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The Virtual Classroom:
Checklist for Design & Delivery

Technology

Design

Assess:
*  pudget for virtual tools;
*  connectivity of participants;
*  security/privacy concerns
Consider accessibility issues
Choose platform and add-in tools
Enlist a Techspert’ [for planning and
programs)
Practice with the technology

Structure:
*  Short sessions: 60 — 90 minutes
& 20— 24 participants optimal
Chooze 1 - 2 learning objectives per
session with a clear focus
Open with clear statement of learning
objectivels)
Design engagement
®  Early interaction provides
opportunity to connect and
involve participants
*  |ncorporate interaction every 5
— 7 minutas [use polls, chats,
etc.)
Develop an activity to achieve learning
objective [e.g., practice skill, apply law)
*  Examples: braimstorm,
questions, debate, small groups
Incorporate breakout room/small group
waork: a safe space to test ideas
® 2 -7 participants per room
{depending on class size)
* Communicate objective for
assigned task
*  Provide detailed instructions
* Include moderator/Techspert in
each room to facilitate as
needed
Plan THREE components:
*  Short pre-reading/viewing
*  Live session
*  Brief post-session assignment
limnked to application of learning

JFiC|e

Pre-record and post,/distribute faculty
introductions; invite participants to self-
record and share their introductions

Development

Imwelve faculty in session design
Qutline zession, including all
interactivity and learning activities
Prepare faculty: review facilitation skills
£ provide oppeortunity to practice using
technology
Distribute instructions, guidelines,
materials to participants at LEAST 10
days BEFORE the session

®  Remember to post on LMS and

im chat box during live sessions

Schedule ‘Digital Orientation’ for
participants 5 — 7 days BEFORE the
sSEs5i0n
Deliver pilot session; gather feedback
(from participants, faculty, and
moderators); revise as needed

Facilitation

CEELI

INSTITUTE

Engage participants to foster insights
and apply learning
Facilitate, do not lecture: keep
presentations short and punctuate with
interactivity
Incorporate opportunities for
participant input
*  Manage exchanges to involve
as many participants as possible
®  Listen (this skill is challenging
and critical)
Nate attention/energy levels: they will
vary, especially in virtual classrcoms
® Good facilitation can address
this challenge
Technigues:
*  Breakdown concepts
*  Include transitions
*  |ncorporate repetition
*  Follow-up participant
comments

A EHER M RS i
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