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ahead of time. Our general advice for  people new to 
this way of approaching meetings is to spend at least 
as long as the meeting is preparing for it and to be 
comfortable spending double the time if need be. 
This investment of your time ensures that within the 
meeting the entire group’s time is well spent.

2. During the session: This phase looks at how the 
facilitator opens the space, introduces the agenda, 
guides the conversations, helps the group to think 
together, and closes the space by clarifying and 
summarizing any decisions or actions.

3.  After the session: This phase entails the final step of 
closure, which can mean sending out any notes/
photos of outcomes or checking in with a participant 
if their needs  were not met within the session.

 There is so much more that could be said about facilita-
tion, from understanding conflict patterns and conversation 
frameworks to the psy chol ogy of language and facilitation 
stances, the topic is im mense. For  those readers who have 
never encountered facilitation as a craft or thought of it as 
a means to improve meeting quality, we encourage you to 
spend some time learning about it. A foundation in facilita-
tion  will increase your impact in remote spaces.

FIGURE 1: THREE PHASES OF MEETING FACILITATION
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FIGURE 2: DIF FER ENT MEETING TYPES



36 FIGURE 3: VIRTUAL STICKIES
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FIGURE 4: VIRTUAL STICKIES FILLED OUT
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FIGURE 5: DOT VOTING
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0 FIGURE 6: DOT VOTING TO MAKE DECISIONS
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2 FIGURE 7: CREATING LINKS FOR PRE- READING
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4 FIGURE 8: PRE- POPULATE NAMES
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FIGURE 9: PRE- POPULATED NAMES MAKE IT EASY TO PARTICIPATE
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FIGURE 10: MAKING THE AGENDA AND SESSION AGREEMENTS VIS I BLE



FIGURE 11: CREATING ARTIFACTS FOR PARTICIPANTS TO CO- CREATE DOCUMENTATION



FIGURE 12: PARTICIPANTS HAVE USED THE PREMADE ARTIFACTS
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FIGURE 13: CUES ALLOW PARTICIPANTS TO INDICATE WHEN THEY WOULD LIKE TO MOVE ON FROM THE TOPIC
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FIGURE 14: PARTICIPANTS HAVE MOVED THE CLOCK ICONS TO INDICATE THAT THEY WOULD LIKE TO MOVE ON



FIGURE 15: GIVING PARTICIPANTS AN INDICATION OF WHERE THEY ARE
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FIGURE 16:  SIMPLE VISUAL NOTE- TAKING DOCUMENT
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FIGURE 17: VISUALIZING SPEAKING ORDER TO GUIDE THE GROUP
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FIGURE 18: REMOTE SPACE AGREEMENTS
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FIGURE 19: VISUALLY REC ORD OUTCOMES
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FIGURE 20: BRINGING AWARENESS TO DIF FER ENT TIME ZONES
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FIGURE 21: USING META PHORS TO GUIDE CONVERSATION
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FIGURE 22: PROVIDING SPACE FOR PARTICIPANTS TO PASTE SONG LINKS
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FIGURE 23: MEETING ARTIFACT
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FIGURE 24: MEETING OUTCOMES



124 FIGURE 25: PURPOSE, AGENDA, AND WORK AGREEMENTS
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FIGURE 26: CHECK-IN QUESTION
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FIGURE 27: PARTICIPANTS HAVE ANSWERED THE QUESTION BY PASTING AN IMAGE
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FIGURE 28: SCREENSHOT OF THE TEAM’S VIRTUAL SPRINT BOARD
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FIGURE 29: TEAM’S VIRTUAL SPRINT BOARD WITH COMMENTS ADDED



130 FIGURE 30: VISUALIZING A PLAN USING A TIMELINE
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FIGURE 31: THE TIMELINE ONCE PARTICIPANTS HAVE INTERACTED WITH IT
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FIGURE 32: RECORDING ACTIONS FROM THE SESSION
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4 FIGURE 33: PARKING LOT



136 FIGURE 34: PRE- CREATED LINKS FOR BREAKOUT ROOMS



137

FIGURE 35: VIRTUAL WHITEBOARD TEMPLATE FOR BREAKOUT ROOMS



FIGURE 36: PROJ ECT VALUES SLIDER



FIGURE 37: PROJ ECT VALUES SLIDER MOVED BY THE ARCHITECT TO INITIATE THE DISCUSSION
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 TABLE 1: SUMMARIZED  TABLE OF PRINCIPLES AND METHODS

Create Equal 
Opportunity Enable Flow Guide with 

Visuals
Nurture 

Connection
Enable Playful 

Learning
Master Your 

Tools

Go Fully Remote 
When You Can

Manage 
Expectations: 

Make the 
Agenda Vis i ble

Enrich 
Information with 

Visuals

Open the Space 
with a Check-in 

Question

Craft Your 
Container

Start with a 
Purpose

A “Pseudo Body” 
as a Substitute 

Manage 
Expectations: 

Make the 
Session Rules 

Vis i ble

Reduce 
Cognitive Load 

with Clear 
Instructions

Work in Smaller 
Groups

Use Words 
Wisely

Arrive 
Prepared

Check 
Technology in 
the Beginning

Co- create Visual 
Documentation

Visualize Remote 
Space 

Agreements

Be Intentional 
about How You 

Show Up

Use Fun and 
Meaningful 

Visuals

Pivot When 
Necessary

Set up Virtual 
Stickies

Create Energy 
Cues

Visually Validate 
Outcomes

Bring Attention 
to Differing 

Contexts

Break the 
Silence with 

 Music
Back Channels

Lightweight 
Mechanisms to 
Display Opinion 

(e.g., Dot Voting)

Make Space for 
Breaks

Pay Attention  
to the Space

Invite a  Little 
Joy

Pair Facilitation

Allow Time for 
Pre- Reading

Root 
Participants in 

the Pre sent

Make It Okay to 
Leave

Separate 
Meeting 

Artifacts from 
Outcomes

Pre- Populate 
Names

Consider 
Access and 

Security

Pay Attention to 
the Space

Choosing a 
Tool

Maintaining Connection When the Call Ends

Amplify 
Immediately

Deal with Fallout
Asynchronous 

Communication

Replicate 
In- person 

Interactions

Remote Team 
Agreements




