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Online/Offline

You're used to standing in a room with a bunch of
people delivering some training, and now have been
asked to do it online. If, like us, you're new to this, we
thought it might be helpful to provide a brief guide to
what we have learnt so far.

What Are We Doing?

There are lots of different types of online learning
(we've identified nine so far). It is important to be
really clear what we are doing. A webinar is very
different from a training day, a three-day conference
is very different from an online module. This guide is
specifically focused on delivering an online training
day (with clear overlap with a training morning/
afternoon/evening, but different from a webinar).

Structure of the Day

We would typically run a face-to-face training day
from 10.00 to 16.00 using a structure like this:

09.45 Coffee

10.00 Welcome, prayer and introductions
10.20 Session 1

11.20 Coffee

11.40 Session 2

13.00 Lunch

13.45 Session 3

14.45 Tea

15.05 Session 4

16.00 End

Online we have found a different structure works

PREPARING TO TRAIN ONLINE

REFLECTIONS OF AN AMATEUR!

better, partly because being on a screen all day is
more tiring and partly because there is less possibility
of interacting with others over the breaks. We
currently use two options.

OPTION 1

09.50 Get online and join the Zoom call. Check you've
removed all distractions from your work area.

10.00 Welcome, prayer and protocols for the day.

10.20 Break. This will give us time to sort out any
technical issues before we dive into the rest of
the day.

10.30 Session 1

11.20 Coffee break

11.35 Session 2

12.30 Lunch

14.00 Session 3

14.50 Tea break

15.10 Session 4

16.00 End

A longer lunch break, where we encourage
participants not so spend their time on screen, but to
go for a walk, have a nap, get away from screens,
helps with energy levels through the day.

OPTION 2

This is done over two mornings (could be consecutive
or a week apart).

09.50 Get online and join the Zoom call. Check you've
removed all distractions from your work area.

10.00 Welcome, prayer and protocols for the
sessions.

LEAD ON

Lead On, produced by CPAS, is a free
monthly email offering ideas and inspiration on
a wide range of leadership themes.

Sign up at www.cpas.org.uk/leadon.
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10..20 Break. This will give us time to sort out any
technical issues before we dive into the rest of the
morning.

10.30 Session 1

11.15 Coffee break

11.25 Session 2

12.10 Coffee break

12.20 Session 3

13.00 End

Thursday

9.50 Get online and join the Zoom call.
10.00 Session 4

10.45 Coffee break

10.55 Session 5

11.40 Coffee break

12.00 Session 6

12.45 Review and prayer

13.00 End

There are advantages and disadvantages to each approach.

Numbers

Training typically requires fewer people than other forms of
engagement, and we work with groups of 16-24 as our ideal
size, although | know many other trainers who prefer groups
of 6-12. However, we also regularly run days with 30-50
people present. Online this really doesn’t work as well.

Whilst you can get 49 people on one screen on Zoom, the
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