






















































































Hybrid Meetings & Events
Preparation Checklist

Spell out safety protocols for sanitizing surfaces, wearing masks,
maintaining distance, eating in common areas, etc.

Agree on any screening procedures for people attending in-person:  recent travel,
temperature check, and so on.

Assign someone to communicate the protocols with everyone else and
update the team or participants on changes to the policy.

Set expectations: cameras on, microphones muted unless talking,
participation is anticipated, and added patience for everyone.

Preparing
for In-person

Develop a plan for how many people are 
permitted in the space at once.

First Hybrid
Meeting/Event

Purchase any technology needed and test ALL in a practice meeting.

Send attendees detailed instructions on how to access the meeting.

Adjust agenda to minimize blocks of reporting.

Limit meeting time to an hour, or provide adequate break time.

Between
Meetings

Consider providing attendees with the same snacks or goodies prior
to the next meeting to enhance a feeling of cohesiveness.

Ask for regular feedback from attendees about what worked and didn’t.

Discuss a mentor or buddy program to pair staff members to increase rapport.

Provide social time, either 15 minutes before or after meetings or at other times.

Provide social time, either 15 minutes before or after meetings or at other times.

Address any lack of meeting engagement privately between meetings.

*Adapted from Boardable 

https://boardable.com/
https://boardable.com/


Running Effective Hybrid Meetings,
Resources

Articles

Videos

Virtual Meeting ProvidersTechnical Equipment

Collaborative Tools

https://fellow.app/blog/meetings/hybrid-meetings-tips-and-examples/
https://participedia.net/case/5102
https://www.i4cp.com/coronavirus/considerations-and-best-practices-for-running-hybrid-meetings
https://unito.io/blog/hybrid-meeting-tips-partially-remote/
https://www.govtech.com/gov-experience/this-connecticut-town-has-embraced-the-hybrid-virtual-meeting
https://www.signalsaz.com/articles/march-city-council-meetings-to-continue-hybrid-model/
https://www.linkedin.com/pulse/what-we-learned-from-our-first-hybrid-toastmasters-meeting-dubost/
https://www.forbes.com/sites/forbeshumanresourcescouncil/2021/05/05/the-hybrid-work-model-a-new-challenge-for-diversity-equity-and-inclusion/
https://www.youtube.com/watch?v=aRi1ORI2INY
https://www.youtube.com/watch?v=58RUk-sq0Z4
https://www.youtube.com/watch?v=qRSrgLtok7I&t=25s
https://www.cisco.com/c/en_uk/solutions/collaboration/webex-free-trial.html
https://en.wikipedia.org/wiki/Comparison_of_web_conferencing_software
https://explore.zoom.us/docs/en-us/hybrid-workforce-b.html?utm_source=nav&utm_medium=web&utm_campaign=zfwd&zcid=4585&_ga=2.114579150.831171351.1624981003-589941469.1616776307
https://explore.zoom.us/docs/en-us/hybrid-workforce-b.html?utm_source=nav&utm_medium=web&utm_campaign=zfwd&zcid=4585&_ga=2.114579150.831171351.1624981003-589941469.1616776307
https://www.techsoup.org/
https://www.google.com/nonprofits/
https://www.microsoft.com/en-us/nonprofits/eligibility
https://padlet.com/
https://docs.google.com/
https://www.mentimeter.com/
https://www.polleverywhere.com/
https://www.sli.do/
https://www.sli.do/

