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Preparation checklists

PRE-SESSION
Create session
Send Invitations
Create Activities (i.e. Polls, Breakout Rooms, etc.)
Send handouts/materials
Turn on attendee privileges
Set up Plan B

Understand learner’s needs
Script message
Rehearse
Determine ground rules
Master the software
Proper hardware (be wired)
Review Plan B

Develop visual aids
Prepare session interactions
Provide clear instructions
Determine Plan B

Identify learning objectives
Organize materials
Develop analogies and 
examples
Chunk content
Write questions

In Session
Manage tech
Advance slides
Instruct on basic steps
Run polls
Manage breakouts
Turn on attendee privileges
Implement Plan B

Communicate requirements
Set up technology
Confirm learning readiness
Download/print materials

Plan Bs might be:
• Alternate activities
• Cloud-based resources
• Recordings

Plan Bs might be:
• Alternate activities
• Second PC and audio
• Cloud-based resources
• Telephony dial-in number
• Live captioning

Plan Bs might be:
• Set up second PC 
• Setup second audio option
• Log into cloud-based resources
• Support from producer
• Printed materials

Plan Bs might be:
• Use cloud-based resources
• Prepare mobile app as backup
• Prepare to dial in for audio

• Transcript of 
recordings

• Flexible lessons that 
expand and contract
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