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Introduction

I used to be a self-proclaimed queen of face-to-face meetings.  By that, I mean 
I have always enjoyed standing in front of a room, teaching or facilitating content 
and processes for which I feel a deep commitment.  I like taking in the sea of 
participant faces – their expressions, their reactions, and their curiosity. 

Believe it or not, that’s one of the reasons I have co-authored this booklet on 
the power of virtual learning events … because I am now a convert about 
what can be achieved in a virtual space.

I believe that communication is one of the most powerful vehicles for establishing 
connection with each other – and, therefore, establishing meaningful relationships.  
That’s why communication has always been front and center in my consulting, 
teaching, and coaching practices.

So I asked myself, after the successful completion of our Skillful Conversation 
workshop in face-to-face venues around the world: is it really possible for us
to meaningfully connect via the Web and over the phone?

I now know that we can.

Eighty-four virtual workshops ago, I was a skeptic.  But I have experienced, 
with a good bit of surprise, what can happen when:

a group of people (intact teams or not)
connect (same space, though different time zones)
using the latest technology (Web, audio, or both)
with able facilitation (what this booklet is about!)

With this booklet, I hope to share the power virtual learning events can deliver, 
and to help you make meaningful and productive connections with others 
– virtually – about things that matter.

Sue Brightman

•
•
•
•
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With the tools available to you, design an interesting agenda thant blends 
breakouts, toys on the toolbar, videos, workbooks, and practice checklists.

Breakouts•

Get creative in engaging people. 
Keeping up participation and interest is key.   Invest in knowing all the 
virtual processes and tools available to you.  Constantly rejuvenate 
your virtual engagement techniques.  Challenge yourself to think 
outside the box.  Remember, if it can be done face to face,  it can 
probably be done virtually.
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Remember that people may not pay as much attention to e-mails from an 
unfamiliar name.  Keep the sender’s name consistent across all invitations, 
scheduling updates, and reminder e-mails – and choose someone who has a 
recognizable link to a leader, if possible. 

Send reminder notices to your technology partners too.  Ensure your 
audio and/or Web service providers are kept aware of the dates of your 
events if you expect them to be active during your sessions. 

•

•

3.  Designing the Learning Event

Use lots of interesting processes and tools.

Start from the premise of using both visual (Web) and audio connections.

Knowing that practice brings comfort, make sure you are fully versed in the 
tools you will use, starting with a few and having others available as your 
learning events continue and as you come dexterous with them. 

•

•

The URL link to the visual Web space where you will meet
 
Instructions about where to find prework materials

Inclusion of any tips about what they must bring to the first session.  For example,  
you may need to draw their attention, in bold letters, to the requirement of 
having copies of a learning event workbook for the first session. 

–

–

–

As the fanciest and most attention-getting virtual tool, audio breakout 
rooms can be organized for simultaneous small-group conversations or 
skill-practice exercises.  Some Web programs include this feature with
some tricky maneuvering on the facilitator’s part.  Breakouts can also be 
arranged with an audio service provider, separate from your Web program.

–
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Know that early birds will log 
on/call in ahead of your start time, 
so be ready for them.

Have a welcome slide uploaded 
and showing 30 minutes before 
your learning event.  Display the 
title of the learning event and the 
start time, so they know they’re 
in the right place.  Include dial-in 
phone numbers and other logistical 

•

•

Help people arrive.

5.  Facilitating the Learning Event 

Be yourself.
Make a point to put your 
personality out there!  
Interact in the same colorful 
ways you would face-to-
face.  Use the full scale 
of your voice and coax 
others to do the same.  
Everyone will appreciate 
the liveliness.

Expect delays in everyone getting technically connected, especially for 
the first session.  We found the average delay in global workshops was eight 
minutes!

A special word about individual virtual participation: 
Best practice is if one person is attending virtually, everyone should.  
Having small groups of participants gathered around the same computer 
may seem like a good idea, but it’s actually a barrier to building a trusting 
learning community where everyone has access to the same side 
conversations.

information.  This also allows for ad hoc standby announcements to be written, 
if needed. 

Be conversational in welcoming folks, just as you would face-to-face.  Keep 
the informal conversation going as people wait and others arrive.

•

Be prepared. 

Figure out how to give technical permissions on your Web space to  
copresenters, and how to lock out participant permissions.  There’s nothing 
like seeing someone playfully highlighting your slides while you’re making 
a serious point, and hiding behind the virtual anonymity of the moment! 

Plan to have materials ready to electronically send to those participants 
who can’t find or forgot to have them ready during the learning event.

•

•

kenan
excerpt



Sue Brightman is an international OD consultant and coach, and founder of 
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teams, and organizational systems so they in turn can achieve their desired results. 
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An Vandermeersch is an experienced change and program manager.  Since 
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