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As the world becomes increasingly
digital, accelerated by the COVID-19
pandemic, knowing how to design
and deliver engaging sessions
online is essential. This means we
are having to think about how we
adapt our face-to-face events,
meetings, focus groups, and
services for an online audience.
Hosting events online can make
charities’ services more accessible,
removes geographical restrictions,
and provides opportunities for new
ways of fundraising.

7/10
More than 7 in 10 people in the UK are now making
video calls at least weekly, up from 35% pre-lockdown

2,000%
Zoom had 659,000 users in January 2020 and this rose
to 13 million by April - an increase of almost 2,000%
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In this toolkit, we’ll be sharing:
• how to move what would have been face-to-face
sessions online
• how to make them interactive and engaging
• how you can embed online sessions into your organisation
for the long-term
• the different platforms available for virtual sessions
• tips for when you are the host and facilitating online
sessions
• the key principles to consider when designing your session

“

...It’s become clear that digital
tech and the skills gained during
the outbreak have the potential to
help the charity sector stay resilient
over the much longer term.
The six key ways tech is making charities more resilient, Charity Digital July 2020
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Hosting online sessions
The benefits

... and the limitations

Hosting meetings, events, and services online has
many advantages:

We shouldn’t ignore that there are also limitations to delivering
sessions online, and these should also be kept in mind

Time efficient

Limited space for relationship building

Online events remove travel time and
are more accessible and inclusive

Informal chat is difficult so make sure you create
opportunities for people to get to know one another

Share in real time

Distractions

Make sessions more efficient and
interactive by sharing screens or files
Cost effective
You don’t have to factor in costs
like venue hire or catering costs

Emails, browsing, and putting the kettle on are
all potential competitors for attendees’ attention
Risk of exclusion
Those who aren’t as confident with using
technology may feel excluded from attending

Scalable
Without venue restrictions you
can reach a much wider audience
Environmentally friendly
With travel and material costs eliminated,
your event is kinder to the planet

Useful resources
The benefits of eLearning | The Charity Learning Consortium
How COVID-19 is changing charity service delivery for the better | Charity Digital
Creating empathy through online services | Catalyst
Uncovering the secrets to virtual event success | JustGiving
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What can you host online?
•

Webinars

•

Focus groups

•

Charity Services

•

Meetings

•

Conferences

•

Training and workshops

•

Online events

•

Virtual coaching and mentoring

Take a look at some of our past webinars
At the Foundation we deliver our meetings, online training, events
and webinars online - here are some of our past webinars:
Adapting Mental Health
Services During Lockdown

COVID-19 - Top Tips For
Engaging With The Media

We brought together mental
health charities to discuss
how they are adapting and
changing their services in
response to COVID-19 and
the subsequent lockdown.

This session was designed
to give charities the tools
and confidence to engage
with the media in a time of
fast-moving news.

Contracts and COVID-19 Your Rights And Next Steps

COVID-19 - Building
Resilience Whilst Navigating
Change And Loss

This webinar was designed
to help charities make
sense of their legal
obligations and rights
under a contract during the
COVID-19 pandemic.

This webinar discussed the
tools and strategies to build
charities’ resilience and to
support others to do the
same as they respond to
change, loss, and grief.
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What makes a good online session?
The secret to a successful online session is
understanding your audience. We’ve included some key
questions to consider during your preparation:

Why?
What’s the purpose of the session? Why are you
doing this session, and how did it come about?

Who?
Who is the session for and what do you want
your attendees to take away from the session?

What?
What will you be including in your session? What’s your
agenda and how will you be delivering your session?

How?
How are you designing your session to be interactive
and engaging? How are you ensuring that you are
creating a space where creative and different ideas
are accepted and encouraged?

Most of what you would have included in a face-to-face session
can still be done virtually. Below we’ve shown how some event
features can be transferred online.
Face-to-face event

Online event

Venue

Online video platform e.g. Zoom,
Microsoft Teams, GoToMeeting etc

Introductions between attendees
/ name badges

You can use ice breakers e.g. ask people
to introduce themselves in the chat
function and to change their name on
their video so you know who’s attending
your session

Workshop spaces

Virtual breakout rooms

Presentations

You can share presentations by sharing
your screen

Physical resources

Provide the materials as PDF resources
sent prior to the session

Feedback

Live poll function or online feedback
survey

Useful resources
Six tips for moving your training from face-to-face to online | Catalyst
A lesson in how to (and how not to) run virtual workshops | Reason Digital
What it takes to run a great virtual meeting | Harvard Business Review
Our 10 Tips to Have Productive and Engaging Virtual Meetings | Scrum
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Platforms available to host online sessions
These are just a few examples of hosting platforms and we have included details* of the plans
available for small teams. There are others available such as GoToMeeting and ClickMeeting.

What is it?

Microsoft Teams is often used internally within
organisations, but you can also host external
meetings. Read more.

Zoom allows you to host both meetings and
webinars. Several plans are available with
varying features depending on the needs of
your organisation. Read more.

Google Meet is part of G Suite and is widely
used for both internal and external sessions.
Read more.

Plans

Microsoft 365 Business Basic - £3.80 per user
per month. On Teams each user will need to
be added individually.

£11.99 per month for a Pro account

G Suite Essentials - $10 per user per month
(Google has made all their Google Meet plans
free until September 2020)

Scheduling

In advance

In advance

In advance

Max. participants

250

100 (add ons available at an additional cost for
larger meetings)

150

No. of video participants

9

49 (dependent on device and screen size)

16

Captioning

Live captions

No (third party add-ons available)

Live captions

Recording

Yes

Yes

Only on paid plans

Features

Screen sharing; Chat function; File sharing

Screen sharing; Different views (gallery &
speaker); Waiting room; Private and group
chat; Breakout rooms; Virtual Whiteboard;
Customised background; Telephone dial-in

Screen sharing; Telephone dial-in

Security

Read more

Read more

Read more

Extras
* information provided correct as of August 2020

Webinar functionality available at an additional
cost. Read more.
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How to make your session engaging
When thinking about the design of your session, here are a few
things to think about to ensure that people remain engaged:
Introductions*
Introduce yourself and your Co-Host (if you’ve got one) and explain your
role(s) in the session. If it’s a smaller group (<12), ask people to introduce
themselves or even use an icebreaker question. If it’s a bigger group
(>12), you can ask people to introduce themselves in the chat function of
the software you’re using.
Do a walk through of the agenda
This gives people an overview of the session, so they know what to
expect. During your walk through, explain how you would like people to
use the functions of your video software. For example, you may want
to ask people to turn their videos on but mute themselves. Or you
might ask them to raise their hand if they’d like to speak or encourage
attendees to write questions in the chat box.
Schedule regular breaks
We find that splitting your agenda into 45 minute chunks helps
maintain engagement over longer sessions. Scheduling frequent
breaks is important because it gives people a moment away from
their screen to recharge and grab a cup of tea! Read more about
why breaks are important.
* Before you even get to introductions at the event, it’s good to let people know the session schedule
and who will be facilitating. You can do this in your session invite or on your registration page.

“

Scheduling frequent breaks
is important because it gives
people a moment away from
their screen to recharge and
grab a cup of tea!
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Allow time for question and discussion
Giving space for your participants to ask questions is essential.
Virtual events are often shorter than face-to-face events so you
may find it more challenging to hear everyone’s contributions
and answer everyone’s questions. To help with this, you can use
breakout rooms which are available on some video platforms
for smaller group discussions. If you are struggling to answer
everyone’s questions, you can also write them down and
respond with the answers in your follow up email.
Mix up the format of your agenda
Where possible, think about how you might use different formats
for your session. For example, you could use panel discussions,
presentations, group discussions, Q&A sessions, and use functions
such as live polls or the chat function. If you need some facilitation
ideas, Knowmium has a great toolkit for online interactive formats.
Ask for feedback
Feedback is essential for improving your online sessions. Asking
questions regarding the length of session, the size of the group,
or the structure of the session can be really helpful when you’re
thinking about your next meeting or event. This can be done via
a live poll, or you can send an online survey afterwards using a
tool like Survey Monkey.
Follow up with your attendees
Saying thank you to your attendees and sharing follow up
resources is a great way to finish your event. This follow up email
could include resources that have been shared in the chat function
during the session or useful resources you mentioned as the host.

“

Considerng the length of
session, the size of the group,
or the structure of the session
can be really helpful when
you’re thinking about your next
meeting or event.
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What to consider as the host
Background
A clear, plain background with good lighting
reduces distraction.
Screens
It’s beneficial to have a second screen as
the host, especially if you’re running training
sessions or events.
Internet connection
Where is your signal strongest? What’s your
Plan B if it drops out? Do you have everyone’s
contact details to hand or a second device e.g.
a phone which you could tether to?
Communication
Ensure there is minimal background noise or
wear a headset. For larger sessions it may
be helpful to have a channel to privately
communicate with colleagues or speakers.
This could be through the chat function (as
you can message an individual privately) or
through another platform e.g. WhatsApp.
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Hosting a session on Zoom
Over the next few pages we’ll be taking you through the process of setting up and
managing an online session on Zoom. We’re using Zoom as an example platform as
we know it’s popular but many of the steps will apply to other platforms too.

1

Setting up your session

2

Ask people to sign up

3

Share information on how people join your session

Zoom has a step-by-step guide to setting up a meeting. You will need
to have a Zoom account first though, which you can set up here.

Depending on the type of session you are hosting, you might invite
people by email, via your hosting platform (in this case Zoom), or
via a platform like Eventbrite. Zoom has a guide for setting up a
registration page. And you’ll need to make sure your event stands out,
read this NCVO article for top tips for writing great promotional copy.

Just like you would let people know the location for a physical event
as well as the date and time, you will need to do the same for an
online event. Here’s a checklist of what you might want to include:
ʸ Meeting ID
ʸ Zoom link
ʸ Password*
ʸ Dial-in telephone number
ʸ Date and time
ʸ How you would like people to join your session i.e. will it be a
participatory session and having their video on is encouraged?
ʸ Let people know if you’ll be recording the session

*The password is important to ensure that only those who
you’ve invited are able to join the session. There is also the
option to lock the room once everyone has joined. This adds
another level of security to your online meeting.
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When designing your session make sure you think about what
makes a good online session and how you can ensure your session
is engaging.

When using Zoom, Hosts and Co-Hosts have controls and functions,
which means they can facilitate the session:
•

The Host has access to all the functionalities of Zoom. This
includes admitting people from the waiting room, being able to
mute people, launching polls, and sharing screens - you can read
the full list of controls here.

•

The Host can share hosting privileges with Co-Hosts. Having a
Co-Host can help you with managing sessions such as helping
participants with technical problems, replying to any questions
which come through on the chat function, or launching polls. You
can see the full list of controls a Co-Host can have here.

6

Accessibility

7

Don’t forget breaks

Zoom has a range of accessibility features including closed
captions, automatic transcripts, keyboard accessibility, and
screen reader support. AbilityNet offers a variety of support to
help organisations host accessible online meetings, including
looking at the specifics concerning Zoom.

Make sure you’re thinking about the set up of your sessions to
ensure there are scheduled breaks so people can step away
from their screen. Also, have you thought about the balance
of presentations and discussion to keep people engaged?

“

Having a Co-Host can
help you with managing
sessions such as helping
participants with technical
problems, replying to any
questions which come
through on the chat
function, or launching polls.
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Kicking off your session
Introduce yourself and your Co-Host, and let people know
how you would like them to engage in your session and what
tools and features you’ll be using. Here’s a checklist of things
you might want to mention:
ʸ Let attendees know if you would like microphones muted
or unmuted and videos on or off for the session
ʸ Explain the different views available – gallery and speaker
view
ʸ Explain the features available and how you’ll be using
them (these features usually show along the bottom bar
of their Zoom screen) e.g. “please only use the chat box
for asking questions.”
ʸ Let attendees know how they can contribute, by raising
their hand or through the chat function
ʸ Tell attendees they can change their name using the three
dots in the top right-hand corner of their video
ʸ Remind attendees if you are recording the session
This handy guide by Earth Plus Digital Wisdom is an excellent
explainer for how the Zoom screen looks for a participant.

“

Introduce yourself and your Co-Host,
and let people know how you would
like them to engage in your session.

12
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Running your session
There are a variety of tools and functions you can use within
Zoom to enhance your session. These include:
Sharing your screen: It may be necessary to share slides,
documents or even a video, and this can be done through
the shared screen function. Anyone can share their screen
during a meeting or workshop (this can be changed in your
account settings).
Chat function: The chat function allows participants to ask
questions and share information with all attendees, or the
Hosts and Co-Hosts directly. However, it’s important to
let your participants know how you’d like them to use the
chat function e.g. to only use the chat box for questions.
Live polls: You can get real-time feedback using the
polling function. This allows you to ask questions to your
participants, and you can choose to share the responses
with the group. You can also set answers to remain
anonymous.
Breakout rooms: Breakouts are a great way to create
spaces where people can discuss and explore topics in
more depth. We’ve included some top tips and things to
consider when managing breakouts on the next page.

10

Thank your attendees and send a follow-up email
Remember to thank your attendees and share with them any
useful resources, information on the next meeting, or a link to
the recording.

“

It’s important to let your
participants know how you’d
like them to use the chat
function e.g. to only use the
chat box for questions.
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Managing breakout rooms
Before you get started with breakout rooms, you will need to
ensure breakouts are enabled on your account.

What participants can and can’t do when in breakout rooms
•

Only the Host is able to manage breakout rooms for your
meetings. However, it may be helpful to have a Co-Host who
can help with sorting people into breakouts while you’re
presenting. If you are hosting a session on your own, think
about giving yourself space to be able to set up the breakouts.
For example, organise them after a break to give yourself time
to set them up.

Your participants will be able to contact the Host by
clicking the ‘Ask for Help’ button. If you are the Host,
you can join and leave any room, and you can leave the
‘main space’ empty if need be.

•

Participants will be able to use the chat function
within their breakout rooms, and this will not show in
the main space. This means that participants can only
communicate with those in their breakout room.

Before you set up the rooms, make sure:

•

Participants can use the share screen function whilst in
breakouts.

•

Everyone has their name showing correctly. You can ask
people to change their name by clicking on the three dots
in their video window and clicking ‘rename’. This means you
are able to put the right people in the right breakout rooms.

•

You have a list of who you want in which room if you do not
want Zoom to randomly allocate your attendees.

•

You check the breakout room options which includes setting
a timer and sending people to breakouts automatically

•

You can watch our video here for how to set up breakout
rooms. You can also read more about managing breakout
rooms on the Zoom website.
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Additional tools to make your session
more interactive and engaging
There are a range of tools which can be really helpful in
making your session interactive and engaging:
•

Mentimeter is an interactive presentation software which
allows your attendees to participate in live polls

•

Slido is an interactive Q&A and polling platform

•

Jamboard is a virtual flipchart that allows participants to
add sticky notes

•

Miro allows you to design virtual charts and flipchart pages

•

Google Docs allows you to make notes on an online shared
document which can be saved as a word document after
the session

When introducing new tools it’s important to explain their
purpose, how to use them, and give people time to familiarise
themselves with your chosen tool. Some people might find it
challenging to engage with these tools so it’s always good to
have in mind an alternative way for people to engage in your
session. Using the chat function can be a good way to do this.
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partners with small and local charities who help
people overcome complex social issues. Through
funding for core costs, developmental support and
influencing policy and practice, the Foundation helps
charities make life-changing impact.
The Foundation supported more than 900
charities in 2019 which helped 150,000 people
experiencing disadvantage. With the unprecedented
circumstances of coronavirus such charities have
been never more needed. The Foundation is an
independent charitable trust funded by the profits
of Lloyds Banking Group.
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