
Designing your Webinar 



What kind of event is it?  

•  Are you giving out lots of information? 
•  Do you want to promote conversation, debate, 

collaboration? 
•  Think about how you can use the learning 

methods used in face-to-face workshops and 
adapt them for a virtual environment.  Don’t 
forget that you can start the conversation 
before the workshop and keep it going after. 



Is it only online?  

•  Are there any groups participating?  Think 
about how they interact with you and the other 
participants, and with each other. 

•  It can be a challenge trying to integrate 
experience of physical and online attendees at 
same event, and it is recommended that this is 
avoided where possible. 



Build in interactivity – use the tools 
•  Adobe Connect has a range of tools which help you engage and 

communicate with the audience, and receive feedback and promote 
interactivity with you and between the participants.  Make sure you get to 
know these and how they could work for you. 

•  For example think about what polls you could use (start off with a ‘getting 
to know you’ quick poll or show of hands). 

•  Polling can keep the audience engaged – think about the different ways 
this could be used and be clear before you start the purpose and format, 
and discuss the results and why they matter. 

•  Think about sharing applications from your desktop as a way of engaging 
your audience (but make sure you follow good practice and switch off 
reminders, email and any other personal information – only show what 
you intend to show). 



Interactive activity examples  
•  look for opportunities for sharing and 

interaction – a rule of thumb should be no 
more than three slides and not more than five 
minutes before an interactive exercise 

•  problem solving exercises with online 
brainstorming, categorising, prioritising  

•  timed discussions on a particular subject or 
aspect 

•  quick polls, voting, feedback 

 



...and silence! 
•  don’t be afraid of silence!   
•  plan for moments during your session 

when you let the audience talk, think or 
respond – with experience and in the 
right context, you can hold a 
conversation through the chat pod, 
discussing comments and answering 
questions verbally. 



Workshop objectives 

•  if you are adapting material from a face 
to face workshop, check if the objectives 
apply to your web session 

•  there can be advantages in using a 
virtual delivery – for example, you might 
be able to easily include input from say, 
an employer, or a subject expert.  

 



Divide learning content into three 
areas  
•  Thinking about the learning content in 

categories can help shape your session.  
Some content elements may fit more than one 
of these categories: 

–  materials and information that participants can read and 
review on their own  

–  knowledge and information that benefits from listening and 
questioning a subject matter expert 

–  shared knowledge and experiential learning that benefits from 
interaction between participants 



Before and after activities  
•  Pre and post event activities free up limited 

online time for the learning content most 
effectively done through live interaction. 

•  Participants can be asked to prioritise a list of 
content areas ahead of time, for example.  
This can allow you to focus the real-time web 
session on their feedback, giving a more 
meaningful experience for the participants and 
one which they have helped shape. 



Before and after activities (cont) 
 
•  the interactive web session can be a 

packaged with: 
– preparation and information sharing ahead 

of time  
– continued reflection and sharing afterwards  



Some examples 
•  pre-reading of materials, including slide 

presentations  
•  online introductions  
•  self-assessment survey  
•  partnering activities in twos or threes  
•  online brainstorming and prioritizing of ideas 

for later discussion  
•  session feedback survey. 



Vary the activities 
•  Think about varying your session content.  

Activities can be individual, small group and 
large group, either before, during or after the 
workshop.  Tailor the interactive experience to 
the size of your group. 

•  Breakout groups are also a possibility although 
more difficult to manage. 



Plan for finishing the event 

•  Let attendees know what you would like 
them to do next.  You might want them 
to fill out a post-event survey.  You might 
want them to visit your website for more 
information or download a white paper. 
Make sure that they have an explicit call 
to action, and let them know why taking 
that action benefits them.  

 



Finishing the event (cont) 
Remind them of this: 
•  after your presentation and before an open Q&A session  
•  at the end of your session, just before closing the meeting reinforce the 

call in your post-event e-mails to attendees 
•  it is important to finish the event strongly – consider rounding up and 

then acknowledging  
•  some people may need to leave at that point, say your thanks and 

goodbyes and invite others to stay for questions – be clear that answers 
to the questions posed will be communicated to all attendees, in 
whatever format you will use (email/blog) 

•  post-event discussion available for a short time period (agree with 
presenter how this is done and for how long) 

•  keep your audience wanting more (information/contact) and be clear 
about how this will happen – leave them knowing what to do next. 


