How to Run a Virtual Open Space
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NOTE:
Running an open space online requires a total understanding of in-person open spaces
first. Please make sure to view the accompanying material first.
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GET READY!

Running an open space online can be fun and easy when you have all the right pieces
in place. People love the interaction. They love getting to choose the sessions they go
to, and all without leaving their home or office! This guide will help you select the right
tools and then put them together
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Overview

Most people’s first question is how the heck do | do this, from a technology
perspective. Here is the overview of how it works. We’ll go into each of these
individually.

The Virtual Open Space
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The Command Center

Ideally you have one place to coordinate all activities. That includes:

¢ Alarge room and table

¢ Flat wall screen to show the main Zoom room

¢ (optional) Cisco or other Virtual camera system so that you can show everyone the
entire Command Center

¢ Individuals with laptops to monitor the individual sessions.
¢ Food and drinks!
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The Facilitator

The facilitator plays by all the same rules in a standard open space. (Make sure to see
those guides in the kit).

| always love to use a clipboard because it makes me feel like a film director! And this
is a great story you’re in the process of making.

Remember the facilitator is not the same as the sponsor (if this is at a company). The
sponsor is the highest authorized person available who is deputizing you as the person
to lead this and hold the open space.

Remember, as the facilitator you are there to hold space and NOT to participate. If you

want to participate, | advise training someone else to do it, or bringing it me or another
pro to do it for you.
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The Opening Circle

The opening circle is where everyone comes together to hear the facilitator tell how the
game will be played. They all come together in one big Zoom room. You’ll run the

opening circle much the same way you would run any other open space but with slides
for the signs.

Facilitator  e—)p Sponsor
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Opening Circle

Signs to display

You can make the signs very creative or have your volunteers do
it. (They’ll surprise you!
(They : youl) ROB: “How do

. we make culture
:Jse' the Chat area on Zoom for people to announce their our #1 Priority?”
opics.

Then you can either call on them (unmute them) to announce it
live.

ull o ® H

Polling Record Breakout Rooms
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The Bulletin Board

® [@ Boards jol

Virtual OBL Open Space ¢  Personal & Private ’m 5 8 N &

Session 1: 12:20 - 1:00 ET Session 2: 2:20 - 3:00 ET Session 3: 3:20 - 4:00 ET
12:20 ET: Topic1 2:20 ET: Topic 1 3:20 ET: Topic 1
12:20 ET: Topic 2 2:20 ET, Topic 2: 3:20ET, Topic 2:
12:20 ET: Topic 3 2:20 ET, Topic 3: " 3:20ET, Topic 3:
12:20 ET: Topic 4 8 2:20 ET, Topic 4: 3:20 ET, Topic 4:
12:20 ET: Topic 5 2:20 ET, Topic 5: 3:20 ET, Topic 5:
12:20 ET: Topic 6: 2:20 ET, Topic 6: 3:20 ET, Topic 6:
12:20 ET: Topic 7: 2:20 ET, Topic 7: 3:20 ET, Topic 7:
12:20 ET: Topic 8: 2:20 ET, Topic 8: 3120 ET, Topic 8:
12:20 ET: Topic 9: 2:20 ET, Topic 9: 3:20 ET, Topic 9:
12:20 ET: Topic 10: 2:20 ET, Topic 10: 3:20 ET, Topic 10:
12:20 ET: Topic 11: 2:20 ET, Topic 11: 3:20 ET, Topic 11:
12:20 ET: Topic 12: 2:20 ET, Topic 12: 3:20 ET, Topic 12:

+ Add another card + Add another card + Add another card

The Bulletin Board is where people place their ideas for sessions (it becomes the
Marketplace when the board is filled up, because then it’s a marketplace of
discussions to choose from).

You can set this up in advance with your Trello board. If you
don’t know how to use it, just search for “How to use Trello”
on Youtube.

See the guides on scheduling to pick your times.

Generally the number of rooms is the total number of people divided by 8 for groups
under 100. And divided by 12 for groups over 100.
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The Marketplace

This is an image of
the schedule so
everyone knows
the timeframes.

o] [0 Boards

Virtual OBL Open Space

Session 1: 12:20 - 1:00 ET

12:20 ET: How can we improve the
new school staff on-boarding
process? (Stephanie Worth)

12:20 ET: How can we ensure that
students are at the center of every
decision we make, even those made
by teams far away from the client?
(Valerie Roquemore)

12:20 ET: How can we continue to
foster and encourage collaboration
across teams, especially with so
many virtual emplcyees? How do
you lead vs. manage employees
when your team all work remotely?
(Crissy Pratt/Christine Sherman)

12:20 ET: How can we ensure that
day to day decisions made at the
team(s) level are in alignment with
the overall organization strategy and
goals. What is a fair balance here
and how do we achieve it? (Sumithra
Gadepalli)

12:20 ET: Will there be a process in

+ Add another card

The Marketplace is where you put the topics as sessions (see the

.

Personal

§ol
@ Public

Session 2: 2:20 - 3:00 ET

2:20 ET: How can we a) change the
culture, b) leverage tools, ¢) work
differently so we can not spend so
much time in F2F meetings that
don't seem to always be effective?
{Marcy Ullom)

2:20 ET: Which helps our students
learn more: Buggy code released on
time, or correct code released late?
{Charles Shuller)

2:20 ET: How can we help new
enrclling families transition from
other schocling options? (Irene
Burgess)

2:20 ET: How do we
balance/coordinate sometimes
competing business lines (e.g.,
Partner Schools, Partner Programs,
iNaCA) operating in a single
geography such that all teams
involved in supporting these lines of
business are coordinated and
aligned on the strategy and
priorities? (Jeff Lockard)

+ Add another card

0. 00 -

Session 3: 3:20 - 4:00 ET

3:20 ET: How can we be innovative
in software development when the
business keeps purchasing our core
software instead of letting us write
it? (Charles Shuller)

3:20 ET: How can we work to
centralize our data? Anything
related to enro/lment metrics,
projections, P&L information,
Marketing data. (Mike Brennan)

3:20 ET: How do ensure the
accuracy and efficiency of
communication on partially
distributed teams? (Kim
Worthingten)

3:20 ET: How do we encourage staff
to take time to think about/be
innovative when they feel to
pressured to "get the work done"
and they're so focused on cap
rates? (Marcy Ullom)

3:20 ET: How can we more

effectively communicate process

+ Add another card

Announcements

11:00 am ET - Opening Sessio ' ,
12:00 pm ET - Break

12:20 pm ET - Session 1 Breakout
1:00 -2:20 pm ET - LUNCH

2:20 pm ET - Session 2 Breakout
3:00 pm ET - Break

3:20 pm ET - Session 3 Breakout
4:00 pm ET - Break

4:20 pm ET - Closing Circle

Schedule

L

The board is set and the Market Place
is OPEN!

ATTENTION: Please do not enter the
meeting rooms more than 1-2
minutes before the start time. The
meetings time out at 40 minutes and
the clock starts ticking when the first
person enters

+ Add another card

details on the next

page). Each one takes place in a separate Zoom room.

Your volunteer crew in the Command Center will help you to fill out topics as they are
said. NOTE: Make sure they do it in the form of questions, and that each has a
person’s name next to it.

Make sure to remind them that session leaders are free to merge their sessions if they
both agree to do so. If they do, they need to contact someone in the Command Center
to merge them on Trello.

NOTE: Make sure to include breaks for people to eat and go to the bathroom!
(generally an hour for lunch and ten minutes in between sessions)
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The Sessions

D

12:20 ET: How can we improve the new school staff on-boarding process?
(Stephanie Worth)

in list Session 1: 12:20 - 1:00 ET

= Description Edit Add
Meeting Link: https://zoom.us/j/226653724 & Members
Notes Link:
https://docs.google.com/presentation/d/IkDdDw7tbHd8qaMzJikZeixdywvtmp < Labels
IcYQzIE1ByxUDo/edit#slide=id.p
[ Checklist
If you are having trouble or have questions, please Google Chat Rachel Smith,
Kim Kerry, Chris Pupillo or Judy Campf. 0 Due Date
¢ Add Comment - G
@ Write a comment... Actions
2 @ © B8 > Move
& Copy
< Watch
= Activity Hide Details
& Archive

& Brittany Piegari added this card to Session 1

Jul 16 at 1:07 PM
Share and more...

This is what you see if you click on any card.

Each session has the link to the Zoom room (covered on the next page), plus a link to
the template for the person to take notes.

People can come back to the board if they want to change rooms.

NOTE: It can also include whom to contact if there are any problems.
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2 OOI I l SOLUTIONS ~ PLANS & PRICING CONTACT SALES

Basic Pro

Personal Meeting Great for Small Teams

F ree $ 1 4 . 9 glmo/host

Host up to 100 participants All Basic features +
Unlimited 1 to 1 meetings Includes 100 participants
_ Need more participants?
Unlimited meeting duration for all
Unlimited number of meetings meeting sizes

Online support User management

+

Video Conferencing Features Admin feature controls

+ Web Conferencing Features Reporting

Custom Personal Meeting ID

s

Group Collaboration Features
Assign scheduler

1GB of MP4 or M4A cloud
recording

What’s great is you can do each session with a free Zoom account, IF you are limiting
them to 40 minute sessions, and you do not need a recording.

+

Security

NOTE: The 40 minutes starts right when you open the room, not when the actual
discussion starts.

NOTE: It’s ideal to turn off the chime so that sessions aren’t interrupted each time
someone comes in.
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The Reporting

] Google Slides

, Virtual Session 1 Notes "
File Edit View Insert Format Slide Arrange Tools Add-ons Help Lastedit was made on Se.

+ o~ = Q - |3 ! - O_] \ - n Background... Layout -+ Theme... Transition...

m:m’?mmmmn-mhmmm
Session 1: s '
12:20 - 1:00 pm EST Frik Albwrtice, Sarah, K Seith, Sutas Garteiman

Notes:
INew Pires recove CONMUICALOR n whow 10 0g, et

Qasigns courses - this scems 1 de & Gacernect - section selector

o Hop Desk - 000SNT KNOW e PIOCESS - 3 T NOMAIon 10 know how 10
proceed

o Disconnect with processev/Erocedaes betwoen dopartments - 00 makes &
GeCSOn but S08SNT KrOW Now 11 IMPActs other Sepanments o processes

of process asd change In process 1o miske mere effcient

S0 one place

etying leacs.

Alison Suz,

rothave vy e roady undl fight beore

accourts 1 ety manner. s Geated 03 Uskoudhed 1 3 woek.
v

. S i 3] e 16AM CRRALRBAIDANIES COUME COMMRE Bt SUbRCE Mt expert

o HRnww process - have ivohed Stephane but not 0ne of change. need ousining

A

Google Slides provides a great tool because everyone can type into one document.

This makes it far easier than compiling a lot of different documents.

We tried this with Google Docs instead of Google sheets but it makes everyone’s

cursors dance around a lot.

Make sure your template includes:
Session title

Attendees

Notes

Action items

TO COPY this one, go to:
https://tinyurl.com/openspacenotes

OpenSpace.Guide
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The Closing Circle

Get everyone back in the big main Zoom room for the closing circle.
If it’s small enough, everyone can say their part.

But for most, you’ll do it “Popcorn style” meaning anyone can just start speaking. But
set a time limit (usually 20-30 minutes).

Let people know they all have access to the report, and if possible print it up. FedEx
provides really easy printing and mailing options:

p——
[N—-—

Shipping Tracking Frinting Services Loestions Support
Vare | Paviey ey - W
. . . - 4 <
rintin ¢
5 A
d more " - j o A

Use T Office® orline prnting ser

START ORDER

MARKETING MATERIALS DOCUMENT PRINTING CANVAS PRINTS & POSTERS SIGNS & BANNERS

CRAPHICS

Save up to 30 on Your Print Order

SAVE NOW
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Virtual Open Space Checklist

TASK IN PROCESS @WAITING DONE

Get your conference room booked

Test out video teleconference technology
Get paid Zoom room for opening circle

Get free Zoom rooms for breakout sessions
Sign up for Trello

Determine date of event

Determine time of sessions

Set up Slides for notes
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