduct 
polls, write on whiteboards and collaborate in breakout rooms are available. 
Use these tools to both engage the learners and to evaluate if they are 
understanding the content. With a little bit of planning, these tools can help you 
informally check in with the class.

Real-time evaluation



Tip #5
Produce and plan 

the delivery
Virtual training requires the instructor to refine or develop a new skill set. They 
still need to know the subject matter; but the delivery is much different. 

Lots of long-time trainers have a bag of tricks that allows them to 
simply learn the subject matter and go, but this does not work as 
well in the virtual world. 

Trainers need to go back to basics to make this transition. 

They need to deeply learn their virtual tools and have a plan to 
guide them on how to use it or have a producer to help. 

They will need to practice, practice, practice, so plan for that in 
your schedule. 

Engaging students and assessing their comprehension is not so 
easy anymore. You can’t just see them all at a glance. 

Accepting the challenge and embracing the technology tools can 
lead to innovative and effective engagement. 

Forcing us to think differently about learning engagement sparks creativity. 

Instructors need to be part of the delivery planning to understand 
how to incorporate all of the tools and keep students engaged 
effectively. 

They need to be trained and know how to both utilize and 
troubleshoot if there are technology struggles, whether the 
struggle is their own technology or a learner’s, 

And they need to practice delivering the content so that it is a 
smooth-running machine to the learners.
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Like any major change, moving to virtual training can seem overwhelming. So, 
like with any learning, identify what needs to be done. Get the hang of virtual 
training by knocking off the low hanging fruit and continue to innovate one step 
at a time. Open your mind and try new things. You’ll be on your way in no time.

Stay tuned for part 3 of 
the Virtual Learning series: 
Increase Content Shelf Life 

with Resilient Design
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