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PREPARING FOR VIRTUAL WORKSHOPS
 Describe the who-what-why-how of the workshop in the invitation and attach a program that 

provides both an overview and insight into the different activities of the day.

 Since a workshop often involves participants writing ideas, you should encourage them to sit 
in front of a computer—preferably not a tablet or mobile phone.

 Combine a video conferencing system with one or more digital platforms to facilitate 
exercises. Here you can advantageously use a multifunctional virtual whiteboard (e.g., Mural) 
where participants can set up post-its, write text, draw shapes and make models as well as 
insert pictures, films, and links.

 Supplement the virtual with physical activities: Participants can, for example, exchange 
telephone numbers in the chat, after which the groups of two are sent out on a walk-and-talk 
with the telephone. You can also use a physical whiteboard or flipchart and adjust the camera 
so participants can watch you draw and explain.

 If you are alone as a new virtual workshop facilitator, it can be advantageous to keep within 
16-24 participants.



VIRTUAL WORKSHOPS
 During exercises, you can divide the participants into working groups of 4-6 people which 

each get their own group room in the video conferencing system.
 You can use your own preexisting exercise templates or you can create new templates in the 

virtual whiteboard. For example, Mural includes several ready-made templates that target 
different types of activities.

 Make text boxes on the whiteboard, where you write a clear and educational guide to each 
exercise - for example, in point form and in order (1: xxx, 2: xxx, 3: xxx). Also, please include an 
example of how the exercise can be done.

 You can either let the groups work in their own private whiteboards, or you can let all the 
groups work in the same whiteboard. The latter makes the most sense if there is a competition 
aspect to the exercises.

 Circulate between the various whiteboards and group rooms in the video conferencing system 
to ensure that the exercises are understood correctly and that the participants have not 
stopped or been sidetracked. Also, check in regularly with participants and tell them how 
much time they have left. Remember to say ‘Hello’ when you show up in the group rooms.



  THE 3 MOST IMPORTANT POINTS
1)  Create a director's script for your meeting

2)  See yourself as a TV producer

3)  Closeness must be created
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