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Outcome: Compare and contrast approaches to in-person vs. virtual instruction.

5Anchor: Guided Visualization (Polling)

Use guided visualization to help participants get into the right
mindset for comparing and contrasting your content.

Instructions

1. Announce that you are going to take the participants on
a journey outside of the training environment.

2. Walk participants through the following scenario:
Imagine that you've been told all of your training for the
rest of the year will be done virtually. You have a whole set of training slide decks and lesson 
plans that you've been using for the past several years, which have been perfected over time to 
deliver in-person. Suddenly, all of your stuff needs to be done virtually.

3. Ask participants to answer some or all of the following questions using the polling feature: Given 
the situation, what's the first thought that comes to your mind?
Great! Virtual is much easier than in-person anyway.
It doesn't bother me. Virtual is the same as in-person anyway.
Holy cow! This is going to be a ton of work.
OMG! Where do I even start?

Moving from In-Person to Virtual Instruction
90 minutes with 35 attendees attending Online.

Let's take a trip! Close your eyes.
Here we go...
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10Content: Lecture (Voice)

Informing your participants about the topic in an engaging way
can be a simple strategy to share information.

Instructions

Ask participants to use the chat to share what they like
about in-person delivery. 
Ask participants to use the chat to share what they think
in-person and virtual have in common. 

Be sure to mention the following if they don't come up in the conversation:
Both need to engage the learner. 
Both have opportunities for participants to contribute. 
The visual design of PowerPoint is important for both. 

Ask participants to use the chat to share what advantages might there be when delivering virtual
instead of in-person. 

Be sure to mention the following if they don't come up in the conversation: 
People who hesitate to participate in an in-person environment can use chat and
polling to engage in the virtual environment. 
People don't need to leave their desks to participate. 
Reduced training costs. 
Participants can share their screens to show their work. 

Key Points
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20Application: Small Group Discussion (Breakout Rooms)

Guide participants through a small group discussion by 
asking them a series of open-ended questions.

Instructions
1. Let participants know that they will be put into breakout rooms.
2. Putting new knowledge or skills to use in the real world will be essential to making this session

worth your participants' while. In small groups, ask participants to:
discuss what are the top 3 considerations they will need to make when converting from
in-person instruction to virtual? 

3. Launch breakout rooms.
4. Bring attention back to the large group and ask a volunteer from each group to use the chat

feature to share what their group discussed
5. Summarize the discussions by identifying trends and connecting the participants' comments

about the top considerations they will need to make.
6. If the following to not come up in the conversation, but sure to discuss:

being comfortable with the virtual platform and its features; 
having a producer;
making sure materials are ready to be uploaded or e-mailed in advance;
what to do when technology crashes.
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Outcome: Identify at least three engagement strategies for virtual instruction.

15Content: Case Study (Chat)

Participants can be taught new information and concepts by studying true-to-life situations.

Advanced Prep

1. Create a case study of an example in which a program was converted from in-person to virtual. This
can be based on experiences from your organization or a case study that you make up to illustrate the
points that you want to make. To pull the story together, make sure to ask:

What was the situation at the beginning of the story?
What was the impetus for the change?
How was the challenge approached?
Was there resistance?
What was the final outcome?

2. Prepare lecture talking points, if needed.

Instructions

1. Now that we've taken a look at some of the similarities and differences, let's take a look at a
specific example of which a program was converted from in-person to virtual.

2. Have participants keep the following questions in mind as they read the case study:
What are some of the ways that virtual instruction was used to engage participants in the
case study?
What lessons from this case study would you be able to adopt?
How would you change anything you read about in the case study?
Insert any other questions you think would be appropriate to connect the case study with
the purpose of the session.

3. Bring the attention back to the large group and ask for several volunteers to use the chat feature
to share their thoughts on the questions that you asked them to keep in mind as they read.

4. Connect these conversations to the main topic at hand. If necessary, include a brief lecture to
make sure participants are exposed to the key learning points. Be sure to connect your lecture
back to the events in the case study.

5. Answer any outstanding questions participants may have.

Materials

Case Study:
A realistic case study that can be used to support the activity.
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Outcome: Develop a plan to convert instruction from in-person to virtual.

5Anchor: Complete the Sentence (Chat)

Engage participants by using crowdsourcing to define your necessary terms. 

Advanced Prep

Edit the sentence if necessary. 

Instructions

1. Tell participants that as we move to the final part of this session, each person needs to be
thinking about effective and engaging virtual delivery for their own programs.

2. Display the following sentence: Effective virtual training includes _____________.
3. Ask participants to spend a few moments sharing what they believe the end of the sentence

should be, using the chat feature.
4. As responses begin to appear in the chat section, begin reading select responses aloud to the

group.
5. Add feedback on the responses that you share, including if you disagree for any reason with a

response that was shared.
6. After sharing a number of responses, share how participants’ responses match up with the

definition that you have.
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20
Application: Complete a Written Plan Template/Form (Breakout
Rooms)

If you're using a written plan, it's helpful to give participants an
opportunity to practice filling it out.

Advanced Prep

Prepare the lesson plan template that participants will need to
practice completing. 

Instructions

1. Distribute a lesson plan template.
2. Instruct participants to spend some time using what they have learned in order to complete the

lesson plan template, converting a lesson from in-person to virtual, on their own.
3. Once participants have completed the lesson plan template, ask them to share any questions

they may have or areas where they may have had difficulty understanding the lesson plan
template with the people in their small group.

4. Launch breakout rooms.
5. Allow 15 minutes for participants to discuss what they've written and where they have concerns

about their plan.
6. Call attention back to the large group. Ask for volunteers to unmute their audio (one at a time) to

share what their group discussed. Answer any questions that remain about the lesson plan
template.

Materials

Templates or Forms:
Templates or forms that participants will need to practice completing.

Practice

Fill out the form independently
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15Future Use: Personal Action Plan (Chat)

Allow participants to fill out a Personal Action Plan to take with
them when they leave your session. 

Instructions

1. Use the Personal Action Plan template. Give
participants some time to reflect on how they will work to
convert all of their programs from in-person to virtual
delivery.

2. Give them 3-5 minutes to complete the template.
3. Bring the attention back to the large group and ask participants to use the chat feature to share

1 thing they plan to do within the first 30 days after they return to their job.
4. Read selected responses aloud, elaborating upon and encouraging ideas, allowing participants

to come off of mute (as appropriate) to discuss some of their plans.

Materials

Action Plan Template:
An action plan that each participant can use to plan actions they will take when they leave the
session.

All Materials
Case Study

Templates or Forms

Action Plan Template

Action Plan
Use the action plan to reflect on

how you will put what you
learned today to use

Be prepared to identify specific
actions




