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LaST - Building intergenerational connections - face to face and online 

 

The LaST guide to delivering a Virtual Intergenerational Project 

Introduction - At the start of the Covid 19 crisis in March 2020 the Burnham 

Intergenerational Project sadly had to be suspended. As the weeks went by it 

became increasingly clear that there would be no opportunity for face to face 

meetings in the immediate future. However towards the end of the summer term 

we were able to interview many of the children and older people who had taken 

part in the Project over the past year. Their wonderful comments and recollections 

made us even more convinced of the importance of building and nurturing 

intergenerational connections.  We knew that the headteacher and staff at St 

Peter’s School really valued the Project and we were delighted when they agreed 

to a six week trial commencing on 4th November 2020. We decided to use Zoom for 

the meetings as we had become increasingly familiar with it over recent months 

and had successfully used it to interview the children in the summer. 

Preparations - Once we had received the go ahead from the school in early 

October it was action stations - making arrangements with the older people, 

planning the sessions, preparing the resources and ensuring that everyone had 

access to a laptop and an internet connection and was comfortable using Zoom!  

Getting Connected - We were very fortunate to receive a donated and 

refurbished laptop for one of the participants 

and we arranged for him to receive a dongle to 

connect to the internet. By his own admission 

he was quite nervous about using the laptop, 

and Zoom in particular, but after a brief 

socially distanced training session he was 

ready to go!   



2 
 

If you are new to Zoom there is plenty of guidance on the internet 

which you should look at first. Our aim here is to not to provide a 

complete guide to Zoom but to share some tips for running an 

intergenerational project using Zoom, based on our experience in Burnham. 

We have found that many of the things that work well in face to face 

intergenerational meetings also work well in virtual meetings so if you are starting 

a completely new project you may like to first read the Getting Started pdf. 

The participants – Just as with face to face meetings we find it’s best to have a 

similar number of children and older people. We have found six children and five or 

six older people works well with everyone able to see one another on the screen.  

In our project all 

the adults join the 

meeting from their 

own homes and 

the children and 

the teaching 

assistant join from 

a classroom using 

one computer. 

You will need a 

Project Co-ordinator to HOST the Zoom meeting and an assistant to act as a CO-

HOST. In our experience it’s essential to have a host and co-host in order that the 

co-host can take charge if there is any issue, for example with the host’s internet 

connection. In addition a teacher or teaching assistant will need to stay with the 

children on Zoom just as they would in face to face meetings. 

Number and duration of sessions – Decide on the number of sessions before 

you start so that you can plan your programme accordingly. You may want to start 

with a trial period – we began our Zoom sessions on a six week trial basis. The 

LaST modules have been designed for a 90 minute session and we have found that 

this length of time works well on Zoom just as it does in face to face sessions.  

 

Permissions – Before the first session it is important to obtain everyone’s 

agreement to participate. We write to the adults and to the children’s parents to 

explain that we plan to record each of the Zoom sessions and to ask for their 

permission to use some still images and/or video clips from the sessions on our 

websites and/or in other publicity material.  See Pages 13 and 14 for sample letters.  
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Before the first session – what you should do 

1)  Preparing resources - Once you have decided on the number of sessions, 

choose a topic for each session. Whilst the LaST Modules have been developed for 

face to face meetings, with a little modification we have found they work well on 

Zoom. You can prepare all the written material in advance (e.g. factsheets, quizzes 

and word games) and identify any other resources you will need and buy in bulk if 

you require things like craft materials for example. 

For our six week Zoom trial in Burnham 

we delivered packs of resources to the 

school and to the older people in 

advance of the sessions, following the 

COVID 19 guidelines appropriate at that 

time regarding social distancing and 

quarantining.  

The resources we delivered included craft materials and copies of factsheets, word 

games and quizzes. However it is not essential to personally deliver resources. 

Depending on the topic and associated activities the resources could be emailed or 

posted out. Alternatively for many of the L T modules, the material could be read 

from the screen.   

The six topics we chose for our six week Zoom trial in Burnham were: 

• Guy Fawkes and Bonfire Night 

• Remembrance Day 

• Autumn 

• Our Favourite Poems  

• Wartime Christmases (chosen to link to the children’s class project) 

• Christmas memories and games  

 

2) Preparing to deliver sessions - Once you have decided on the day and time for 

your sessions book them as a RECURRING MEETING on Zoom. This will ensure that 

you do not double book your time slot and will mean that everyone can use the 

same ID and PASSWORD for each session.  

When you book your meetings ensure that you tick the box for a “WAITING ROOM”. 

In this way you can control people’s arrival and, most importantly, you can welcome 

them. 
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Ensure you have the best internet connection available – you may find there are 

particular places in your house where the reception is better and the connection 

more stable. We definitely recommend that the HOST and CO-HOST have a few 

practice sessions together to become familiar with the Zoom features. In Burnham 

we also held a practice session with the older people, some of whom were using 

Zoom for the first time. 

Think about the background that will appear on your screen and make sure it’s as 

simple as possible to avoid distractions. Also think about the light – avoid having a 

window or light source behind you and avoid having a light directly above your 

head. Ideally sit in natural light with a window in front of you. 

Find a comfortable seat at a height which will ensure your face and shoulders are 

visible and centred in the screen.  

We recommend that the HOST prepares a detailed plan/agenda before each 

session with anticipated timings. This should be shared with the CO-HOST before 

the meeting. If all goes according to plan you can tick off each part as it’s delivered 

and keep a check on how you’re doing for time. There is an example on Page 12. 

However whilst some structure is essential you do also need to be flexible! Be 

prepared for some activities to take more or less time than you anticipated and 

accept that some things may not work out quite as you expected. You may have to 

think on your feet and be ready to miss something out or add something else in. So 

just as with face to face sessions, make sure you always have more resources 

prepared than you are likely to need.  

 

The start of the session 

Before the session starts the HOST and CO-HOST should open all the documents 

that are to be shared during the session. Before doing this it is important to ensure 

that any other documents or screens on computers are closed. 

The HOST and CO-HOST should join the meeting first. The host should make the  

co-host an official co-host from the start. To do this click on “MANAGE 

PARTICIPANTS” in the meeting controls at the bottom of the Zoom window. Hover 

over the name of the participant who is going to be a co-host and choose MORE. 

Click MAKE CO-HOST. 

We have found it helpful for the HOST and CO-HOST to have a few minutes 

together before admitting the adults from the waiting room.  
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Next ADMIT the adults who are in the WAITING ROOM.  When we meet face to 

face we invite the adults to arrive before the children as it a good opportunity to 

chat informally and to find out how everyone is feeling.  We have found it works 

well to do the same on Zoom so we invite the adults to join the session about  15 

minutes before the children. Do keep an eye on the WAITING ROOM for any late 

arrivals.  

At this stage you can make sure that everyone has their name correctly displayed 

on the screen. It is also a good idea if the adults wear name labels. Also ask the 

adults to use GALLERY VIEW so that they can see all participants. You can remind 

everyone about the PIN function which they might like to use during the session if 

they wish to focus on one or more of the other participants. To access PIN click on 

the ‘3-dot’ menu icon in the top right corner of the participant’s picture that you 

wish to enlarge. However the PIN function is not available for iPhone users. 

Assuming that you have received the necessary signed permissions from all 

participants you can start to RECORD the session. If any of the participants have 

refused permission for filming you may wish to ask them to turn off their camera 

for a couple of minutes at one or two points in the session for you to capture a 

screenshot of the rest of the group. 

ADMIT the children from the WAITING ROOM and ask the teacher/teaching 

assistant to ensure they are also using GALLERY VIEW.  

The children need to be seated 

centred to the screen so that they 

can all be seen. We have six 

children for each session which 

allows two rows of three children.  

 

 

The teacher or teaching assistant 

can help ensure that taller 

children sit in the row behind. If 

the same group of children will 

be attending for two consecutive 

weeks it is a good idea to swop 

over the rows so that everyone 

gets a chance to sit at the front.  
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The Session 

Once everyone is settled comfortably we start with introductions. In our sessions 

the HOST and CO-HOST introduce themselves first, then the older people and then 

the children and teacher. We recommend that the HOST and CO-HOST both make 

a note of the children’s names in the order that they are sitting. We have tried 

name badges for the children but these can be difficult to read as the children are 

all on one screen.   

The HOST then explains how the session will be delivered and reminds everyone 

about the importance of taking turns to speak and about the use of the MUTE 

BUTTON and VIDEO ON/OFF button. We suggest that the adults turn off their 

video and mute themselves if they need to leave the screen during the session. 

Rather than using the Zoom REACTIONS we have found it easiest if we all raise our 

hands if we wish to speak.  

You should explain that if someone’s reception is very bad and is causing 

interference the HOST or CO-HOST will mute them. 

You should then introduce the topic for the session. We often do this by asking a 

leading question and encouraging the children to guess what the topic could be. 

Most of our sessions begin with reading a factsheet. Explain that you will be using 

the SHARED SCREEN facility so that everyone can see the factsheet.  

We then take turns to read from the factsheet just as we would if we were meeting 

face to face. When you are screen sharing it is important to remember that the 

HOST must scroll the page down as it is being read out.  

We have found it helpful to 

divide the text into different 

coloured sections before the 

session. This makes it easier to 

ensure that people read pieces 

of a similar length and that 

everyone gets the chance to read 

at least once. 

Do take time over reading the factsheet and if there are pictures it is a good idea to 

pause for a minute or two so that they can viewed and appreciated. Encourage the 

children and adults to ask questions if they do not understand something or if there 

is a word they do not recognise for example.  
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When you have read and discussed the factsheet the HOST should press STOP 

SHARE so that everyone can see one another again. Depending on what you have 

read, the discussion may continue.  

Sometimes there will be 

something in a factsheet 

or a picture that triggers 

a particular memory for 

someone. It is often 

these unplanned 

moments that are at the 

heart of the project - 

learning and sharing 

together.  

 

Do make sure you give sufficient time for these reflections whilst being sensitive to 

any strong emotions that may be stirred by certain topics. This is where it is so 

helpful to have a HOST and CO-HOST who can both be on the look-out for anyone 

who may have been affected by something they have heard. 

Throughout the session the HOST and CO-HOST should also make sure that 

everyone has a chance to contribute. This is especially important if you are not 

using break out rooms but working as a large group for the whole session. It is 

great when there are very confident participants who are always ready to answer a 

question or share a memory but some children and even adults can miss out if they 

are not putting their hands up. Of course this can happen in face to face meetings 

too but in our experience you need to take particular care to make sure everyone 

feels involved and included  when using Zoom. You may find it helpful to use a tick 

system to make a note when people speak so that you can be sure to find 

opportunities to also include the quieter members of the group.  

 Activities - As well as reading 

and discussing factsheets we 

have tried lots of different 

activities on Zoom. With a little 

modification we have been able 

to use many of the resources 

from the LaST modules 

including quizzes, wordsearches, 

word scrambles and crosswords. 
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 We created some new games for 

our Christmas party and have also 

enjoyed art and craft activities.  

 

In preparation for Remembrance Day we all made poppies.  

 

We each dedicated our poppies to someone’s memory and took turns to explain 

the reason for our choice.   
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After the session the poppies were woven into a wreath which 

was displayed in the entrance hall at Perry House for all the 

residents to see. 

At our meeting on 2nd December we all had fun making 

Christmas crowns in preparation for our party the following 

week when we enjoyed mince pies, games and Christmas jokes. 

 

Break out Rooms – We have found break out rooms work well and give two or 

three adults the opportunity to work more closely with the children and the teaching 

assistant. This creates more of the atmosphere of our face to face meetings and can 

be particularly good for including quieter members of the group. The HOST allocates 

participants to the rooms for an agreed amount of time and moves between rooms 

to check that everyone is OK.  

So far we have successfully used break out rooms for quizzes and for poetry writing, 

coming back together as one group for the quiz answers or to read out our poems.  

Ideally we would split the children into two or three groups as we do in face to face 

meetings. However this has not been possible for us in Burnham either from a 

technical or safeguarding point of view.  

Special guests – One advantage of a virtual project is the opportunity it gives to  

involve people who, for whatever reason, may be unable to attend a face to face 

meeting. This could be because of health or mobility problems for example or may 

be due to distance. It is also possible to invite special guests who may not be local.  
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Refreshments - The most magical moments of our face to face sessions often occur 

when we sit around the table together enjoying a drink and a biscuit and chatting in 

a very relaxed way. We are so pleased that we have found it is possible to create a 

little bit of that magic on Zoom.  

When we have finished the main activity of the session we encourage the adults to 

make themselves a hot drink whilst the teaching assistant gives out orange squash 

and a biscuit or piece of fruit to the children.  

If we were meeting face to face BHPT would supply and prepare the refreshments 

each week so from time to time we have delivered small packs of refreshments to 

the school and to each adult.  This was greatly appreciated and helped to create 

more of a shared experience. For example one week we all munched our apples 

together and at Christmas time we all enjoyed mince pies. We would recommend 

this to other groups although realise that logistically it will not always be possible.  

We have been surprised and 

delighted how, with just a 

little bit of guidance, 

conversations have 

developed and jokes and 

laughter have been shared 

whilst we enjoy our drinks 

and snacks.  

We found pets quickly 

became a popular topic 

especially when Marisa 

introduced us to Maisie  

the kitten! 

 

After refreshments – This can be a good time for a quiz or word game or perhaps 

a drawing. We also use this time to keep in touch with some of the longstanding 

members of the Burnham Intergenerational Programme who unfortunately are not 

able to join us on Zoom.  The children enjoy writing letters, doing drawings or making 

cards for them and we all look forward to welcoming them back when we are able 

to meet face to face again. 

The end of the session – Thank everyone for attending. If the same group of 

children will be attending the next session it is a good idea to tell them a bit about 
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what you have planned in case they need to prepare or bring anything. Make 

arrangements with the teaching assistant if you will need to deliver any resources 

or collect the children’s letters or drawings for example before the next session. 

After the children have left it is good to allow time just to chat with the adults. 

When we meet face to face the adults always leave after the children and we find it 

is a good opportunity to gain feedback and check how everyone is feeling. We have 

found that this informal time, after the children have left, has perhaps been even 

more important in virtual meetings, especially for those  living alone.  

Before the adults leave remind them about the following week’s activities and 

make any arrangements needed to deliver resources or collect any special pieces of 

work. We like to keep examples of the children’s and adults’ work such as drawings 

and poems. These are put into a project file as a record of work for the school. 

After the session  

Saving the Recording - If you have recorded the session remember to download 

the recording onto your PC and save the file for your future use and/or for sharing. 

To share recordings between HOST and CO-HOST we use a free file transfer service 

such as We Transfer which can handle a large amount of data.  

Evaluation - We recommend writing a report as soon as possible after each session 

to include names of participants, topic covered and activities.  The report should 

include details of what worked well, anything that can be improved on and 

anything that did not work well so that you can identify any problems and address 

them quickly. We find these reports are invaluable when preparing future sessions.  

We have found the Zoom recordings can be extremely helpful when reviewing a 

session, providing an 

opportunity to observe 

reactions for example and 

pick up on finer details of 

the interaction between 

the participants. 

For more information on evaluation and for sample evaluation forms for adults and 

children see Evaluation section of the Getting Started pdf.    
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An example of a plan for a Zoom session 

 
 
1.00PM 
 
 
1.15PM 
 
 
 
 
 
1.30PM 
 
1.40PM 
 
1.45PM 
 
 
1.50PM 
 
2.00PM    
 
2.10PM     
 
 
2.25PM   
 
2.35PM 
 
2.45PM
        
 
2.58PM 
 
 
 
3.00PM 
 
3.15PM 
Approx.  

SESSION 3 – Theme - Autumn 
 
SHIRLEY & MARISA’S PRE SESSION MEETING – Marisa (HOST) to 
make Shirley (CO-HOST)  
 
ADULTS JOIN – MARISA to start recording (assuming all have given 
permission - (Use GALLERY VIEW but could change to SPEAKER 
VIEW where appropriate) 

- Remind adults to use MUTE/VIDEO OFF if they wish to leave 
screen at any time; for comfort break etc 

- Remind all to turn their phones off/silent 
ST.PETERS SCHOOL JOIN US ALL  
MARISA welcomes everyone and everyone introduces themselves      
MARISA to ask children how their week has been 
 
MARISA to discuss how the session will play out and how to  
communicate; raise hands and MUTING option 
 
AUTUMN FACT SHEET (SHARE SCREEN) - Reading and discussion 
 
AUTUMN TREE PICTURE QUIZ (SHARE SCREEN) 
 
SHIRLEY to talk about BURNHAM PARK TREE TRAIL – discussion – 
SHIRLEY to show other AUTUMN PICTURES (SHARE SCREEN) 
 
REFRESHMENTS BREAK/CHAT  
 
AUTUMN FACT SHEET QUIZ 
 
WORDSEARCH AND WORD SCRAMBLE (SHARE SCREEN) 
AND/ OR CHILDREN TO DO TREE PICTURES  
 
MARISA to tell everyone about next week’s activity – POETRY and 
writing an AUTUMN POEM - encourage everyone to think about 
words connected with AUTUMN 
 
CHILDREN LEAVE. MARISA and SHIRLEY stay to chat with ADULTS  
 
ADULTS LEAVE             
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Sample letter to Parents 

Name of Organisation 

Dear Parents                                                                                               Date 

Name of Project 

During this term the children from Year Group/ School will have the opportunity to 

take part in the Name of Project. This project provides a very special opportunity 

for children and older people to enjoy spending time together and to learn from 

one another. In these current times it is not possible to meet face to face so we 

have arranged for the children and older people to meet one another instead on 

Zoom. 

We would be very grateful if you could complete and return the attached 

permission slip to the School. We would like to record each of the Zoom sessions as 

we would like to be able to use some still images and/or video clips from the 

sessions on our websites and/or in other publicity material.   

We do hope that your son or daughter will enjoy being involved in the Name of 

Project and we hope that they will also enjoy talking to you about it.  If you would 

like any more information please call me on Tel. No. or email  

With best wishes and many thanks 

Your name 

…………………………………………………………………………………………………………………………………

. 

Name of Project  

PHOTOGRAPH AND RECORDING  PERMISSION SLIP 

Name of Child (PLEASE PRINT)…………………………………    School Year…………………… 

I give permission for my child to participate in the Name of Project Zoom sessions.  

I understand that these sessions will be recorded and that some still images and/or 

video clips from the sessions may be used on Named websites and/or in other 

publicity material.   

Parent/guardian’s name (PLEASE PRINT)………………………………………………………………..              

Parent/guardian’s signature ………………………………………………………Date……………… 
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Sample letter to older people 

 

Name of Organisation 

Date 

Dear                                                                      

                                                             Name of Project 

Thank you very much for agreeing to take part in the Name of Project. This Project 

provides a very special opportunity for children and older people to spend time 

together and to learn from one another. In these current times it is not possible for 

us to meet face to face so for the time being we have arranged to meet one 

another instead on Zoom.  

The first sessions will be held on date and time. We will be in contact a few days 

before the first meeting with all the details you will need for joining us on Zoom.   

We would be very grateful if you could complete and return the attached 

permission slip before the first session. We would like to record each of the Zoom 

sessions as we would like to be able to use some still images and/or video clips 

from the sessions on our websites and/or in other publicity material.   

We do hope that you will enjoy being involved in the Name of Project. If you would 

like any more information about the Project please call me on Tel. No. or email  

With best wishes and many thanks 

 

Your name 

………………………………………………………………………………………………………………………………… 

Name of Project  

PHOTOGRAPH AND RECORDING  PERMISSION SLIP 

Name (PLEASE PRINT) ………………………….………………………………… I agree to participate 

in the Name of Project Zoom sessions. I understand that these sessions will be 

recorded and that some still images and/or video clips from the sessions may be 

used on Named websites and/or in other publicity material.   

 

Signature ……………………………………………………………………….  

 

Date……………………………………. 


