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31. GROUP MANAGEMENT

How to use breakout rooms effectively

CONTEXT

Large distance meetings can make interaction difficult, which can lead to
lack of engagement. Using breakout room meetings can help the participants
engage in conversations and activities. However, like all small groups, their
use must be well structured to be productive. Breakout rooms are quite new,
unlike small group activities. We can adapt our knowledge of working in
small groups to the use of breakout rooms.

THEORETICAL BASIS

When working in small groups, for instance, in a breakout room, it normally
takes more time to go through the activity than in face-to-face contexts.
Assigning roles helps include everyone from a logistical point of view, but the
moderator should also build activities that require everyone’s involvement.
Having groups to report back is an important part of using breakout rooms. It
provides accountability for the groups, adds a sense of importance to the
work they have just done, and allows the moderator to review and build upon
their work.

ACTIVITY IN A NUTSHELL

Whether you use Zoom, Google Meet, or Microsoft Teams, having participants
in shared small groups can foster a deeper level of connection and
communication. Of course, depending on your audience, their age, the
content of the lesson, and computer literacy, it can be a scary moment to
relinquish control and trust the space.
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Activity/Solutions

C O N T A C T  T Y P E

T I M E  N E E D E D

N U M B E R  O F
P A R T I C I P A N T S

A C T I V I T Y  T Y P E

T A R G E T  G R O U P

V A R I A T I O N  O F  T H E
A C T I V I T Y

All target groups

Breakout room groups 
should include two to six
participants, depending
on the tasks you are 
asking them to do. If it is 
a simple think-pair-share 
activity, two to three 
people will suffice. More 
complex tasks, or those 
requiring more
diverse perspectives, will 
need more people per 
group.

Activity step by step

1. Ask the participants to find information on the Internet
about some region of your country and present its
cultural heritage.
2. Make sure that each group has a different region so as
to get different answers and gain knowledge on different
places.
3. Clarify the purpose of the task; make sure that the
participants always understand why you are using
breakout rooms.
4. Use a deliverable to focus the breakout room
activity,for example, a Google Docs document to allow
participants to record their group notes or Google Slides
to make short presentations with pictures of local
cultural heritage.
5. Support groups while they work: just like you move
around between groups in live meetings, plan to move
between the breakout rooms.
6. Make time for reporting: each group gets a few minutes
to present their insights.

To use breakout rooms effectively.
To encourage participants to be active in the breakout
rooms.

Goal

How to prepare

Make sure you have a plan/subscription which will
allow you to create and manage breakout rooms in a
virtual platform of your choosing.
Make a lesson/meeting plan so that you can consider
how long the group work sessions will take. Make sure
to consider:

the complexity of the tasks
the level of detail required for the task
participants’ familiarity with their teammates

As an alternative for a more energising meeting, you
can prepare words for charades or a quiz about cultural
heritage.

Online

15-20 minutes

Over 6

Group work


