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“Knowledge is power. Knowledge 
shared is power multiplied.”

— Robert Boyce



Agenda 

• Foundations

• Designing Your Meeting 

• What has worked for you? 

• A model to consider

• Insights 



MINDSET           BEHAVIOUR         RESULTS 

We need participants to be in the right mindset, in order for them to display the 

needed behaviour to obtain the results required. 



Designing your meeting 

• Objectives . 

• Outcomes

• Audience 

• Tech capabilities

Like all meetings need to be clear on the objectives and 

outcomes. 

Identify each participants interests in the meeting and design to 

incorporate interests – WIFM 

Assume everything will take longer until people learn the 

technology 

Use video wherever its feasible – Being able to see the speaker 

will help participants engage more and for messages to be more 

easily understood as body language can still be observed.   

Have technology fall backs 



Designing your meeting 

Runsheet’s/Agendas 

- Clear actions 

- Timings to second

- Includes tasks behind 

scene + content

- Host, Co-host, 

Facilitator, Question 

Moderator 

Host – will be in charge of breakout rooms, muting and 

unmuting, turning on & off videos etc

All participants remain muted until breakout rooms, 

questions via text and chat box. 

Cohost – will be speakers and also one other as back up 

incase host falls off who will be able to share screens 

Facilitator – will keep the time, lead conversations and 

discussions and keep the day flowing 

Question Moderator 1 -will filter questions and send key ones 

to facilitator through text message for discussions sessions

Question Moderator 2 – will receive the questions via text for 

those who want to txt questions through and will login as an 

attendee and add them to the question chat bar. 



Designing your meeting/event 

Speakers 

- Slides & Screen sharing 

- Recording permissions

- Questions on day versus pre prepared 

- Content sharing after meeting

- Photos & Short bios 

Pre- Runs & Tech Checks 



Breakout room Summaries 



Breakout room Summaries 



Breakout room Summaries 



Breakout room Summaries 



Diagrams from: Facilitating Standout On-Line Experiences: 

Busting myths and mindsets about on-line delivery

AUTHOR: Cynthia Mahoney and Andrew Huffer

Presented at APEN Conference 2022.

Andrew Huffer and Cynthia Mahoney will be running their acclaimed Facilitating Stand 

Out Experiences On-Line program during April and May. Early bird price $990 per 

person.

Session 1. Online Facilitation Essentials Wed 13th Apr 10:00am-12:00pm AEST

Session 2. Maintaining Engagement Wed 20th Apr 10:00am-12:00pm AEST

Session 3.Advanced Online Facilitation Wed 4th May 10:00am-12:00pm AEST

Session 4. Project Review & Mentoring Wed 11th May 10:00am-12:00pm AEST

Places are limited. For more information and to book your place please go to: 

https://onlinefacilitation.com.au/onlinefacilitationprogram/sales-page



Intellectual property of Andrew Huffer and 

Cynthia Mahoney - Shared with permission 
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SLIDO RESULTS - What is one thing you are going to 
do differently following today?



Its up to you. Best of luck  




