
R&W’s 5 Steps to Run a Successful Hybrid Meeting

1. Preparation
It helps to ensure all attendees receive a 
meeting request invitation prior to the event, 
with joining instructions. For organisations 
using a specific video conferencing software 
such as Zoom, Microsoft Teams or Google 
Meet, make sure all staff are trained on how 
to use the platform.
2. Engagement
Our clients have informed us that giving both internal and external attendees the opportunity to 
present and share content makes for a more successful hybrid meeting. Make sure your meeting 
space has the facility to show the video of multiple attendees and make use of functions such as 
“Spotlight” within Microsoft Teams to focus all attendees on the active speaker. We like to utilise 
Q&A time in our hybrid meetings, giving each team member a chance to ask any questions they 
have, much like they would in a face-to-face setting.
3. Have a Plan B
Network issues are not uncommon. Although many organisations now have a reliable, fixed, fibre 
connection, a connection issue before or during an important meeting is never welcome. We’d 
recommend familiarising yourself with your setup and having a backup 4G / 5G connection 
(location dependent) that can be used when necessary.

4. Keep it FUN!
This point applies more to a corporate setting 
where video calls and hybrid meetings can become 
a low point of an employee’s day. Working from 
home and sitting in front of Zoom all day can be 
really hard to adapt to, and it’s likely to be the 
case for some time. Therefore, we suggest using 
hybrid meetings for fun activates such as “Friday 
Afternoon Drinks” or even hosting events such as 
charity cake sales to raise money. These give team 
members a sense of familiarity and take the doom 
and gloom away from video calls with colleagues.

Don’t be afraid to ask for help! 
We know weighing up the options can often be difficult, 
and there’s lots of conflicting information out there. 
We’re able to offer unbiased advice based on real-life 
applications we’ve installed for clients, you can reach 
out via our website or give us a call on 0161 8833 765.

5. Have the Right Tools
This may sound cliché coming from an AV company, but the technology used for your hybrid 
meetings really does impact the overall experience. High quality video and audio ensure “sorry, 
can you please repeat that” doesn’t echo in the background of meetings, and features such as 
auto tracking make meetings feel more natural and professional. Other things to consider include 
a booking system to make sure your hybrid meeting space(s) are not double booked, a portable 
system if you host larger events in various locations and 
a simple user interface for control, to reduce the amount 
of training required.
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