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Please note that we are not claiming to be the experts in this!

Like most teams we are learning as we go. And we are not in any way affiliated with or sponsored by Zoom: PPL is a London-based social 

enterprise that that exists to promote better health, wellbeing and economic outcomes across the UK. Other platforms for virtual working 

exist and we use some of those too.

However, our team do have extensive experience in working with diverse audiences and communities, both to deliver formal training, and 

to co-design new ways of working. This resource has been rapidly developed to support us, them and other partners through this period.
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The purpose of this document is to present:

• The features required to run training / learning sessions.

• How to structure and co-ordinate online sessions.

• PPL's experience and recommendations.

In this guide, you will find:

• An introduction to the capabilities available (pp. 3-5).

• Suggestions for how to run remote learning sessions (pp. 6-9).

• Some top tips based on our experience so far (p. 10).



Online platforms

PPL is currently using Zoom and Microsoft Teams (but there are many more options available!). 

Choosing the right platform for your meeting or training session will enable you to get the most out of the experience.

Please note that to use Zoom for meetings that last longer than 40 minutes, you need to buy a subscription. At time of writing these start from £11.99 per month 

per host, which allows for up to 100 participants with a meeting duration of up to 24 hours (!); with one host you can only have one meeting running at any one 

time (or you need to subscribe for additional hosts). As such, we tend to use Teams unless we specifically need the additional features on Zoom. Within PPL, if you 

need to use Zoom but there are already a maximum number of meetings scheduled, please speak to a member of the Ops team to discuss your needs.

Using virtual meeting spaces efficiently requires planning, co-ordination and compromise - just as with our normal physical meeting spaces.

We might use Teams when:

✓ There are fewer than 5 participants.

✓ We are conducting a standard meeting with no 
need for special interactivity beyond screen 
sharing or whiteboard.

We might use Zoom when:

✓ We have more than 5 participants (and we want 
to be able to see everyone!).

✓ We would like to organise people quickly and 
easily into smaller breakout groups.

✓ We would like to include additional features to 
maintain engagement – particularly for longer 
sessions.
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https://zoom.us/
https://products.office.com/en-gb/microsoft-teams/group-chat-software
https://www.techradar.com/uk/best/best-video-conferencing-software


Zoom – quick start guide

• Go to zoom.us or open the Zoom app if you have it installed, 
and log in.

• Click ‘schedule a meeting’ and complete the title, date and 
time of the meeting or training.

• There are several features you can enable for your meeting –
find out more about them here.

• Once you have applied all the settings you need for your 
meeting, click ‘save’.

• On the next page you will be given a meeting ID, a password 
(if you chose this option), and a link to send to participants.

• It is worth setting up a test meeting with a couple of test 
participants to help you to familiarise yourself with the setup 
if you’ve never used Zoom before. 

• An overview of the main controls is on the next slide.
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https://zoom.us/
https://support.zoom.us/hc/en-us/articles/201362413-How-Do-I-Schedule-Meetings-


Key features of Zoom

Whiteboarding

• Can be used just as you would use a flipchart or 
whiteboard in a face to face session.

• Great for writing up comments during a group 
discussion.

• Can be opened up to all participants for 
collaborative ideas generation.

Screen sharing

• Anyone in the meeting / training can share their 
screen.

• This can include a slide presentation or other 
documents open on your device.

• You can annotate (draw / add notes) to the 
document you are sharing, or invite others to 
do the same.

Breakout rooms

• You can split participants into up to 50 breakout 
rooms for small group discussions.

• You can choose how many people you would 
like in each group.

• You are able to assign people into specific 
groups, or allow the system to choose at 
random.

Recording your session

• You have the option to record your meeting to 
share with others afterwards.

• When you set up a meeting, you can choose to 
record automatically, or you can turn on 
recording during the session.

• If you use breakout sessions, it will only record 
the main room.

Host controls

• Zoom includes a range of controls to help you 
to manage participants.

• This includes allowing you to mute all 
participants, and enabling a ‘waiting room’ to 
prevent people entering the meeting before 
you’re ready.

• You can track participants' attention to see if 
people are engaging in your presentation 
(please don’t use this without their consent).

Participant engagement

• Participants can react to the conversation using 
emojis (clap, thumbs up, thumbs down, go 
faster, go slower, etc).

• If they have something to say, they can raise 
their hand or share something in the chat box.

• You can also encourage engagement using polls 
to gather people’s opinions.

Online platforms can have a huge number of features – too many to include here! Some of these replicate what’s possible in the real world and some are 

additional benefits of working online. Below are some we’ve found most helpful. We’ve also included a link for each feature to the relevant page on the Zoom 

Help Centre. In the help centre you will also find information and tips for lots of other settings and featured not included below. Worth having a look around!
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https://support.zoom.us/hc/en-us/articles/205677665-Sharing-a-whiteboard
https://support.zoom.us/hc/en-us/articles/201362153-Sharing-your-screen
https://support.zoom.us/hc/en-us/articles/206476093-Getting-Started-with-Breakout-Rooms
https://support.zoom.us/hc/en-us/articles/201362473-Local-Recording
https://support.zoom.us/hc/en-us/articles/360040324512-Roles-in-a-meeting
https://support.zoom.us/hc/en-us/articles/200941109-Attendee-Controls-in-a-Meeting
https://support.zoom.us/hc/en-us/articles/213756303-Polling-for-Meetings
https://support.zoom.us/hc/en-us


Key challenges of remote learning sessions

Not being in the same room creates specific challenges for learning groups and facilitators. Risks can include:

• Potential technical and connectivity issues for both the host and participants, including poor internet speeds and connection.

• Less collaboration and less free exchange of ideas, reducing spontaneity, creativity, and 'lightbulb moments'.

• Fewer opportunities for the facilitator to pick up more subtle social cues, potentially missing nuances in discussions.

• Distractions in the home and online environment.

• Discomfort arising from being stuck in front of a screen for long periods.

• Difficulty maintaining energy levels, staying motivated and focused.

• Additional time it can take to run through materials and check everyone is ok.

• Temptation to carry out other work while ‘attending’ the session.

• Accessibility issues, for example for those with impaired vision or hearing.

A good virtual session will need to be designed to address these challenges, in just the same way as a real-world training session would. This will require 

potential adjustment to activities and communication styles, as well as appropriate contingency plans to ensure a genuinely effective and collaborative 

environment for sharing and learning.

The following pages explore suggestions around how to address these challenges 
before, during and after a session.
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• A co-facilitator in addition to the main facilitator can help keep the session running smoothly. The facilitator delivers 
content and runs the activities. The co-facilitator manages the technical aspects, e.g. starting the breakout rooms, 
managing people's questions and taking notes.

• The facilitator should explore the breadth of online functionality, to engage participants with a variety of communication 
styles.  It is important in this context not to be “gimmicky” and to test the planned activities and flow of the day in a trial 
run, in order to minimise issues on the day.

• Consider whether it is appropriate to ask participants to read or prepare materials in advance, which they can directly 
share on the day using Zoom.

• As with regular training, participants should discuss their objectives with their managers, so they are clear as to what 
they are hoping to get out of the day and their managers can support them.  This will help with a clear focus for the day 
and to keep motivated through the session.

• Agree and share in advance the expectations for how participants will engage with the session:

‒ explicitly “blocking out” time for the session and informing others that you are doing this.

‒ planning how to manage likely distractions in the home environment, insofar as possible.
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How to create a remote collaborative learning environment: preparation
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Allow 15 minutes of warm up time, 
ahead of the session, for participants 

to test that everything is 
working and familiarise themselves 

with the settings.

At the start, allow participants to 
share their hopes and concerns 

about remote learning and explain 
how the session is going to address 

them.

Try standing up, looking at the 
camera, and pitching your energy 
level at 10-30% higher than what 

you feel in the room, to keep 
engagement up.

How to create a remote collaborative learning environment: on the day

Encourage participants to 
contribute as much as possible. 

Facilitators can ensure people feel 
fully connected, by responding with 

high energy levels to 
participants' contributions.

Build breaks into the training 
agenda, considering longer breaks 

and encouraging participants to 
avoid getting stuck into other work 

during the pause.

Agree ground rules, ways of working 
and rules of engagement at the start 

of the session. This will include 
setting up out of office replies and 

putting phones on silent.

Specific remote learning practices: Traditional practices which need more emphasis:
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How to create a remote collaborative learning environment: afterwards

After the session, send resources that clearly 

show participants how to put what they have 

learnt into action and brief people managers on 

how to use them. This is particularly important 

for remote sessions, to consolidate participants' 

learning and ensure any queries are identified 

and addressed.

The feedback forms should include questions 

about the remote setting and the remote 

learning experience, to understand what 

worked for participants and what could be 

different next time.
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PPL's top tips (so far!)
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Allow time to introduce 
participants to Zoom's 

functionalities, and make sure 
that they can connect audio 

and video.

Make sessions interactive by 
using the Whiteboard, by 
allowing participants to 

Annotate a shared document 
or by letting them present 

their own content.

Use a mixture of polls, chat, 
breakout rooms, reactions and 

whole group discussion to 
keep participants engaged 

and motivated.

Practice! Experienced face to 
face facilitators have a great 

skill base to build on to 
become effective remote 

facilitators too.

Learn from experience. Ask 
facilitators and participants for 

feedback, to improve future 
sessions.

Share expectations with 
participants in advance, about 
the learning outcomes as well 

as rules of engagement.

Keep your interactive 
elements purposeful and 

straightforward. They should 
support engagement not be a 

distraction!

If using breakout rooms, make 
sure participants have the 
instructions up front – you 

can’t share information with 
people once they’re in the 

breakout rooms.



Thank you for reading
and good luck!



For more information or any feedback please contact: 
info@ppl.org.uk

23 Jacob Street
London 
SE1 2BG
United Kingdom

Tel +44 (0)20 7692 4851
Fax +44 (0)20 7788 3455
info@ppl.org.uk

Twitter @PPLthinks
www.ppl.org.uk


