Shared Checklist for Online Facilitation Planning
This document is a compilation of suggested planning actions related to preparation, delivery, and follow-up for online facilitations. The list is made up of contributions from participants in the online workshop “How to Facilitate Online Training Processes in Real Time” as part of the Build Capacity Smarter project and delivered by DCA’s Learning Lab. The workshop took place on October 9, 2019 with participants from several CSOs.   
Planning related to preparation:
· Determine who the facilitator(s) will be. If possible, have a technical supporter.
· See if there is anyone “high-placed” who can endorse the e-learning in the promotion or during the event
· Online meetings with the other facilitator to plan the entire webinar, the content and who says/does what, and then later create the online room, decide on methods, slides, activities, etc. 
· understand who will attend your seminar, from where, their connection, their needs, pre-knowledge, technical possibilities, time-zones
· Set learning objectives
· If you will use a needs assessment or solicit input (i.e. cases), design the materials/instructions to be sent to participants
· Create a plan B for people with possible technical issues (i.e. send slide deck in advance, be prepared to share documents through email, have alternative chat opportunities)
· Decide on who is lead facilitator and who is co-facilitator/technical support
· Make a detailed plan/facilitator template with time, content, order, tools etc. 
· E-mail participants
· All schedule information (write time in all relevant time-zones)
· Links and technical guidelines for those new to the online space
· What to expect in terms of content and style
· Contact number/e-mails for relevant parties
· [bookmark: _GoBack]Link to or attach needs assessment or input gathering, if using
· Prepare content, slides and write information for the interactions (i.e. activities/games)

Planning related to facilitation/delivery:
· Build the online space
· Start working on the webinar design, create activities such as questionnaires, polls, evaluations etc.
· Run through the content in advance and test for technology and content
· Set ground rules for the seminar
· Between facilitators
· For participants
· Meet with co-facilitator (if there is one) 60 minutes prior to webinar to go through and check things
· Make a list of things to introduce in the beginning of the first meeting, such as the decided rules, how to use mic, hands up, smileys and so on.
· Remember to have backup in case of technical problems
· Test what you have made against learning objectives
· Write a reminder email to participants a couple of days before the online event and the morning of the event

Planning related to follow-up:
· Have an evaluation within the online space before participants leave (polls, chat, or link)
· Set clear action steps and remind participants about deliverables. Make it easy and uncomplicated to deliver any outputs. 
· Sum up comments, feedback and questions in the end of each session and send to participants (between sessions and/or at the end of the learning)
· If this is a series of online days, make sure next action steps and reminders are clear. Take up feedback iteratively
· If this is a one-time event or the final day, recap main points and have clear action steps and (if relevant) a designated space for ongoing support.
· 2-4 Weeks after the webinar, e-mail all participants and ask where they are, if the webinar was helpful, and generally checking in.
· Connect evaluation results to 
· Larger evaluation framework
· Future training planning

