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Make the Most of Virtual Training: 7 Secrets of Success
Debra Wingfield, Ed.D.

You can make your virtual training experience a phenomenal success when you follow these 
seven secrets. First, be prepared and ready for each and every training session just like you do 
when you travel for training. Be sure to print your agenda so you know exactly what to expect 
from your trainer. Your participation is the best method to gain the most benefit from your 
training. We keep our training groups small to allow for maximum participation. When you step 
up and become involved in interactive and experiential exercises, you more easily integrate the 
approaches, skills, and knowledge presented by the trainer. Teleseminars are a recent 
innovation in providing training. 

Teleseminar etiquette is the courteous and considerate behavior that makes training successful 
for you and your fellow participants. An important part of teleseminar etiquette is to avoid 
embarrassing and irritating background noises. Some noises that we think don’t carry through 
the phone because we are being quiet are still picked up by sensitive receivers and headset 
microphones. Take time after the call to identify how you plan to put your training into action 
as quickly as possible. This leads to the greatest success for you and your clients.

Here’s are some specifics about each secret of success:

 Be Prepared
o Take a few minutes before each teleseminar to get yourself focused. Make sure 

you have all the materials printed from your e-mail or fax. 
o Have the call-in number and access code in your appointment calendar so you 

can easily find it before each call. Show yourself as unavailable for calls or 
interruptions just as you would be if you were attending a training workshop.

o Turn off your cell phone—unless you are calling in from this phone. It is best to 
call in from a land line to avoid cell phone dropout or garbled speech. They still 

need a lot of perfection 

 Print your Agenda
o Be sure to print your agenda before the call. This is the best way to take notes 

and follow the call leader. Your agenda comes with space to take notes and may 
be several pages. 

o Take notes to reinforce Knowledge, Skills, and Approaches presented by the 
trainer. Remember: the more senses you get involved in learning material, the 
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more likely it stays with you longer. In the Virtual Training Center, we focus on 
the ASK™ Training Model. We provide you effective implementation 
Approaches, develop your practice Skills, and share foundational Knowledge to 
help you grow your practice quickly and effectively.

o See end of document for the model diagram.

 Participation
o Be an active participant in the training. Ask questions whenever you need clarity 

or more information. This is the only way the trainer knows how effectively they 
are communicating. Remember—there are no dumb questions except the ones 
you fail to ask. Your question may be the same as someone else in the training.  
They may not be sure how to ask it. Therefore, you help yourself and other 
trainees.

o Share your experiences as examples for the trainer and trainees to use to clarify 
and amplify key concepts and principles.

o Be present for the entire call to get credit for the training. The trainer takes
attendance at the beginning and end of the call. This helps you guarantee you 
validate your course credit for certification/continuing education requirements.

 Interactive and Experiential Training Success
o It may seem awkward at first to role play or be involved in experiential training 

by phone. Jump in and get your feet wet. It really is fun!
o You may be interacting with another trainee to practice presenting to a group. 

You may be called on to role play a client or treatment provider to gain 
confidence in using a skill or approach. 

o The more you are involved with your training, the more quickly you integrate the 
ASK™ (Approaches, Skills, and Knowledge) into your practice.

 Teleseminar Etiquette
o Be on time for the call.
o Introduce yourself when you come on the call. This helps the trainer take 

attendance without having to call out everyone’s name.
o Before you make a comment or ask a question, identify yourself by your first 

name. This makes it easy for others on the call to know who is speaking without 
guessing at remembered voices. Your trainer will ask you to identify yourself if 
you forget to do this.
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o If someone starts to speak at the same time you do, yield the air space. Be aware 
the trainer heard you and will ask for your comments as well.

 Avoid Embarrassing and Irritating Background Noises
o Don’t be put in an embarrassing situation or be asked to mute your phone. Think 

ahead and plan to be in a quiet place without distractions.
o Mute yourself from the call if any of the following occur:

 Any background noise, even if you aren’t making it, is extremely 
distracting to trainees and trainers. This includes: dogs barking, doorbells 
ringing, phones ringing, doing dishes, cleaning up dishes, preparing 
meals, and most embarrassing—using the toilet. These are all things 
heard on calls in the past. There may be other sounds as well. Be 
courteous to all.

 Make sure you are muted by asking if you can be heard after you mute 
yourself out. Sometimes you don’t hit the mute keys as solidly as you 
imagine you have. The best way to mute yourself out is on your phone or 
headset rather than relying on the controls available through the 
conference line.

 After the Call
o Put your notes together in a folder or notebook right away. Include all handouts 

e-mailed or faxed. This creates an easy resource to refer back to in the future.
o Wrote pit 3 things to do to implement the material in your program

immediately. For example, (1) Decide which program unit or module you will 
place the material in for maximum impact; (2) Determine one person of your 
peers/colleagues to notify you are modifying/adding to your program. (3) Know
why this is valuable to use with clients to make a difference in their lives.
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Gain Instant Access to the House of Peace "ASK™" Strategic 
Training Model

More 
Implementation Approaches,
Skill Development Practice,
Foundational Knowledge 

through
Experientially-Based Interactive Training

Traditional Training Model

House of Peace ASK™ Strategic Training Model


