Delivering online training- checklist
Introduction
· [image: preencoded.png]Have you introduced yourself and your role/interest in the area?
· How have you welcomed your audience?
· Have you consider having an ice-breaker activity?
· Have you checked with participants that is ok to record if appropriate? Have you considered GDPR requirement (e.g. how/where/for long the recording is going to be kept)? 

Structure of presentation
· Have you given it a clear title that will also spark interest? Have you considered optimal timing for your presentation? 
· Does your presentation show awareness of your audience needs?     
· Does it set a clear goal and spell out a plan?
· Is it broken into shorter chunks with clear take-home messages?
· Does it finish with a call for action so the recommended strategies can by implemented by the training participants?
· Did you plan a follow up session with a strong coaching element?
· Does your training allow for screen and movement breaks (e.g. every 45 minutes) 

Resources
· [image: preencoded.png]Have you provided your participants with handouts and/or resources relevant to your training? 
· Have you signposted your participants to relevant literature/research? 
· Where appropriate, have you sent participants a pre-learning task?
· Have you referenced all quotes and acknowledged all sources appropriately (including websites)?
· Have you informed your audience about free vs paid resources?


Visuals
· Are you using engaging visuals and leave lots of white space on your slides?
· Have you been mindful of copyrights of images? 
· Have you minimized the amount of text on your slides to convey key messages? Leaving white space helps process information.
· Are you using video clips to engage your audience?
· Do your images reflect social inclusivity and diversity? Where possible, there is a preference for using cleared photos of places/residents/children and young people from our local settings rather than stock imagery. 

· Have you considered using presentation templates or AI presentation software to save time and ensure consistent design?

Sound
· Are you using an external microphone to record it?
· Have you minimised ambient noise?
· Have you done a test recording to check the quality and sound level?

Light and positioning
· Have you ensured good soft lighting coming from behind the camera? Avoid spotlights shining down on you from above or strong light from behind you.
· Have you carefully considered your background?
· Is your camera angled to look directly at you or slightly down on you? Never have the camera angled upwards towards you.
Language and delivery
· Is the register appropriate for your audience? Is it jargon-free?
· Have you spoken slowly and clearly?
· When introducing new concepts have you paused, allowing some thinking time?
· Have you used supportive listening strategies (reassuring, prompting, modelling, restating, summarising)?
· Is the language you used inclusive, non-judgemental and free of prejudice?
· Have you used stories, humour or inspirational quotes to engage your audience?
· Have you repeated key, new or complex ideas?
· Have you used questions e.g. what might that mean in your setting?
· Are you aware of your own body language? Direct eye contact with the camera helps create a more personal experience. Be mindful of how you position your arms and hands to create a welcoming atmosphere.
· Have you considered if a given training (e.g. tackling sensitive issues) is suitable for online delivery? 
Preparation and rehearsing 
· Have you prepared a script for your presentation?
· Have you prepared a storyboard for your video?
· Have you rehearsed before recording your presentation/video? 
· Have you checked the quality of audio and sound level?
· Have you checked if a video has sufficient quality when played via Zoom/Teams? It might be better to play it via Stream under Teams or as a direct link in a chat.

Accessibility
· Have you included subtitles (e.g. for deaf participants or EAL audience)?
· Where relevant, have you provided a translation e.g. BSL or foreign language?
· Have you included accessibility features for participants with vision impairment?
(e.g. pre-recorded audio, good contrast of text on background, no tiny detail, clear pictures) 

Interactivity
· Have you provided an opportunity for interaction for your audience? (Q&A, chat, polls, breakout rooms)? For pre-recorded trainings this might be a pause for an activity.
· Have you established ground rules for the interaction in live training e.g. raised hand, confidentiality, chair asking to unmute?
· Have you established ways of following up audience questions after your session?
· Have you described all the functionalities that you plan to use during your webinar and encouraged audience participation?
· Have you saved the chat if needed?
Feedback and moderation
· Have you asked a colleague for a feedback on your script/presentation prior to the training?
· Have you included training evaluation?
· Have you considered how you would measure impact?
[bookmark: _GoBack]
Webinar admin
· Have you considered having a co-host to monitor the chat function or to admit participants from the waiting room whilst you present?
· Do you use platforms that provide analytics on how the training is accessed?
· Have you sent participants a reminder about your session?
· Have you advised participants on how to sign back in if internet connection fails?
· Have you agreed how you will share the recording/webinar?
· Have you checked how schools/settings will access training on their side e.g. will participants have individual laptops? 

Good luck!
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