E F F E CT | V E V | R T U A I_ (0] § Tips for maximizing effectiveness & inclusion of \ @
meetings which include remote (and M

H Y B R I D M E E T I N G S sometimes in-person) participants

Identify the team required to maximize @( ENABLE Ensure all participants can, and feel
the effectiveness of the meeting ':ié & CONTRIBUTIONS comfortable to, contribute to the meeting

Ensure ‘Pilots’ Identify a g % Identify the s =) Encourage =2/l 4 Add interactive ° Breakouts
know how to fly virtual @ = Crew Ep participation ﬂ tools to build to aid
the plane ‘Steward’ e\'%p Scmgr‘f;f:e”*“' engagement sharing
3 Check that contributors| * Steward welcomes 3 Make contributors O Tell participants how to ask | O L_Jse ormo_foﬂon tools [>], () Use breakouts to
. - questions, e.g. "ask live reactions [>] and enable small group
(e.g. presenters) know everyone by name; start clearly visible to the . . . i
how fo Use the fools on with virtual attendees participants questions through chat other apps dls_cu55|ons and fo
MS Teams (or other + Steward briefs (& reminds) | Be ready to guide 0 Direct participants on how | Add quick and easy build frust
platform). Where they everyone on the everyone on how fo set to confribute so that surveys or quizzes () Meeting pilot can
don't know, grab them procedures: webeams éveryone can see. e.g. O Add apps: move between
a co-pilot who does « Mute as default S Shotioht the meetin “share comments in chat” . virlual whiteboards breakouts to check
+ Get your cockpit right + WebCamson c?oir?& speaker(s) l;f 0 Regularly invite virtual (e.g. MS Whiteboard, progress
(screen layout): ensure + WebCam off fo signal P attendees (by name) to ask Hoylu & Mural)
presenters see chat, stepping away > Iflarge meeting, give all questions or add input + polling (e.g. Slido)
webcams, upcoming - Steward checks people bcrel\zv d|SthIIV'rTUO| 0 Create a sense of asingle * Q&A (e.g. Yammer)
slides, etc. [>] have what they need hg/(;”)groun (*1can ‘meeting room'’

\ BE ON THE SAME Ensure everyone knows why we Ensure all participants feel

are here, where we are going, valued & included
ITINERARY and the progress being made

e 2@ Share ® @ \onitor Confirm the .1'1 All participants @ Projection @Respec’r the
| e = inati connect on their "a = same for room needs of
’rhe plan ‘Eﬁ@? progress W= destination ﬂ WQ;&Q

own device and virtual others
= Share the objective, | = Regularly return to a | = Ensure notes taken @ No hiding = encourage Where the presenterisinthe & Stop in-room side
agenda and pre- visible agenda of confirmed everyone to join from their own physical room: conversations
readingin advance | _ - ot notes live decisions and that device with webcam on & Project from their separate | & Consider accessibility
of the meeting for all fo see (can next-step owners & Help people manage webcam laptop so everyone sees needs. E.g. switch on
= Confirm the physical be as easy as a are visible fo all views [>] the same screen live captionse [>]
(room) and virtual shared word = At the end of the & Ensure discussions can be & Point an additional camera & Consider recording the
(link) locationsin document) meeting, share the followed: at the presenterinthe room  meeting for those
advance to all = Use annotation notes and next + Reduce background noise absent
articipants ) steps to allow Where th teris virtual: .
P P tools to guide orpﬂd Sneto e _ ere Ine presenteris vimuak -« nvite external partners
= Use a “room” layout everyone where fo P " TE . . _E‘Tﬂ |m|o.|emem Teoms_d|o|— & Help ensure their webcam [>] be aware that some
to “go round the look, on slides & vegy Te‘rol' in on a spider phone or in is large enough in the room  MS Tools may not work
table” documents [>] understanding the room only one person for all to see equally for them

connects to the room audio
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https://support.microsoft.com/en-us/office/spotlight-someone-s-video-in-a-teams-meeting-58be74a4-efac-4e89-a212-8d198182081e
https://techcommunity.microsoft.com/t5/microsoft-365-blog/introducing-powerpoint-live-in-microsoft-teams/ba-p/2140980
https://support.microsoft.com/en-us/office/laser-point-or-draw-on-powerpoint-slides-in-a-teams-meeting-8eebe227-6d28-4b05-8156-f7bb63da4de4
https://support.microsoft.com/en-us/office/use-live-captions-in-a-teams-meeting-4be2d304-f675-4b57-8347-cbd000a21260
https://www.youtube.com/watch?v=Es5-vrlsm5s
https://support.microsoft.com/en-us/office/adjust-your-view-in-a-teams-meeting-9825091c-0e7d-4c2b-95f5-eba644f19175
https://support.microsoft.com/en-us/office/reduce-background-noise-in-teams-meetings-1a9c6819-137d-4b3b-a1c8-4ab20b234c0d?ui=en-US&rs=en-US&ad=US
https://support.microsoft.com/en-us/office/laser-point-or-draw-on-powerpoint-slides-in-a-teams-meeting-8eebe227-6d28-4b05-8156-f7bb63da4de4
https://www.onmsft.com/news/microsoft-teams-meetings-add-live-reactions-giving-camera-shy-people-more-ways-to-express-themselves

