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Anticipatory Action Learning Strategy
Lessons Learned Workshop

Objectives of the Lessons Learned Workshop
The objectives are to:
· Provide an opportunity for stakeholders to meet and to share experiences implementing the early actions and learn from their different perspectives.
· Identify key achievements and challenges and make recommendations for improving future DREF and other disaster response operations.
· Identify key recommendations which can be used as the basis for the revision and revalidation of the Early Action Protocol.
· Provide an opportunity to raise awareness and ‘buy in’ to the EAP from the whole of the National Society. In addition, the workshop can serve as a team building experience and acknowledge contributions and celebrate successes. 

The Lessons Learned Workshop is designed to be as interactive and participative as possible, aiming to minimize PowerPoint presentations. The workshop aims to provide a platform for National Society staff and volunteers to contribute their experiences, since everyone in the room has something to share as well as learn from the operation.  The workshop is also designed to be engaging and aims to provide a space where participants can contribute honestly and leave feeling with greater understanding and ownership of the Early Action Protocol. 

Given the restriction in movement caused by the COVID-19 Pandemic, it may be necessary to adapt the methodology to facilitate this workshop virtually. If the workshop is planned remotely/online, suggest planning for two-to-three-hour sessions over two days. A dedicated section on virtual facilitation can be found further on in this strategy.
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Interactive and participative timeline exercise in Vanuatu.
Guiding questions for lessons learned workshop.
The Lessons Learned Workshop is a platform to reflect on results, guided by these questions: 
(i) What happened vs what was planned? 
(ii) What went well and why? 
(iii) What were the challenges and why?
(iv) What are the lessons, and how can these be incorporated into the revised Early Action Protocol? And specifical recommendations can be taken up: what, when, who and how?
Outputs expected at the end of the lessons learned workshop.
· A matrix with identified successes, challenges and lessons learned.
· Ranking of lessons, prioritising practical recommendations (with time, cost and resource implications). These recommendations can be used to refine the revised Early Action Protocol, included as readiness and/or prepositioning.
· Final report of the Lessons Learned Workshop, which will feed into the final activation report, which is published on the IFRC website. The Lessons Learned Workshop report is not published on the IFRC website, but should be shared with the regional DREF focal point and the Global DREF team (and will be shared with the Validation Committee, when the s/EAP is resubmitted for revalidation).
· Optional: The workshop can incorporate a practical working session, such as 1. review and update of SOPs based on the recommendations coming out of the LLW, and/or 2. contingency planning to scale up or down early actions (including, draft of proforma DREF request), or 3. development of a proposal for financial support to address technical challenges highlighted during the LLW, from the IFRC’s Capacity Building Fund (CBF) or any other donor to the National Society.
Face to face lessons learned workshop agenda.
The following agenda is based on a two-day commitment, noting that an abridged agenda is available for a one-day workshop.  
	Estimate timing
	Session
	Description

	45 mins 
	Opening and Introduction (ice breaker and expectations)
	Opening remarks by Secretary General, or NS representative, IFRC representative and Partner/s.
Ideally the LLW should bring together people from across the NS (HQ and field), who may not know each other. This is an opportunity to get to know each other, set expectations as well as establish ground rules for the LLW.  
Tip: Set up a flip chart as a parking lot for issues

	2 hours (or longer if time permits)
	Timeline exercise
	The participatory timeline exercise allows everyone to contribute as everyone had a role to play in the activation. Once participants have contributed to the timeline, the facilitator should debrief in plenary, double check when things were done and by whom and if this is in line with the activation SOP, whether timing of events and reflect on whether early actions were on time, if there are suggestions for how to avoid these delays in future. This exercise aims to get the facts right (when, what, who was key decision maker and then analyzing timeliness, reasons for delays and identifying things that could be done differently.  This session may take some time but helps to refresh everyone’s memory of the operation and creates a shared understanding in advance of the afternoon’s ‘world cafe’ session.

If the activation happened in the first year, it could be good to also reflect on the extent that readiness activities and stock prepositioned in advance of the activation. 

	15 mins
	Tea break
	Plan for a 15 min tea break (decide on where this fits best, either at this stage, or after the contributing to the timeline and before the debrief)
Facilitators note: Identify one or two participants and ask them if they will be willing to do the recap on the morning of day two

	1 hour
	Presentation of monitoring from target communities 
	Present the key findings based on the field-based monitoring including qualitative and quantitative as well post distribution monitoring results (max 30 mins). Check the reaction from participants. Do monitoring results match the participants perception of how the early actions went? Were there any surprises (positive or negative)? Other reflections based on CEA feedback from at risk communities?

	1 hour
	Lunch
	

	15 mins
	LLW Photograph
	Group photo and energiser 

	2 hours
	World Café participatory group work
	Groups of 4 or max 5 participants brainstorm using one pre-prepared flip chart per topic (approximately 15 to 20 minutes): what went well, what were the challenges, what should be done differently (i.e. the lessons learned).

Everyone participant will have a different perspective from their involvement in the operation (leadership, HQ staff, branch staff and volunteers etc), so this is also an exercise in sharing experience and getting a different interpretation of the operation.  

The categories in the annex 1 are examples of topics, which can be adjusted, added to, or reduced based on the number of participants and the crucial issues arising during the activation. The idea is to cover as many topics as possible within the time allocation. Topics with ** should be compulsorily included. 

Leave the flip charts up overnight, so that participants can review the work done by other groups and contribute their own thoughts

	Day two – Early Action Lessons Learned Workshop

	15 mins
	Recap of day 1
	Participant recap of day one and energiser

	1.5 hours
	Feedback on participatory world cafe marketplace
	Tour de table of the flip charts prepared on the previous day. Participants will present and discuss the successes, challenges, and lessons on various aspects of the operation. This session is important because it will set the stage for prioritising recommendations in the next session. 

	15 mins
	Tea break
	This can be combined with the session above, prioritising recommendations

	15 mins 
	Prioritising recommendations
	Participants are given a number of stickers, or pebbles or post its (for example, 5 per person) and will be asked to vote on the most important or crucial recommendations highlighted via the world cafe which should be included in the next iteration of EAP. 
Participants should focus on recommendations that will enable timely and impactful early actions, which will reduce and mitigate the hazards impact on at risk communities. The decision of what to prioritise should be based on the timeline exercise, post distribution monitoring and community feedback mechanism and their own experience of the activation. 
(Note that some of these recommendations may be further than just the EAP revision and may be longer term, institutional changes. Considering using IFRC’s Capacity Building Fund to support changes that go beyond the scope of an EAP)
Facilitators note: This will help to define the National Society’s key priorities to be addressed in the final session. 

	45 mins
	Linkages to IFRC funding mechanisms
Plus, Q and A
Optional session: may not be so relevant if there are a large number of volunteer/branch staff in the workshop
	IFRC presents the interlinkages to IFRC funding mechanisms (including scaling up early action with an allocation from imminent DREF, the new simplified EAP which can be used by the NS while they are revising the full EAP, as well as linkages to DREF allocation from the response pillar, and an Emergency Appeal.  
PPT and interactive game (see the annexes in this ToR)

	30 minutes hour
	Prioritisation of lessons learned
	During the previous session (Linkages to IFRC funding mechanism), the facilitation team should prepare the matrix, which captures the top recommendations prioritised based on the sticker exercise.  The matrix should be divided into rows – one per recommendation, and columns ‘who’, ‘when’, ‘how’ and ‘how much will it cost’ and ‘where’ resources will come from.
During this practical session, the team will confirm that the top recommendations based on voting. 
Now in plenary the team should brainstorm how to operationalise the recommendations (who, when, how, and how much – including where the resources will come from). The output of this session is agreement on what changes need to be made to the revised Early Action Protocol (this session can be carried over after lunch, if required).

	
	Lunch
	Lunch might be brought forward or pushed back, if the necessary

	30 mins to 60 mins
	Prioritisation of lessons learned
	Session continues after lunch, if required.

	30 mins
	Acknowledgement for volunteers
	Hand out certificates (or small token) that acknowledges contribution of volunteers and staff in the operation – this session could be combined with the group photograph

	30 mins
	Wrap up
	Reflect on the lessons learned workshop format, whether expectations were met, issues parked on the parking lot.
Final evaluation of the workshop


Lessons Learned Workshop Report
The lessons learned workshop and report, along with the activation report is a mandatory requirement. Here is an overview of the structure of the report format: 
Overview of the s/EAP – half a page
Overview of the activation – half a page
Finds from the Post Distribution Monitoring – Summary/graphs
Table of prioritized recommendations coming out of the world café session (this can be linked to the PER findings) – top 3 – 5 maximum top recommendations
Reflections on the following overarching issues – one paragraph each 
· Forecast monitoring and trigger –are any adjustments required? Did the trigger monitoring go as planned according to the Standard Operating Procedure? Was the lead time sufficient for early action activities? Did the disaster materialize as anticipated? Are new forecasts available? Is there an opportunity to align with the government's trigger or threshold?
· Budget and timing of fund transfer – is the budget for readiness, stock and early action sufficient? Were funds received on time to enable early action? Did the National Society have an alternative plan to fund early action and did this plan work as anticipated, or are adjustments to the plan required? 
· National Society capacity to implement early actions – were there enablers/challenges related to National Society capacity to implement the early actions? Can issues in capacity be addressed in the next iteration of the s/EAP?
· Changes in capacity to act early – is the National Society better able to act in advance of this hazard and/or other hazards as a result of implementing this s/EAP? Reflect on any changes in the National Society’s operational or organizational capacity to act in advance of a hazard. 
Annex: 
· Timeline of the activation
· Write up on the world café session
· Participant list
Resources
· Flip charts, marker pens, colour paper and post it notes – various colours, blue tac or removable tape, note pads and pens (for participants). 
· Projector and laptop. 
· Sweets or chocolates, IFRC pens, pins etc. or other small prizes for games. 
· NS/IFRC/PNS banners photographs and social media.  
· The flipcharts for the speed dating topics should be prepared in advance. 
· The timeline – including the monitoring, trigger, and lead time (and potential response if required) can be prepare and placed on the wall – ready for participants to fill in colour card with their contributions and then add into the timeline (note it’s important that participants contribute to the timeline, it gets participants moving around, interacting and thinking about the sequence of events).
· Stickers (pebbles, post its etc.) for voting on the recommendations for the most crucial elements to be addressed in the revised EAP.     
Who?
The lessons learned workshop brings together National Society staff and volunteers from implementing branches as well as technical staff, support service and management at Headquarters. This may be the first, and potentially the only opportunity to jointly analyze the intervention, identify successes, challenges and elements that can be finetuned in the next iteration of the simplified/Early Action Protocol. The workshop is an important opportunity for team building across the National Society (for example, it may be a rare opportunity that HQ staff (particularly from support services) work with branch volunteers), and to share and promote ownership of the simplified/Early Action Protocol with parts of the National Society that may now not have been so engaged in the development and activation process.  
Participants
The workshop will be attended by approximately 25 participants:
· Technical sectors involved in the operation as well as surge personnel.
· Headquarters Staff: including Heads of Department and support service staff (HR, Finance, Administration, Logistics ... etc.)
· National Society leadership
· Branch representatives, including branch staff and volunteers involved in the activation.
· IFRC HoD and IFRC staff
· Partner National Society/ies
In addition, the National Society may consider inviting *:
· Government and non-government representatives (optional)
· Community leaders/community members (optional)
· Anticipatory Action Technical Working Group (optional)
· Met Agency (optional)
*You may need to consider modifying some of the sessions if external stakeholders are invited, if there are sensitivities which may be best kept internal.
When?
The lessons learned workshop should be facilitated within the operational timeframe, in order for the costs to be eligible for IFRC-DREF. If you need more time, ask your regional DREF focal point about a ‘no cost’ extension. The lessons learned workshop can be facilitated after the end of the operational timeframe, but costs would need to be covered by the National Society or partners.
Need further support to capitalize on lessons learned?
Depending on the outcome of the lessons learned workshop and the areas identified for further support, National Societies and the delegations that support them may need additional resources to address challenges identified. 
While National Societies have access to annual readiness budget, they may need further funding injects in order to realise the changes needed to enable more efficient and effective early action.
Funds are available to any National Red Cross Red Crescent Societies via the IFRC’s Capacity Building Fund. Via this fund, National Societies can access up to CHF 50k for small, short-term interventions.
The Capacity Building Fund supports seven pillars:
1. Integrity, Transparency and Accountability
We support National Societies in fostering trust among stakeholders, establishing transparent governance systems, and upholding integrity in leadership and decision-making processes.
2. Financial Sustainability
We help National Societies mobilize and manage financial resources so that they can deliver services transparently, carry out governance reliably, and scale up their community support.
3. Systems Development & Digital Transformation
We support National Societies in developing their core systems for human resources and volunteer management, stewardship of financial resources, assessment and communication of impact, and all other data systems that ensure the efficient management of digital resources.
4. Youth Engagement and Development
We support National Societies in their efforts to engage passionate young people who want to contribute to humanitarian development. We do this by offering skill training and connecting them for leadership and teamwork through school programmes and dedicated spaces.
5. Volunteering Development
We assist and accompany National Societies as they further foster and expand their volunteer networks, invest in skill and leadership development, adopt advanced systems for volunteer management, and nurture volunteer motivation and engagement.
6. Protection, Gender and Inclusion
We support National Societies in establishing policies, systems, and inclusive workplace cultures that combat violence and discrimination, promote equality, and ensure safety. This includes measures to prevent sexual exploitation and abuse, sexual harassment, and safeguarding children.
7. Branch Development
We support National Societies towards enabling branches to emerge as entities that deliver necessary action and service across the National Societies’ territory. Such work not only focuses on existing branches but includes setting up new branches and reinforcing the role of the existing ones.
Applications are simple and decisions on funding are fast.
For more information, please visit :the IFRC’s Capacity Building Fund or contact the IFRC-DREF team.
External evaluations and Impact evaluations
Evidence is important, particularly around working in anticipation and the impact and savings it can have compared to traditional response. It is not always necessary to do an external evaluation of the early actions, particularly if the National Society has capacity to monitor and evaluate the impact themselves. IFRC will support an external evaluation under the following criteria: 
· When the budget for the ‘early action’ exceeds CHF 300,000
· When the EAP is targeting a new type of hazard, a multi hazard approach, or a regional approach.
· When the EAP focuses on a new forecast/or innovative activities, where learning can be shared with other National Societies 

At this stage, impact evaluation should be funded from the IFRC-DREF coordination budget. If you are interested in doing an impact evaluation, please reach out to your regional DREF focal point, or the Anticipatory Pillar global team.






Annex 1: World Café themes
· Readiness activities (address separately, or select some or all address all together) – were the readiness activities implemented in advance of the activation? Did the readiness activities ensure that the National Society had the capacity to act early? Should any of the readiness activities be replaced by other more appropriate activities?) (PER Component – Analysis and Planning – Preparedness plan and budget)
· Prepositioning activities (was the stock sufficient, in the right place at the right time – was the prepositioned stock appropriate and useful for the local communities? Should any prepositioned items be added, removed or replaced?) (PER Component – Analysis and Planning – Preparedness plan and budget)
· Selected early action activities – see the IFRC operational matrix in the s/EAP (Shelter, housing and settlements, Health, WASH, Multipurpose Cash, Livelihoods, Migration and Displacement, Risk Reduction, PGI, CEA [footnoteRef:1] (did the early actions meet the needs of the at-risk communities, were there gaps or other unanticipated needs? Should other early actions be added, removed or replaced?) (PER Component: Organizational Capacity – NS-Specific Areas of intervention) [1:  One Flip chart per sector, and only include the sectors targeted under the s/EAP.] 

· Forecast monitoring and trigger** (Was it clear whose role it was to monitor the forecast? Was it clear that the trigger had been met or was this cause for discussion/negation?) (PER Component: Analysis and Planning – Hazard Context and Risk Analysis, Monitoring and Early Warning).
· External coordination (How was the coordination with government, local authorities, civil society including NGOs, communities and their leaders? If there is a TWG in country, were they engaged in the activation)?  (PER Component: Coordination - Coordination with Authorities/Coordination with External Agencies and UN)
· Internal coordination (Standard Operating Procedures) (was it clear internally, who was meant to do what, when – from monitoring the forecast, through to activation and implementation of the early action activities?) (PER Component – Analysis and Planning – SOPs)
· Lead time (was the lead time sufficient to implement the early action activities? If the time was insufficient, would another forecast improve the lead time? Should the National Society consider other activities, which can be implemented in the lead time?) (PER Component: Organisational Capacity - Early Action Mechanism)
· Volunteers (were there sufficient volunteers available, were volunteers aware of their role in the activation, were they aware of the key messages about why the NS were acting early?) (PER Component: Operational Support: - Staff and Volunteer Management)
· Logistics (How efficient was the procurement, prepositioning, warehouse, were resources – financial, transportation and volunteers - sufficient to get stock to the at risk areas) (PER Component: Operational support - Logistics - procurement and supply chain)
· Targeted community (was it clear who should be targeted for support? were communities happy with the type and level of assistance provided by the NS? were all items and activities useful? were community leaders and community groups engaged in the activation? were target communities passive recipients or engaged actors?) (PER Component: Operational Capacity - Population Selection)
· CEA mechanism (was a feedback mechanism put in place to enable two-way communication with at risk communities why the NS acted early? were communication methods sufficient to reach all vulnerable groups in the community? was the feedback received by the NS generally positive or negative? Optional: if the early action actions were stopped, as a result of the change in the forecast, were target communities clear on why the actions were stopped?)  (PER Component: Operations Support - Communication in Emergency)
· Protection Gender and Inclusion (did the early action activities create any protection issues in targeted households? were vulnerable groups sufficiently targeted with early actions, or were there gaps?)   
· Monitoring (did monitoring reach a range of stakeholders, were monitoring tools robust enough to get sufficient data for analysis, did post distribution monitoring demonstrate that cash, assistance, items were received in advance of the hazard (or the peak of a hazard) (PER Component: Operations Support - Operational monitoring, evaluation, reporting and learning)
· Timeliness of transfer of funds** (from IFRC to National Society HQ and then National Society HQ to the Branches. Was the time taken for transfer of funds reasonable? did the delayed receipt of funds impact on the implementation of early actions? If there was a delay, what could be done differently?) (PER Component: Operational Support, Finance and Emergency Procedures)
· Budget** (were all costs sufficiently budgeted? were there underspends? was there flexibility in the budget to include unexpected costs. (PER Component: Operational Support, Finance and Emergency Procedures)
· National Society capacity to implement early actions** (has the activation highlighted gaps in NS capacity? can these gaps be addressed by the annual readiness activities, or should the NS consider changes to the selected early actions?)
· Changes in capacity to act early** – NS, government, at risk communities (if this was not a first activation, has the NS observed any changes in their capacity or willingness to act early? Have they acted early for other hazards not covered by an EAP? Have communities done any early actions themselves in advance of a hazard?)   
Annex 2 Games and quizzes
Quiz: What describes anticipatory action?
1 - Time factor: the action happens in anticipation of a hazard impact.​
​
2 - Actions to prevent or mitigate the impact. ​
​
3 - Predicated on a forecast and/or collaborative analyses​

OR
1 - Time factor: the action happens in anticipation of a hazard impact.​
​
2 - Actions to prevent the risk of a hazard. ​
​
3 - Predicated on a National Society’s capacity to act in advance ​

OR
1 - Time factor: the action happens in response to a disaster.​
​
2 - Actions to prevent or mitigate the impact. ​
​
3 - Predicated on a forecast and/or collaborative analyses​

OR
1 - Time factor: the action happens in anticipation of a hazard impact.​
​
2 - Actions to prevent or mitigate the impact. ​
​
3 - Predicated on a National Society’s capacity to act in advance​

Game: Match the funding mechanism with the context:
  Print and cut up one set per small group.Developed in advance of a hazard, with a NS own resources.
Funding available        CHF 200,000
Simplified Early Action Protocol



 

ADeveloped in advance of a hazard, based on a FbF project supported by a partner.
Funding available        CHF 500,000

Full Early Action Protocol




Developed when an event is on the horizon, with an operational plan and budget.  
Funding available        CHF 150,000

DREF for Imminent Crisis





Annex 3: Facilitating an online lesson learned workshop
Draft Agenda: Time required: 2 hours
Introduction: 10 minutes
Ice breaker: 20 minutes
Timeline exercise: 45 minutes
Break: 5 minutes
Prioritisation exercise: 30 minutes
Next steps and wrap up: 10 minutes
Increasingly, the IFRC is delivering instructor-led workshops online via video conferencing such as TEAMS or Zoom. 
If you’re facilitating a workshop virtually, the good news is that - while you will need to adapt your approach - virtual and in-person workshops aren’t as different as most people think. Yes, there are some types of workshops or training that might be unsuitable for online - like anything requiring site visits or hands-on practice with machinery. However, when an in-person workshop is not possible, here are some tips for having a great virtual workshop.
When delivering a workshop or training via web conferencing:
· You can still show slides, lecture, and ask questions,
· Participants can still respond to questions and talk to each other,
· Participants can complete most types of activities and, depending on the platform, may be able to break into groups.

At the same time, there is far less margin for error in terms of facilitation best practices.  People in a web conference feel less obligated to pretend that they're paying attention versus when they're in the same room.  If you lecture too much and fail to engage the audience with relevant questions, participants will ignore you and start checking their email or doing work in another window.   
To overcome these challenges, you need to ensure that you are following all the standard activity- and discussion-based learning best practices rigorously, plus paying attention to online-specific factors, such as:
· Using your voice effectively.
· Managing audio. 
· Leveraging other features of your conferencing platform.

During some online sessions, it may be appropriate to talk into a camera so participants can see your face. But for most sessions, it will be more beneficial to show slides rather than your face.
This means that your participants will not be able to see your facial expressions. Your voice will be all you have to communicate effectively. Here are some tips to use your voice more effectively:
· Don’t use your built-in laptop mic. Instead, invest in a quality headset, and test it in advance.
· Add 25 percent more enthusiasm when speaking. Audio and video equipment dulls emotion, so make sure you compensate by speaking with extra vigour.
· Smile. People can hear it in your voice, even if they can’t see it.
· Speak at a rate that feels a little bit slow. There is a tendency to talk too fast under stress but slowing down will help your audience follow along.
· Be extra courteous. It’s easy to come off as detached and impolite online, so keep this in mind to ensure you sound friendly to your participants.
· Use nonverbal sounds to indicate you are paying attention when participants speak. In person, we can use eye contact, but online we need to use sounds and words like “Mhm,” “Yes,” or prompts like “Tell me more about that” to let people know we’re listening.
Manage Audio
In addition to using our voice more effectively during an online session, we also need to manage the audio. Some webinar platforms give participants the option to mute and unmute their microphones. To avoid background noises, make sure all participants are muted.
· During discussions, instruct participants to unmute their mic when they are called on to answer. After speaking, instruct them to mute their mic again.
· This may take some getting used to, but if you set these rules at the beginning of the workshop, your participants should go along with them.
· If you have participants that do not mute themselves after you ask them to, many platforms will allow you - as the facilitator - to put them on mute.
Other webinar platforms may not allow participants to speak, especially platforms that are designed for large audiences.  In this case, encourage the use of chat instead.
· Use polls such as mentimetre, if you don’t have access to mentimetre, consider posting polls/questions in the chat.
· Use a miro board for the timeline exercise.
· Interactive whiteboards (you can also use platforms like Miro, Padlet or even a shared Google Doc to help participants with brainstorming and other activities that would normally involve a flip chart or whiteboard).
· Consider using more simple ice breakers/energisers and games than you normally would in order to keep participants engaged  
· Consider using breakout rooms, a feature which is available in both Zoom and TEAMS, to facilitate smaller group discussions, particularly if time is limited (as facilitating in a large group can be very time consuming and can be less engaging)
· Consider using quizzes, to test knowledge, circling back if it seems that concepts are still unclear.
· The "raise your hand" feature.

Make sure you review all of the features you plan to use ahead of time and be prepared to give participants a brief overview of how to use them. If your session is short (less than 2 hours), you might not want to introduce any advanced features though the effort can be well worth it for longer courses.

Using the Chat
Because of the logistics of online discussions, chat can be very helpful during online sessions. It allows many people to answer the same question, which encourages more people to participate. And in sessions with a large audience, chat can be easier and more effective than discussions. Here are a few tips for using chat:
· If possible, have a co-facilitator or assistant monitor the chat. With more than 24 participants, chat can become a waterfall of comments and moderation may be necessary to keep it from getting overwhelming and chaotic.
· When you want participants to answer a question in the chat, explicitly ask them to do so.
· Read select responses out loud.
· Thank people for responding and acknowledge good responses.
· Ask participants to unmute and elaborate on especially interesting questions and responses.
· Sidebar cross-chatter is healthy so long as it stays on topic. If it veers off-topic and becomes a distraction, disable the feature.

Setting expectations
· This session will be highly interactive.
· Everyone will be expected to participate (answering questions, doing activities, sharing their screen, etc.) 
· We will be calling on specific individuals to answer questions (not everyone will answer every question, but everyone will answer several questions throughout the event) 
· Don't worry, discussion and review questions are not a "test". Instead, they are meant to confirm whether the facilitator is doing a good job of explaining the material.
· This is a safe space where we can all make mistakes and help each other learn.
· Feel free to unmute yourself and speak up / type questions into the chat window at any time.
· Please turn off cell phones, close other windows (there will be breaks to catch up on email).

Keep virtual icebreakers simple!
Most of us are familiar with "icebreaker" activities from in-person training sessions, where participants share some "fun" personal facts about themselves or play a quick game requiring social interaction.
Doing an icebreaker at the start of an online training session can help feel more connected and comfortable. However, you need to make sure that the icebreaker activity is simple and fast - first, because virtual meetings are usually time-constrained, and second, because a complicated activity could backfire and cause people to become frustrated with the format before the training even begins.

Asking a question about participants' physical surroundings can help people see each other as more than just voices or blurry images on a computer screen. One very fast, effective icebreaker that works for any virtual audience is to go around and have each participant share:
· Their name
· Something about their work / reason for being in the training ("What is your position at your organization?", "How long have you been in the department?")
· One interesting thing in their physical surroundings (Is there a pet with them in the room? Do they have any interesting objects on their desk? Anything notable visible through their window?) 
Alternatively, you could ask "If we could hold this training in person, anywhere in the world, where would you most like to meet?" (never mind the cost of travel or lodging).
Whatever the questions, you should always answer them yourself, first, before asking others to share.
Another fun icebreaker, if participants are using their cameras is to ask participants to cover their cameras with their thumbs and then ask a series of questions: Uncover your camera if you have had coffee this morning, ask them to recover their camera and uncover the camera if you have a dog, have travelled abroad in the last month, etc.

Use concept checks during a virtual meeting or workshop:
· Check understanding questions.
· Questions about personal experience
· What if questions
· What next questions  

Remember to allow more time for facilitating a LLW virtually than in person.

During a debrief, we want to ask learners questions to help them reflect on what just occurred, such as:
· Did you succeed in your goal for the activity - why or why not?
· What did you find easy or challenging?
· What is your biggest takeaway?
· How is this different from what you have been doing before?
· How might you apply this to your work?
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