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Best Practices Checklist 
for Virtual Programs
1. Get Organized	
	□ Try to avoid planning “the same thing but online” – inherently virtual programs will look, 

feel and operate differently
•	 For example, if you regularly host an awards ceremony in-person, consider splitting 

it up over multiple days utilizing prepared videos and encouraging social media 

https://www.mindtools.com/pages/article/virtual-ice-breakers.htm
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2. Determine the best platform for your needs
•	 Zoom
•	 Google Hangouts
•	 Microsoft Teams
•	 Twitch 
•	 Social Media (e.g., Facebook Live, Instagram Live)

3. Ensure platform accessibility 
	□ Distribute any pertinent materials to attendees in advance
	□ When needed, create pauses during and between activities to ensure all attendees are 

caught up
	□ If demo-ing something on a shared screen, be sure to specifically identify what you are 

clicking on
	□ Ensure captioning is enabled for attendees who are deaf or hard of hearing
	□ For additional information, guidance and consultation, review Disability Services 

Accommodation Resources for Remote Learning 

4. Market the program to your targeted audience 
	□ Student Affairs departments should work with their SA Communication liaison to 

https://oit.colorado.edu/services/conferencing-services/web-conferencing-zoom
https://oit.colorado.edu/services/messaging-collaboration/gsuite
https://oit.colorado.edu/services/messaging-collaboration/microsoft-office-365/help/teams
https://www.twitch.tv/p/en/about/
https://www.facebook.com/facebookmedia/solutions/facebook-live
https://help.instagram.com/292478487812558
/disabilityservices/faculty-staff/faculty-accommodation-resources-remote-learning
https://docs.google.com/forms/d/e/1FAIpQLSc5x-Q8ocvNMPXeBsyqhSuWl2duuj2Sn69Gd5ozsnOzm8JOxA/viewform
https://docs.google.com/forms/d/e/1FAIpQLSc5x-Q8ocvNMPXeBsyqhSuWl2duuj2Sn69Gd5ozsnOzm8JOxA/viewform


/studentaffairs/planning-assessment
/involvement/virtualrso
/involvement/virtualrso
https://edservices.wiley.com/wp-content/uploads/2020/03/Quick-Guide-to-Attending-Video-Gatherings.pdf
https://www.eventtia.com/blog/virtual-events-logistics-the-complete-checklist

