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In 2020, with the spread of COVID-19, efforts toward online education and online training expanded rapidly all overthe 

world, and various services were created.

Attention should be paid to the fact that online programs have many good qualities that are unique to online. For 

example:

However, taking offline training online is not straightforward. There are strong time constraints, space constraints,

communication constraints, and the situation is completely different from offline, so simply replacing lessons with

Zoom streaming leads to great dissatisfaction. Massive Open Online Courses (MOOCs) have been offered for some

time, but the lecture format is said to have a low educational effect, and it is essential to have measures against reduced

concentration and student engagement.

Bringing the ITC program online requires a major reorganization of the program and curriculum that incorporates the

various characteristics of online communication. For individual lectures and site visit programs in each region, it is

necessary to reconstruct the teaching materials and review the questions.

The new online ITC program has the potential to widely transfer knowledge and skills to target groups that could not be

reached until now, which has been made possible through the improvements made by the communication environment,

technology, and services that have evolved in recent years.

In this project, we gathered the knowledge necessary to provide an online education program through interviews with

12 experts. In this report, starting from the basic idea of an online education program, we will draw out the path of

program design from the perspectives of video production, program design, communication tools, and facilitation

technology.

・
・

・
・

Discussions through text can become deeper online.

When doing site tours offline with a large number of people, the opportunity to go up close and look at a 
specific space is limited, but everyone can look at a close distance online.

Online learning can better improve understanding through repeated learning

It is easier online to improve the program because the PDCA cycle can be carried out faster for the provider.
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This document is a report of research efforts conducted by Loftwork Inc. on behalf of the ITC management team of the

Institute of Disaster Mitigation for Urban Cultural Heritage, Ritsumeikan University. At the same time, it is a concrete

proposal for developing an online version of ITC. Rather than keeping the knowledge and recommendations gained

from this research only within the ITC team, we have published nearly all of the text under the Creative Commons

license, with the intention of sharing it with people who will be planning and managing similar online programs in

various positions. Please feel free to use it for a variety of purposes.
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Basic Design: “Synchronous” vs “Asynchronous”

2-1. Asynchronous ① On-Demand Lectures

02
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In offline group training, all lectures, discussions, and fieldwork are basically conducted in "synchronous". However,

due to the limit of human concentration online, there are significant restrictions on the amount of time available for

synchronous sessions.

The basic design concept is to assemble an educational program three-dimensionally using two types of

"Asynchronous" approaches.

It is recommended that all presentation lectures by the instructor, which everyone used to listen to in the same

classroom, be put together as videos and slides so that students can learn at any time.

Since the speed of learning and understanding varies among students, there are benefits of using the on-demand format

in terms of information input. Students who learn quickly can complete the study in a short amount of time and can

advance their learning through optional study materials. On the other hand, students who take a longer time to learn can

get a solid understanding by repeatedly playing the study videos and carefully examining points that are unclear one by one.

On-demand educational content will be aggregated on platforms such as Google Classroom and Perusall (discussed

below) for smooth access. With systems such as Perusall, there is a function to measure which materials the students

have studied and how much they have learned. Even if you do not rely on such tracking functions, it is effective to use

checklists and set certain bars through quizzes to encourage a solid understanding of the on-demand lectures.

Furthermore, you can collect questions, comments, etc. that arise from the on-demand learning and connect them to the

discussions.

Offline = Synchronous communication only

Disassembly and linkage

Asynchronous①
+ +

On-Demand Lectures

Asynchronous ② Synchronous

Text Discussions

 
Output and
Feedback
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2-2. Asynchronous ② Text Discussions
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Text discussions using chat systems such as Slack is also an effective communication method unique to online learning.

asynchronous text chat allows you to write and reply whenever you want, without worrying about time differences or

restricted times. In addition, texts written after taking time to think are more likely to have organized thoughts, leading

to deeper discussions than when you have to speak on the spot.

To facilitate text discussions, it is useful to ask students open-ended questions and ask them to express their individual

thoughts. Students can comment on each others’posts, and instructors and management team members can add

comments to encourage further dialogue.

2-3. Synchronous Sessions for “Output” and “Feedback”

After passing on information through on-demand lectures and organizing and exchanging thoughts through text

discussions, we will make effective use of synchronous online sessions such as through Zoom. To maximize the

effectiveness of Synchronous sessions, it is best to focus on presenting the “outputs” prepared by the students in

advance and giving “feedback” on them.

For students, getting feedback on what they present is a process that contributes most to their growth. For the

instructor’s perspective, having multiple instructors comment instead of one will be effective in giving the students a

multifaceted perspective. The feedback between students can also lead to learning from each other.

2-4. Design Keyword ① “Flipped Learning”

Flipped learning or flipped classroom is an educational method that reverses the teaching method of "lecture

→ review at home", a conventional format in the educational field, and uses the format of "prepare at home

→ exercises". It is said to have started in the United States from around 2007. The idea of combining
asynchronous and synchronous as mentioned above is based on the process of flipped learning.

For students, the time for exercises can be used to focus only on "what they want to learn", so they can maximize

learning in the limited time. Since ITC students are experts practicing in their fields, this method is more likely to be

suitable.

On the other hand, the burden on the lecturers will increase significantly with flipped learning. Since the focus will be

on what the students want to learn rather than "conveying what the instructor wants to convey", not only will the burden

of creating teaching materials increase, but also the communication during exercises and before and after the sessions

will be more difficult. Instructors will be required to take on the role of a “facilitator who supports learning” rather than

a lecturer. Due to such burdens, there are very few cases even now in which full-scale flipped classrooms are adopted in

the educational field in Japan.
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2-5. Design Keyword ②「Microlearning」
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"Microlearning" is a concept used in technical training in industries such as finance, healthcare, and logistics, or in

occupations called frontline workers (customer service, hospital reception, etc.).

With microlearning, each skill to be acquired is divided into very short videos of about 3 minutes, and the 5 minutes

before the start of work every day is used for learning. The aim is to acquire skills in this way instead of reading a thick

manual. In addition to being able to make effective use of small pockets of time, it is also compatible with smartphones

and tablet devices, and it is gaining attention as a method for language learning and lifelong learning.

Online training services specializing in microlearning have been increasing rapidly in recent years. For example, the

Axonify website explains usage scenarios for various occupations. Even with ITC, if microlearning content can

produced, there should be points that can be used as reference in terms of designing for acquiring knowledge and skills

using small pockets of time.

Training Services for Companies, LMS
Provider: Axonify Inc.(Waterloo, Canada)
Pricing: Undisclosed
https://axonify.com/

Axonify
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How To Create Video Content03
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The core of the offline site visit program is fieldwork in places that are not normally accessible such as Pontocho,

Kiyomizu-dera, and Higashi Honganji. What are some ways to replace the “immersiveness” you feel through these

experiences online?

In fact, you can create effective content with an iPhone-level video quality, and provide considerable learning through

experience without using advanced technology such as VR. Here are some tips for making videos in an easy and

inexpensive way.

3.1 Proper Use of Recording and Live Streaming

Advantages

Recordings Live Streaming

○

Disadvantages

△

The basis of utilizing video content is to actively use recordings (pre-recordings, on-demand distributions) without

being particular about live streaming. Recordings have fewer restrictions than real-time live streaming, and has many

advantages in terms of quality and technology.

Even for live streaming, if Zoom is used, the video will be optimized according to the communication environment.

There is an example of a real-time factory tour that was conducted in Vietnam using portable WiFi + tablet device +

Zoom. In Japan, you can achieve a certain level of quality even with portable WiFi streaming, but since there is a big

difference compared to the quality of recordings, it is necessary to select the method according to the purpose.

As a method of combining the advantages of recordings and live streaming, it may be worth considering the “premiere

distribution” method that is often used on YouTube. Premiere distribution is a method in which the “distribution start

time” of the recorded video is set and viewers gather in a virtual space and communicate with each other via chat.

It is effective to use this method to hold an event in which the same recorded video is played at a fixed time so that the

instructor can add commentary and the students can communicate in real time via chat. This makes it possible to create

a pseudo-immersive and united feeling similar to “a large number of students standing at the fieldwork site at the same

time” and share the important points to learn.

・
・
・
・
・

Retaking is possible
Can be processed later
Recorded videos can be used repeatedly
Can be paused or rewound
Technical di�culty is signi�cantly reduced
in terms of �lming equipment and
communication environment

・

・

Since retaking is possible, it can take time
and e�ort to produce if you are particular
about quality
Cannot change the subject to �lm while
watching the reaction of the viewers

・
・

・

Video quality is reduced (image quality is poor)
Ensuring a high-speed communication
environment is essential for stable streaming
Vulnerable to sudden accidents

・
・

・

You can see the reaction of the participants
while streaming
If you are sharing important information that
has to be “right now”, it can be an experience
unique to live streaming
Less worry about quality to some extent
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3.2 Considering an “Audio-Only” Method

When considering the conversion of fieldwork to online content, removing the restriction that "video is required" will

bring benefits to both the production side and the students.

For example, "audio-only" content such as Audible or podcasts are media formats suitable for radio-like listening or

listening while traveling by car. It does not force the students to concentrate on the video, and the input time can be

reduced with the playback speed, which also reduces the burden. Even if the length is long, such as 60 minutes, you can

listen to it relatively easily if it is audio-only.

With ITC, methods such as turning the stories of the resource person into audio in the form of an interview can be

considered. Loftwork also produces “SHIGOTABI Radio” through a project based on the theme of "Workation" and it

is distributed through multiple platforms such as Spotify.

▼Podcast distribution on Spotify. The length is about 60 minutes.

A video camera will not be needed for production, but since audio quality will be more important, it is necessary to

obtain tools such as a dynamic microphone.
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3.3 Video Filming Tips

Decide on what to film beforehand

Here are some tips to help you share your offline experience through videos.

You can create effective teaching materials by giving a questionnaire beforehand to the participants and asking "what do

you want to see and what do you want to learn”, and making a plan for filming according to the answers. If the

backgrounds of the students are similar, their points of interest should be similar to some extent. Therefore, instead of

having to consider what to film live every time, you can expect to cover most of that with the “what do you want to

learn” part of the questionnaire.

Film from a person’s point of view

By fixing the camera at "eye level", the viewers can feel as if they are watching the content with their own eyes. As the

person with the camera walks around the city or goes inside buildings, the viewers can feel as if they are looking around

together with the camera person. It is also possible to convey a sense of depth to some extent.

The basics of filming are to "walk along the route", and use the camera's zoom function as needed. Being able to

experience “going up close” even in places where people cannot approach is something unique to online learning.

Compare sizes

It is difficult to convey size through video. As a basic method, you can let the viewer know the relative size by showing

"comparison objects" such as a "cigarette box” side by side so that they can imagine the size. Alternatively, it is also

effective to ask a question in the form of a quiz (“How many meters do you think this is?”) to help the viewers imagine.

Use multiple cameras

When filming a subject that requires a three-dimensional effect, consider filming with “multiple cameras”. If you film

from different angles with small cameras, the image will not be flat.
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3.4 Video Editing Tips

Combine video and still images

In order to enhance learning, instead of using just video content, it is effective to use still images and documents

together. Try to add information by inserting supplementary images in the middle of the video, or pausing the video in

the synchronous sessions to switch to documents.

Add audio after

Like animation “audio commentary (where a character does commentary through supplemental audio)” or the popular

YouTube “reaction videos (format where they do commentary on other videos), by adding audio to existing videos, a

deeper understanding of the video content can be made possible.

By adding audio after, you can concentrate on the video and local audio input during the recording, and the commentary

can be done later. However, it is also effective to create video using methods such as "zooming in while explaining", so

it is necessary to use it properly according to the purpose.

Choose the background music

The background music in the video not only helps create the atmosphere, but also has the effect of emphasizing the

story and image, so it is necessary to select an appropriate background music that fits. Due to the strict management of

music copyrights on YouTube, it is safe to use cheap paid sources such as Audiostock, Epidemic Sound, and Artlist with

a fixed monthly subscription.

Keep editing simple

If you try to edit video seriously, it will take an extremely long time and it is also difficult to operate dedicated software.

Now, you can easily edit videos with a smartphone app (adding text, trimming, composition, etc.), and the automatic

editing function using AI is also substantial. It is desirable to focus on reducing the editing work as much as possible

and increasing the number of videos.

3.6 Get Recording and Streaming Equipment

A camera and microphone are essential for video production, and image quality and audio stability greatly affect the

viewer's experience. Fortunately, in 2021, you can get a good enough quality using the iPhone, which has been evolving

and becoming popular. Since it does not require the trouble of connecting a video camera, it is easy to move around, and

even if there is a problem, you can just switch to another person’s iPhone, so it is also excellent in terms of risk

management.

Although image quality and sound are important, pursuing quality above a certain level is not a high priority. It is

recommended to increase the amount of output and produce a large amount of video content that is possible with the

iPhone + gimbal, which is the equipment set for beginners, while going through the PDCA cycle in a short period of

time.
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[Recommended] Combine the iPhone and gimbal

A gimbal is a "grip with a rotating base for shooting steady video" and is also called a stabilizer. By attaching the

iPhone to a smartphone gimbal, you can control the camera shake and reduce the viewer’s stress.

Most smartphone gimbals can be purchased for less than ¥20,000 and are easy to operate. We recommend that you

always use a gimbal when recording on your iPhone, as it contributes significantly to the video quality.

Action camera

When you want to film from a fixed point at a place that is difficult for people to enter, or if you want to film while

minimizing the presence of the camera, using a small action camera is effective (however, if you can use an iPhone +

gimbal, an action camera is not required). Action cameras from various companies such as GoPro and DJI are currently

available for around ¥50,000.

*See the difference the gimbal makes in the videos → Handheld iPhone only vs Gimbal + iPhone

*For the DJI OM 4, the gimbal functions can be fully utilized when recording through the dedicated app, but there are
restrictions on the use of some functions during Zoom streaming. However, since it will help reduce camera shake,
using a gimbal is effective even when streaming.

DJI OM 4  “Reference” 

Insta 360 Go “Reference” DJI Pocket 2 “Reference” 

Zhiyun Smooth 4 “Reference” 
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The use of "headsets" is something that should not be underestimated by both 
streamers and viewers.
Compared to earphones, headsets that can be worn on the head are less tiring 
even when used for a long period of time, and since the microphone is by the 
mouth, it reduces noise and the voice input is stable.
Active use is recommended because it reduces burden and improves sound 
quality.
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Dynamic microphone

When recording voice outdoors, there is a lot of wind and noise, unlike when indoors. A smartphone microphone is not

powerful enough, and a conference microphone cannot be used. Even a lavalier microphone can be difficult. For this

reason, consider using a recorder that doubles as a wired dynamic microphone and mixer. For situations such as

roundtable discussions, it will be necessary to prepare enough dynamic microphones for the number of people. Since

the recorder by ZOOM (a different company from the online meeting company Zoom) can connect up to 4

microphones, it is useful even for outdoor voice recording because it is easy to move around.

Intermediate and advanced level

Various methods can be considered for the intermediate level equipment and above, assuming that dedicated equipment

staff will be involved.

[Intermediate] Video camera + capture board + dynamic microphone

[Advanced] Video mixer + wireless microphone

However, in either case, your agility will be reduced significantly and troubleshooting will be very difficult. If you are

able to get a technical staff, it would be desirable to consider an equipment configuration according to the experience

and knowledge of that person.

SHURE SM58 “Reference” 
Sold at around ¥10,000

[Reference] Sennheiser PC Headset VoIP PC 8.2 USB (Sold at around ¥9000)

ZOOM H6 Audio Recorder “Reference” 
Sold at around ¥10,000 (4ch connection
models are around ¥40,000)

Column
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Length, Composition of Sessions, and 
Creating TeachingMaterials04
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Furthermore, the total limit of concentration is said to be about 2 hours. At Minerva University, classes consist of only

"90 minutes x 2 morning sessions", and the maximum time that can be used in a day is 2 to 3 hours. Participants will

feel more tired if it goes beyond the limit. Especially if the schedule spans over multiple days, it is necessary to control

the daily load to a low level and keep sustainable operation in mind.

Even within each session, vary the speed as much as possible and clearly distinguish parts “where you concentrate” and

“where you relax”. For long programs, make sure you have plenty of time for bathroom breaks and time to do other

work-related email, etc. If you divide it into small parts from the design phase and prepare a lot of time for breaks, even

if the main session goes longer and you run out of time, you can use the break time to control the timing of the

conclusion.

Especially with online sessions, leaving the lesson “unfinished” or “rushing the end” makes the participants feel

discontent and it greatly reduces their understanding and satisfaction. Let’s operate with time management as a top

priority because there are strong time constraints.

4.1 Time Constraints ― 90 Minutes per Session, Up to 2-3 Sessions per Day

Online meetings require considerable concentration from the participants, and the amount of time they can stay focused

is greatly limited. The views of multiple experts suggest that the maximum time for one session is 90 minutes. The

duration of concentration in a lecture-like "one-sided listening" format is even shorter, with a limit of about 45 minutes.

Measures such as taking breaks frequently and having "play" time that does not require concentration should be put in

place so that participants can concentrate during the important parts.

Maximum time resource a day

90min

Check
In Main

90minBreak

Check
OutMain
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The Structure of “Prep → Live → Archive”
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With online sessions, in order to effectively utilize the opportunities of time-constrained “live” sessions, it is important

to build the learning process (run-up) through “prep” and to maintain an environment for repeated review 

(followthrough) through an “archive”.

The speed of understanding varies depending on the individual participant. Some people have a fast pace of

understanding and others have a slow pace of understanding. In consideration of that, it is effective to allow students to

study at their own speed, with a learning style of repeatedly studying through a two or three-step process.

4.3 How to Create Work That Increases Participation

Check-in

At the beginning of the program, ask simple questions such as "Please briefly share what you are feeling now" or "How

was the program yesterday?" and give all participants time to say a few words. This is called "check-in". It is a standard

and effective introduction method to ensure participants feel safe psychologically and to give a feeling of participation

in the session. This method is often used in theater workshops, but it is gradually becoming popular.

4.4 Consideration in Developing Teaching Materials

Create preparation materials

In order to make the synchronous session an effective opportunity, it is important to create preparation materials. If you

will be watching a fieldwork video, take a look at the "blueprint" in advance to get a grasp of the whole picture. If it

will be discussion-focused, it would be effective to do hands-on work such as "analysis work" in advance and start with

that output.

If you prepare lecture materials and have them take a look in advance, you do not have to cover everything with your

own original materials. Collect public materials, videos, reference links, etc. that are abundant online, and provide an

organized collection of knowledge for them to take in.

Tips for facilitators to encourage comments

In synchronous sessions, having the participants speak as much as possible is the most effective way to maintain their

concentration. However, we do want the discussion to be of quality. In order to make effective use of the time and have

high-quality discussions, it is necessary to devise ways to encourage them.

・
・
・
・

Give them some time to think before asking for remarks

Ask open questions and questions without correct answers

Clarify the "reason for responding" to the question (What is the question for?)

Put “good pressure” on them to speak up (Can't move on unless it is answered, etc.)
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Prepare a quiz

There are two ways to use a quiz in the preparation process. One is to ask about the content of the teaching materials in

order to measure their degree of understanding of the preparation teaching materials and encourage steady knowledge

retention. The other is to ask open questions to facilitate asynchronous discussions. Ask good questions to deepen their

thinking.

Incorporate a simulated experience

It is difficult to replace the experience of moving equipment or the experience of large-scale salvage work online, but if

it is something like a "demonstration of hands-on work", for example, you can prepare a simulated kit and mail it to the

participants. You can use the kit to do work in advance, or learn how to operate while connected in synchronous. The

quality of the experience will be further improved if the simulated experience uses materials that can be easily obtained

by participants everywhere.
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System and Scale

5.1 Main Facilitator

05
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Leadership and flexible troubleshooting are extremely important for the operation of online programs. In particular, the

two pillars of "main facilitator" and "technical staff" are the core. In addition, a careful follow-up system is required for

the management of group work. This chapter summarizes the desirable system, contact method for the management,

and control of scale.

The main facilitator is the leader of the program. They take on the role of a moderator, but they also play the role of a

coordinator, a moderator of discussions, and a "magistrate" that gives each participant a turn to speak. The leadership of

the main facilitator can make a big difference in the quality of the session and degree of individual participation, more

so than when it is offline, so it is a great responsibility.

The most important role of the main facilitator is to continue to create an atmosphere where “it is okay to speak”. This

allows everyone in the synchronous session to participate in the discussion, improving learning and ensuring

satisfaction.

Main
Facilitator

Technical
Staff

Sub-Facilitators

Operation Team

Skills and qualities required of a main facilitator

・

・

・

Requirements defining skills. The ability to accurately grasp the purpose and aim of the session as well as the

needs of participants and continue to reflect that in the operation of the program.

Flexibility. Have control over the session while responding to various issues and time constraints. The ability

to be flexible and end on time by having a grasp on the state of the buffer incorporated into the program and

constantly adjusting how to proceed.

The ability to devote to “learning support” rather than teaching. Unlike lecturers, it is necessary to give top

priority to answering questions when students do not understand.

If a teacher who is accustomed to doing lectures only will be the main facilitator, it would be helpful to provide

sufficient training and practice on how to moderate an online session in advance.
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5.2 Technical Staff
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The manager of all the technical aspects, also known as "tech support". Their role is to manage the state of streaming

and control connections, networks, services, equipment, etc. If the main facilitator responds to problems such as the

connection and communication environment of participants, the entire program will come to a halt, so it is the tech

support that works behind the scenes. Therefore, tech support is expected to remain "behind the scenes".

Of particular importance is to ensure that the network can be used stably for a long period of time. In online streaming,

the stability of the communication environment of the streaming source is of utmost importance, so it is necessary to

check the network status in detail and understand alternative measures when it becomes unstable.

If they have the capacity, they can also expect to perform other tasks such as enhancing the production effect of the

streaming as a "stage director" or switching multiple inputs as a switcher.

5.3 Sub-Facilitator and Group Work Management

When doing group work, it is necessary to have a "sub-facilitator" who understands the purpose of the work and guides

the discussion of the participants. In many cases, this is done by TA (Teaching Assistant) staff and management

members.

Small group discussions, such as through Zoom's breakout room, are an effective process for deepening synchronous

discussions, but unless “what to talk about” is provided clearly as a question, participants may feel like “they don’t

know what to talk about” or “time passes by without it being clear who will be leading the discussion”, and there is a

high risk of not being able to make full use of the time. It is common for the main facilitator to go around in each group,

but it is hard to get a feel of the flow of the discussion when they are only there for parts of it, so it is difficult to

intervene appropriately. Also, since the role of the main facilitator is to oversee the whole, it is better to keep them

"completely free" without being involved in individual groups.

For this reason, a sub-facilitator is needed. What is required of the sub-facilitator is the "ability to encourage". As they

oversee the small groups, they encourage individual participants to participate in discussions without worry. For this

purpose, it is necessary for them to repeatedly confirm and fully understand the premise, purpose, and aim of the work.

The realistic number of sub-facilitators that can coordinate with the main facilitator is about 5 to 6 people at

most. This sets the maximum number of people for group work for the purpose of deep discussions. Subfacilitators

should have a "contact network" separate from the communication tools for the entire program, or

get together during breaks to share the situation with each other so that there is no big difference in progress

between the groups.
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5.4 Control of Scale
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The optimal unit of communication is 3 people. In group work, a group of 4 people including the facilitator is the most

appropriate. When the number of students in one group is 5 or more, there will be those who “wait and see” or “will not

talk”, and the overall participation of students will decrease.

Sub-Facilitator

Main Facilitator

Participants

It is said that the number of people appropriate for the most active discussions is 12 to 20 people. Using this size as the

basic unit of an asynchronous discussion group, the most “rich” operation can be achieved by dividing into 3 people x 4

to 6 groups. However, at events where we want to accept a larger number of people, we will attach a sub-facilitator to

the management unit of 12 to 20 people and leave the 3 people group discussions to the students themselves. In this

way, it is possible to achieve work with a large number of people. However, since it will be difficult to keep an eye on

everything, it will be more difficult to have control, so it is necessary to keep in mind that the difficulty of the operation

will increase.
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Design and Operation of Communication Tools06
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This chapter summarizes the types and characteristics of communication tools that form the basis of online programs

and operational tips.

6.1 Chat Tools (Basis of Asynchronous Text Communication)

Slack (free version) is sufficient as a basic tool for contacting participants, conducting asynchronous discussions, and

participants having interaction with each other (Discord is useful for promoting the use of voice channels). Operate it so

that everyone can actively communicate in asynchronous by working on channel design and linking with the main

program, establishing and disseminating operation rules, and providing support, etc.

A popular chat tool centered on group chat and DM. 
As of 2019, the number of daily
active users (DAU) exceeds 12 million worldwide and 
is widely used. You can use it for free if you can 
tolerate that only the latest 10,000 messages will 
be saved.

Provider: Slack Technologies Limited (Dublin, Ireland)
¥850/month per user (Since all management, students, and resource 
persons need to join, about ¥500,000/year is required at the scale
of 50 people)
https://slack.com/intl/ja-jp/

Slack

Channel Design Tips

・

・
・

Prepare channels for each schedule (#Day1, #Day2, …) → It will not be confusing which channel to
watch, and it will be convenient for archiving for management

Include the name of the group leader or facilitator in charge in the channel name

Add a 2-digit serial number (#00_announce, #20_Day1, …) to the beginning of the channel name to sort in order
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・

・

・

Include an emoji at the beginning of the channel to make it visually easy to understand (#      general, #    
workshop2, …)

Prepare a channel for miscellaneous chat (such as #chat)

Operate it as a channel where people can easily post sudden realizations or small things they want to

share

・

・

Since the miscellaneous chat channel can easily be filled with "announcements", a sub-chat channel

#input dedicated to "input" such as sharing of content like books, movies, and articles can be

prepared, as well as a channel called #event for event announcements. There is no need to limit it to

one channel.

It may also be a good idea to set up a chat channel only for students that teachers cannot see.

・

・

・

Set up a channel for each individual and invite everyone (such as #z_kim)

As the number of people increases, people will hesitate to post to the general chat channel, so you can

prepare a place where you can freely post like on Twitter. Allow free conversation between the

channel owner and participants there.

Since its use will require a little bit of skill, it would be good to encourage the use of the channel by

saying something like "Let’s post a movie you recommend on your z_personal channel" during the

self-introduction session.
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Discord has originally been popular as a chat tool and voice chat 
tool for gamers, but it has come to be used in the business 
environment because it can be used for free. The basic usage is 
the same as Slack, and it can be used simply because there is no 
"thread" function.
The feature of Discord is voice channels. You can connect with 
just one click and talk with people on the same voice channel. It 
is easier to make a voice call via a voice channel than to prepare a 
Zoom URL and connect with the camera turned on. Discord is a 
great way to take advantage of voice calls and increase the 
amount and density of communication.

Provider: Discord Inc. (San Francisco)
Pricing: Free. *The paid service "Discord Nitro" that expands the pro�le functions is $100/year (paid by users themselves).
https://discord.com/

Discord
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For online meeting tools that are used in synchronous, many reviews say that Zoom is the most stable in terms of

communication quality. If you use a lot of Google services, you can also use Google Meet for its linking aspect. In the

business context, there are cases where meetings are held within the constraints of Microsoft Team specified by the

company, and cases where the virtual meeting function is integrated in the higher LMS, but simply using Zoom is likely

to be sufficient.

Zoom is now a very well known video conferencing system. The feature of 
Zoom is its optimization of data tra�c, and it is possible to use even if you are 
connected via portable Wi� or 4G.

Provider: Zoom Video Communications, Inc. (San Jose)
Pricing: The "Pro" license for up to 100 participants can be used for about ¥20,000/year
https://zoom.us/

Zoom

Google Meet is a video conferencing system provided by Google and is 
basically used in the browser. In terms of functionality, it is not much di�erent 
from Zoom. Since it links well with various Google services, if your usage is 
based on Google Classroom, you have the option to just use Meet (without a 
Zoom contract).

Provider: Google
Pricing: Included in Education Fundamentals (free for educational institutions)
https://apps.google.com/intl/ja/meet/

Google Meet
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Spatial Chat is a service that adds the concept of distance to 
video chat and has the characteristic function of being able to 
hear the voices of people nearby more loudly. It is useful for 
party-style online social gatherings, enabling participants to get 
closer to the people they want to talk to, and designating a place 
where an activity is prepared and gathering whenever they want 
to. Participants do need to take the initiative, so a bit of 
computer literacy is required.

Provider: FUNTECH PUBLISHING LIMITED (Cyprus)
Pricing: Free for up to 25 people, $50/month for more.
https://spatial.chat/  “Reference” 

Spatial Chat

6.3 Simultaneous Editing Tools

These services are used in combination with Zoom, etc. as a place for participants to write ideas and comments in

synchronous sessions. Activities using sticky notes, such as brainstorming, can be performed in the same way as offline,

and depending on how they are used, they can disseminate/integrate ideas faster and with more flexibility.

By using the simultaneous editing tool, participants can easily feel a sense of unity because they can see the reactions of

other participants, while management can oversee the reactions of all participants and take control of the progress. In

order to use the tool smoothly, it is necessary to select the tool according to the “lower end” of the computer literacy of

the participants.

Dedicated tools such as Miro can be used to encourage more effective interactions, but Miro requires high computer

literacy and computer load, so it is recommended that you start with what you can do with Google Slides, which is free.
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Miro is an online whiteboard service. It uses post-its as the basic 
unit, and it allows you to freely change the size and color, write 
out ideas, rearrange them, and organize them with lines. The 
speed is more stable when using the dedicated app than via the 
browser.
In order to utilize Miro, it is e�ective to prepare a board that 
clearly shows its use and “lock” it, prepare time to get used to 
the operation at the beginning, and limit the operation of the 
participants to just writing post-its (have a person in charge of 
maintenance for the whole board so that it does not become 
unlocked).

Provider: Miro (San Francisco)
Pricing: Free for up to 3 boards. $10/month per person for more with the Team plan (Each participating user is billed)
https://miro.com/

Miro

A presentation app that is like a free and cloud version of PowerPoint. Items 
such as sticky notes are not available, but rectangles and text boxes are 
su�cient for collaborative sessions. You can aggregate and visualize the "Yes/
No" answers that can be done through Zoom's voting function, as well as 
organize casual thoughts in Google Slides. It can also be used for graphic 
recording.

Provider: Google
Pricing: Included in Education Fundamentals (free for educational institutions)
https://www.google.com/slides/about/

Google Slides
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We will be selecting a platform that centrally manages all educational content. What Google Classroom can do is

sufficient, but if we could build a flipped learning program, we would definitely like to try Perusall.

The global LMS (Learning Management System) market is expected to grow rapidly from ¥1.4 trillion in 2020 to ¥2.7

trillion in 2025, and tool vendors of various sizes are providing services. However, many commercial tools are premised

on large-scale implementation such as primary and secondary education and university-wide course programs, and

many are specialized for corporate training. For ITC, it would be best to first consider starting with a small system that

can be used at no cost, and then upgrading the underlying system after the program has grown.

Google Classroom, included in Education Fundamentals 
(formerly G Suite for Education), is the perfect learning platform 
for educational institutions to get started for free. Most of the 
functions that can be used are basic, such as aggregating 
m a t e r i a l s ,  s u b m i t t i n g  a s s i g n m e n t s ,  a n d  h a n d i n g  o u t  
questionnaires using forms for "class" units. Aggregating 
everything in Google is easy to understand for many participants 
(but access from China is restricted).

Provider: Google
Pricing: Included in Education Fundamentals (free for educational institutions)
https://classroom.google.com

Google Classroom
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Perusall is called a “collaborative reading application”, where 
students can interactively comment on lecture materials and 
have discussions. It can greatly improve the e�ciency of 
on-demand learning through �ner-grained two-way interaction 
that is linked to the material. The teachers can measure which 
student read which teaching material and how much with the 
page tracking function, and can measure the e�ect of studying in 
advance.
The design concept for using Perusall is a shi� in the teaching 
method where the teacher teaches only what the students want 
to know in the exercise session a�er they su�ciently study in 
advance. It is said that there are still only a few cases of 
implementation in Japan. To try it, you will need to register as an 
educational institution.

Provider: Perusall LLC (Austin)
Pricing: Basically free. If you want to use commercially available teaching materials, you need to purchase the teaching materials on
Perusall (free of charge to use with your own teaching materials)
https://perusall.com/ 

Perusall

“Reference” “Reference” 
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Tovuti is a high-end LMS (Learning Managemnet System). It can 
be thought of as Google Classroom + Slack + Zoom all in one 
system. Various functions that are used in online education are 
provided in module units, and you can combine modules to build 
your own program. There are many candidate companies of this 
type, and each has di�erent functions, but Tovuti is an ideal 
option for creating a program while learning about what can be 
done using LMS. This is a service recommended by a Japanese 
person living in Canada that is involved in online education 
systems.

Provider: Tovuti LMS (Idaho)
Pricing: Up to 50 people with the "Core" plan, which costs about ¥600,000/year. The cost increases as the number of people increases.
https://www.tovutilms.com/ “Reference” 

Tovuti LMS
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No matter how many tools are made available, effective communication can only be established through work from the

management. While keeping your expectations that the participants will take initiative in communicating, here are some

points to keep in mind to get them started.

7.1 Intervention from the Instructor/Management to the Participants

With the coronavirus, it is said that follow-up is important for university class management because it is common for

students to have low motivation and deteriorating conditions. It would be effective for the faculty to approach them

rather than expecting students to show signs that they need help.

The same attitude should work well for running an online program. The important thing is to try to “put in equal effort”.

Communication tends to be biased toward people who stand out and speak up a lot, but from an operational perspective,

applying "equal effort to all participants" will ensure that no one is left behind.

Also, if you are creating a group among participants, you may want to work with the "group leader" to see if the

participants can follow up with each other to some extent so that the management will not be responsible for everything.

Setting "office hours" is also effective to make it easier for participants to contact and consult with the instructor, such

as asking questions about the learning materials. Create a system where you set a time frame and students can make an

appointment within that time frame, making it easier to secure time for dialogue.

・
・
・

Reach out to those who you have not heard from or whose update frequency has decreased.

Don’t neglect them

Follow up with them by coordinating with the clerical staff
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At first, the participants are strangers and have few things in common, but as the amount of collaboration, such as group

work and discussion increases, their relationship becomes closer and their interactions become more active. From the

management perspective, encourage "self-disclosure" and "opportunity to do things together" at an early stage to

promote interaction.

The "miscellaneous chat channel" on Slack would be the basis for their interaction, but depending on the form, it may

be effective to use external social media such as the group function in LINE or Facebook Messenger to provide a place

for casual communication. These external connections will remain after the end of the online program and may be used

as the basis of an ongoing network.

・
・
・
・
・

Take time for "ice breakers" such as self-introductions and games

Make time for collaborative work

Make time for participants to talk privately

Hold an online drinking party

Hold a meeting to listen to free presentations by participants
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8.1 How to Follow Up With Those Who Are Absent or Leave Early

In online synchronous sessions using Zoom etc., students who are suddenly absent, arrive late, or leave early, etc. will

inevitably occur. In the case of a program that assumes that everyone is present at the same time, the progress of the

main program will be hindered unless countermeasures for such irregular situations are set in advance. Make a clear

policy and follow it.

・
・
・

Should you send the video archive (recording) and lecture materials to them after?

Should you organize and send a summary to them, which takes a little bit of work?

To what extent do you allow partial participation (being late) or leaving early when assessing their

participation in the program?

8.2 How To Think About Time Differences

For online synchronous sessions using Zoom etc., it is desirable to set the time so that each participant can participate

without strain in consideration of the different time zones. However, since the standard time zones for Japan, the United

States, Europe, and Asia differ greatly, it is difficult in practice to set an appropriate time when considering three or

more regions. (In the business environment, there are many cases where it is set according to a strong base such as

where the head office is located or set to the morning time of the majority of the participants. The common opinion for

the 3 regions of Japan, the United States, and Europe is to give up streaming and to prepare a recorded video).

For ITC, it would be appropriate to have just one asynchronous (text chat) group as a whole, but sessions that are held

in synchronous, such as exercises, can be held in groups of people who are in close time zones, with multiple sessions

for the different time zones.
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Through this report, we have presented suggestions for various ideas and possible tools. The next step is to put out some

content and start small before you start designing the entire program.

ITC recommends a trial of "fire edition" based on the site visit and related lectures of Pontocho and Kiyomizu-dera, for

example. The following two plans can be considered as the basic tools to be used.

Integrated Platform

Asynchronous Text Chat

Exercises (synchronous Sessions)

Pre/On-demand learning (Lecture

videos, locally recorded videos)

Perusall

Plan A Plan B

Slack / Discord

Zoom

Perusall

YouTube / Vimeo

Google Classroom

Slack / Discord

Google Meets（or Zoom)

Google Classroom

(Google Docs / Slides)

Week1 Week2 Week3

Follow UpOn-Demand LecturesOn-Demand Lectures

②Pontocho 90min

Movie session
Presentation
Discussion

③Kiyomizudera
   Temple

90min

Movie session
Presentation
Discussion

①Kick Off 60min

Icebreaking
Brie�ng
1st Assignment

④Wrap up 60min

General Discussion

・
・
・
・
・
・
・
・

Reorganization of teaching materials based on how online programs proceed [ITC]

Trial of basic tools based on the overall plan, formulation of basic usage policy [LW lead]

Filming, editing, and uploading lecture videos [ITC]

Creation of recorded videos at Pontocho and Kiyomizu-dera, interviews with local resource persons, etc. [ITC]

Online program announcement/customer attraction, participant information management, tool launch [ITC +LW]

Asynchronous text communication lead [ITC, LW support behind the scenes]

Planning and management of sync sessions [ITC + LW]

Review after conclusion, documentation [LW read]

“To do” for pilot program implementation
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In implementing the pilot program, while referring to the structure and intention of the past offline version of the ITC

program, it will be presumed that the curriculum will be designed from zero on the premise that things such as the

lecture materials and the site visit schedule cannot be used as is.

In addition, considering that the online version of the ITC program will be planned at full-scale and operated

sustainably in the future, the utilization of outsourced partners will be limited to "initial support" and "help with

creating text", and it will be most important that the ITC management team take the initiative. (If you outsource the

planning and operation part that is the "core business", it will not be a realistically sustainable program in terms of cost).

While aiming for efficient and high-quality program management by incorporating external knowledge, we recommend

that you work on what is achievable rather than hoping for too much, and focus on content creation, communication

with participants, and improvement through the PDCA cycle.

Appendix / List of Resources

・
・
・
・
・
・
・
・
・
・
・
・

A.N. (Domestic manufacturer, in charge of personnel/training)

T.M. (Foreign investment company)

T.M. (Art university faculty, former advertising agency manager)

T.O. (Marketing manager of a sports brand)

M.T. (Instructor of training for pastry chefs)

S.F. (VR-related business manager)

H.Y. (Involved in online educational institution)

D.K. (Online training consultant)

T.Y. (Resides in North America, LMS industry)

S.M. (Planner)

Atsushi Matsunaga, Loftwork (Creative Director)

Yoshifumi Nomura, FabCafe Tokyo (Producer)

ITCWO / loftwork Team

Producer: Satomi Fujiwara

Director: Erika Matsushita

Technical Director: Hiromi Ando

Project Manager, Leading Researcher: Satoshi Iritani
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