
Remote Meeting Principles

Well-tested guidelines you can use to facilitate a better remote experience for your participants

• 20% Tech Buffer Time 
Use any leftover time to go deeper in discussions 

• Activity for Tech Onboarding 
Practice using interactive features like chat, polls, etc… 

• Verbal Communication & Tech Guidelines 
Set the stage at the beginning and ask participants if they have any 
suggestions for Ground Rules they’d like to add 

• Make Human Connections 
Have videos on for check-ins and any activities where you’re 
strengthening empathy and/or trust 

• Contingency Plan 
Consider what alternative technology can be used, like a .pdf emailed to 
participants instead of a live screen share



Facilitation Blueprint (Skeleton)

A diagram you can use to map out and design your participant’s experience over time
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 Facilitation Blueprint (Sample)

Sample Facilitation Blueprint for a Social Media Workshop Series
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