
Using an online 
platform

For Community & Christian 
Formation 



Outline

- Before the day: Practicalities

- On the day

➢ Before the meeting
➢ During the meeting
➢ After the meeting 



Before the day:

Zoom 
Practicalities

• Scheduling & Naming Events

• Sending invitations (double check the #’s)

• Managing group size

• Technology support person

• Making documents available 

• Setting security measures 

Passwords, waiting rooms (rename), 
disable chat & shared screen.

• Train co-facilitators



If you need assistance 
email Natasha:

scadmin@shaw.ca



Zoom 
Practicalities

• Scheduling

• Sending invitations (double check the #’s)

• Managing group size

• Technology: support person, wifi/ethernet

• Making documents available 

• Setting security measures 

Passwords, waiting rooms (rename), 
disable chat & shared screen.

• Train co-facilitators







Zoom 
Practicalities

• Scheduling

• Sending invitations (double check the #’s)

• Managing group size

• Technology support person

• Making documents available 

• Setting security measures 

Passwords, waiting rooms (rename), 
disable chat & shared screen.

• Train co-host





Clarify 
Roles

Facilitator/ Host

- Facilitate the program, timing

- Go over group norms, share screen

- Call out names for people to share

- Break out groups

Co-host (lay leader) 

- Manage wait room, rename unidentified participants

- Technology assistance (often by phone)

- Monitor mute/unmute

- Watch for raised hands



Outline

- Before the day 

- On the day

➢ Before the Meeting: Set up
➢ During the meeting
➢ After the meeting 



Purpose of the 
Meeting

Contemplative

Fun – community building

Instructive

Sharing stories











Set up
- Sound: mic, singing bowl, music

- Phone camera: Altar, Votives,      
Art Piece

- Background of facilitator

- Dress, distance, height*

- Outline in PowerPoint to share

- Sharing the screen

- Clarify roles with co-facilitator



Set up
- Sound: mic, singing bowl, music

- Phone camera: Altar, Votives, 
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- Background of facilitator
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- Sharing the screen















Share the screen
Close all other applications

Test the function

Video - sound
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Clarify 
Roles

Facilitator

- Facilitate the program, timing

- Go over group norms, share screen

- Call out names for people to share

- Break out groups

Co-facilitator (lay leader) 

- Manage wait room, rename unidentified participants

- Technology assistance (often by phone)

- Monitor mute/unmute

- Watch for raised hands



Outline

- Before the day 

- On the day

➢ Before the Meeting
➢ During the meeting: Pace & Tone
➢ After the meeting 



During the meeting

- Voice tone: gentle instructions  

- Verbal cues – e.g. mute/screen

- Pacing & Video breaks

- Turn taking with space between

- Common prayer

- Inviting into stillness

- Break out rooms
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Outline

- Before the day 

- On the day

➢ Before the Meeting
➢ During the meeting 
➢ After the meeting:  Follow up 



Email follow up

Phone check in: difficult moments, 

left early, expected but didn’t show.

Information about next gathering. 

After the meeting


