
Trainer Version 

Workshop: How Do I Facilitate an Online Session? 

This version contains sample answers and facilitation notes. 

1. Workshop Objective 

Learning objectives: 

 Participants gain confidence in using the technology. 

 They can open an online session in a structured way. 

 They know basic facilitation rules. 

 They respond calmly to disruptions. 

Facilitation note: At the beginning, ask about expectations and record them visibly (flip chart or 

shared document). 

2. Technology Check - Sample Solution 

 Microphone: Mute when not speaking. 

 Camera: Keep it switched on whenever possible for a better connection. 

 Chat: Use it for short questions or links. 

 Raise hand: Helps structure requests to speak. 

 Screen sharing: Test it beforehand. 

Facilitation note: Proceed step by step, explain slowly and, if appropriate, demonstrate live. 

3. Good Preparation - Solution Notes 

 Send an invitation with clear instructions. 

 Test the technology at least one day in advance. 

 Be online 10 minutes early. 

 Use a co-facilitator for groups of more than 10 people. 

 Display a clear agenda. 

Facilitation note: Emphasize structure and calmness. 

  



4. Example of 5 Facilitation Rules 

 We let each other finish speaking. 

 Microphones are muted when we are not speaking. 

 We use the raise-hand function to request to speak. 

 We speak slowly and clearly. 

 Questions are welcome in the chat. 

Facilitation note: Developing the rules together increases acceptance. 

5. Mini-Facilitation - Example Structure 

Welcome: Be friendly and clear, and provide brief orientation. 

Question: Use open-ended wording (e.g. “What experiences have you had?”). 

Summary: Bring together 2-3 key points. 

Facilitation note: Allow only positive feedback. 

6. Difficult Situations - Suggested Solutions 

 “I can’t hear anything.” -> Stay calm and ask the participant to check their audio settings. 

 Several people speak at the same time -> Intervene politely and establish a speaking order. 

 Long monologues -> Show appreciation and politely bring structure to the contribution. 

Facilitation note: Staying calm has a reassuring effect on the group. 

  



7. Effect of the Voice 

Online, the following applies: speak more slowly, take pauses, and articulate clearly. 

Facilitation note: Do an exercise comparing fast and slow reading. 

8. Invitation Template 

Sample text: 

Dear participants, 

I would like to warmly invite you to our online meeting on [date] at [time]. 

You can find the access link here: [link]. 

If you have any technical questions, you can reach me at [phone number]. 

Kind regards 

Facilitation note: Keep the invitation as simple as possible. 

9. Closing & Reflection 

Reflection questions for the group: 

 What did I learn today? 

 What would I like to try out? 

 Where do I still need support? 

Facilitation note: Create a positive closing and encourage participants. 


