
 

Organizing Hybrid Meetings 
Talent Development 
 

Hybrid meetings are already taking place on 
campus and will continue grow in popularity as 
campus is repopulated. They require a different 
mindset and considerations to ensure all 
participants feel involved and heard. 

When the pandemic began, we made a vast shift as a campus to conduct our work 
virtually. We quickly created work spaces in our homes, collaborated in ways we never 
thought possible, and learned our way around Zoom. We met virtually with our 
colleagues for months and many of us continue to do so. Our presence on campus 
varies from day to day and person to person, but our team structures remain the same. 
So the next question becomes how do we master meetings when some of us are in 
person together and others are remote?  

 



 

 

 Set ground rules for the meetings in advance to ensure that all participants 

have the opportunity to share and contribute. It will be more important than 

ever to only have one person talking at a time and to ensure chat features 

are enabled.   

 Make sure the meeting invite includes the virtual meeting information as well 

as the physical location of the meeting. 

 Create a clear and detailed meeting agenda and send it out in advance 

along with other materials that will be used and referred to during the 

meeting. 

 Select rooms with strong Wi-Fi connections and that all technology, 

including speakers, screens, and microphones are functioning in advance.  

 Create activities in formats that all participants can do whether in person or 

virtually.  

 Ensure in-person attendees are not dominating the conversation as it will 

feel natural to do contribute this way. Leave time for virtual participants to 

come off of mute and engage in the discussion.  

 If there are deaf or hard-of-hearing participants in the meeting, Access 

Services would prefer to match the location of the participants, if possible 

based on scheduling. When placing an interpreting request, please indicate 

those details.  

 

Hybrid meetings may take extra pre-planning and forethought as 
you get going; nevertheless, the preparation will be worth it in the 
long run for a smooth meetings where everyone feels ready, heard, 
and equipped. 
 
 
 

 

Tips for Successful & Inclusive Hybrid Meetings 
Talent Development 

 

Additional Resources: 

When Everyone is Not Virtual from Leading Virtual Meetings 
How to Run Effective Hybrid Meetings 

Leading Effective and Inclusive Hybrid Meetings 
Considerations and Best Practices for Running Hybrid Meetings 

Accommodating Virtual Attendees with Hybrid Meetings 
10 Tips for Great Hybrid Meetings 

 
 

 

 

https://www.linkedin.com/learning-login/share?forceAccount=true&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcollections%2F6757691487682605056%3Ftrk%3Dshare_collection_url%26shareId%3Ddae4ff73-061f-4ed6-9e0e-90417182d7d8&account=42272537
https://www.linkedin.com/learning-login/share?forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fleading-virtual-meetings%3Ftrk%3Dshare_ent_url%26shareId%3D7714b4d2-af36-461f-a428-ec4a751543e7&account=42272537
https://unito.io/blog/hybrid-meeting-tips-partially-remote/
https://www.linkedin.com/pulse/leading-effective-inclusive-hybrid-meetings-rachel-cossar/?articleId=6717056178532220928
https://www.i4cp.com/coronavirus/considerations-and-best-practices-for-running-hybrid-meetings
https://www.northstarmeetingsgroup.com/Planning-Tips-and-Trends/Event-Planning/Event-Technology/Hybrid-Meetings-Live-Streaming-Engagement-Virtual-Attendee
https://www.successfulmeetings.com/Strategy/Technology/10-Tips-for-Great-Hybrid-Meetings

