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Appendix 2 SOP 002.2 Conduct Virtual Training in a COVID-19 Environment 
 
Date of Issue:  2020-08-17 
 
References: A. SOP 002.1 Prepare to Resume Corps/Sqn Trg in a COVID-19 Environment  
B. Tasking Order 002 to Campaign Plan 
C. Tasking Order 001 to Campaign Plan  
D. Natl CJCR Sp Gp Summer 2020 Campaign Plan    
E. Natl CJCR Sp Gp Order 8012-1 
F. COTM 05/18 
 
1. Purpose 

 
1.1 The purpose of this Standard Operating Procedure (SOP) is to outline the procedures that should be 
followed in order to conduct virtual training in a COVID-19 environment for the 2020/2021 training year 
(TY). 
 
2. Abbreviations and Acronyms 
 

Abbreviation Complete word or phrase 
Corps/Sqn Corps/Squadron 
CoC Chain of Command 
CO Commanding Officer 
COVID-19 Coronavirus Disease-19 
QSP Qualification Standard and Plan 
RMLO Regional Medical Liaison Officer 
SOP Standard Operating Procedures 
TY Training Year 
WRT With Regards To 

 
3. Definitions 
 
3.1 Nil. 
 
4. General 
 
4.1   As Corps/Squadrons (corps/sqn) resume limited in-person and virtual training, consideration must be 
given to the safe conduct of activities in a COVID-19 environment.  All training shall be prepared and 
conducted by adhering to the most restrictive guidelines by all levels of government and public health 
directives of the specific province, region, city, or municipality. Corps/sqn Commanding Officer’s (CO) shall 
ensure that all conditions, as per Refs A, B, C, & D, of Appendix 2 Annex C are met. 
 
4.2 Corps/Sqn COs are to ensure approval to conduct virtual training has been received and is in line 
with national/regional directives and policies.  Refer to ref A of Appendix 2 to Annex C for further 
information. 

 
5. Pre-Planning 
 
5.1 Prior to conducting any virtual training activity, corps/sqn COs or their designate, must: 
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a. ensure the safe conduct of the activity, ensuring guidelines with regards to (WRT) the 
number of participants allowable on the platform are met and required staff supervision 
ratios, as per ref E of Appendix 2 of Annex C, are met; 

 
b. review corps/sqn training plan, applicable Qualification Standard and Plan (QSP) and all 

other relevant resources & tools available; 
 
c. determine an appropriate and authorized platform for the delivery of the virtual training, 

confirming the following: 
 

(1) participants have internet accessibility, have access to a computer and the ability to 
attend virtual training sessions; 

(2) access requirements, including applicable software and computer capabilities; 
(3) accuracy of email and contact information for participants’; 
(4) virtual training activity timings, to include, if required, forwarding invites to 

participants in order for them to access the platform; 
(5) process for completion of in-routine (attendance register); and 
(6) appropriate adult supervision of all virtual training sessions; 

 
d. prior to conducting the virtual training activities, ensure that a tutorial session of the platform 

is provided in order to ensure everyone is familiar and has a basic level of how it works to 
include: 
 
(1) testing microphones, speakers, etc.; 
(2) demonstrating how the chat feature works for questions during the session;   
(3) explaining how to mute microphone during session in order to eliminate 

background noise; 
(4) utilizing the turn-off video feature; and 
(5) any other relevant information to ensure a successful session; 

 
e. update training schedule, in order to ensure training is conducted as per the COVID-19 

restrictions, while also ensuring that supervision ratios are adhered to; and 
 
f. establish ground rules for the virtual training activities, to include: 
 

(1) establishing purpose and learning objectives for the virtual training activities; 
(2) ensuring participants understand expectations with regards to (WRT) attendance, 

wearing of uniform, and other requirements as applicable; and 
(3) ensuring participants understand that although activity is virtual, if they are unwell, 

specifically displaying symptoms of COVID-19, they are to be excused, and they 
will not be disadvantaged for not completing the training. 

 
5.2 To foster a safe training environment it is imperative that the CO or their designate consider the 
following: 

 
a. maintain administrative oversight of the platform to include but not limited to: 

 
(1) ensuring the application is current and up to date; 
(2) restricting administrative privileges are restricted to those who require them; 
(3) disabling features not being used (e.g. file sharing); and 
(4) reviewing default settings for available security options (e.g. waiting rooms, 

passwords, invitations, etc.). 
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b. ensure session connection information is shared via a secured means; 
c. advise participants to not share sensitive information during the session; and 
d. establish a reporting mechanism for inappropriate conduct by adult leaders and participants. 

 
5.3 Attachment 1 to Appendix 2 of Annex C provides a pamphlet outlining recommended guidelines for 
video-teleconferencing from the Canadian Centre for Cyber Security. 
 
6. Virtual Arrival 
 
6.1 Upon arrival for the virtual training activity, staff will ensure the following: 

 
a. begin session 15-20 minutes earlier than scheduled time in order to allow cadets time to 

access the platform; 
 

b. confirm all participates have accessed the site, trouble shoot any issues that arise;  
 

c. ensure that there are no medical concerns, and that all participants are ready to participate, as 
applicable; 
 

d. ensure attendance is registered, and compliant WRT conduct, dress, as applicable, etc.; 
 

e. review previously provided ground rules and expectations; 
 

f. conduct an icebreaker and answer any questions before getting started; and 
 

g. introduce training and conduct virtual training.  
 
7. Conduct of the Activity 
 
7.1 For the duration of the virtual training activity staff must ensure the following: 

 
a. frequent breaks and wellness checks are provided; 

 
b. adequate opportunities for participants to ask questions are provided;   
 
c. ongoing monitoring and supervision in a virtual setting, as per Natl CJCR Sp Gp Order 8012-

1 Supervision of Cadets; and 
 
d. continued reminders, as required, to staff and cadets as necessary for the safe conduct of 

virtual training activities.  
 

8. Departure 
 
8.1 Upon completion of the virtual training activity, the staff must confirm and complete the following:    

 
a. review the purpose and learning objectives for the virtual training; 
 
b. conduct a confirmation of key learning points via a short on-line quiz or other confirmation 

methods; 
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c. conduct a debrief with participants, focus feedback on what they learned, and what they 
found challenging in the virtual setting; 

 
d. assign any homework and promote the learning objectives for the next session.  Identify 

what’s in it for them and their continued progression within the cadet program in preparation 
for a gradual resumption of activities when conditions permit; 

 
e. remind staff and cadets of the necessity for ‘Virtual Training’ as per the Natl CJCR Sp Gp 

continued safe delivery of the cadet experience while operating in a COVID-19 environment; 
and 

 
f. announce the next scheduled virtual training activity. 
 

Attachment :   
  
i. Canadian Centre for Cyber Security – Video Teleconferencing Guidelines   
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Attachment I – Canadian Centre for Cyber Security – Video Teleconferencing Guidelines 
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