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Checklist for reopening meetings
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How to 
coordinate a 
hybrid meeting
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HYBRID MEETINGS
SOME PROVEN PRACTICES



PRIORITY #1: 
ESTABLISH 
ACCESSIBILITY
Does your 
meeting location 
have Telephone or 
Internet 
capabilities?



PRIORITY #2:
CHOOSE A 
HOST DEVICE 
BASED ON 
ACCESSIBILITY
The Host Device(s) is 
responsible for 
streaming the audio 
and video signal to 
and from remote 
participants



PRIORITY #3:
ESTABLISH QUALITY 
AUDIO INPUT
- Audio quality is the HIGHEST PRIORITY of a 

Hybrid Meeting 

- Telephone Dial In = Analog Signal

- Internet = Digital Signal

- Microphones are categorized by TYPE and 
MODEL



CARDIOID AND 
DYNAMIC 
MICROPHONES:
GATHER SOUND FROM 
DIRECTLY IN FRONT OF 
THE MICROPHONE



OMNI-
DIRECTIONAL AND 
CONDENSER 
MICROPHONES:

GATHER SOUND 
FROM 

ALL DIRECTIONS



PRIORITY #4:
ESTABLISH CLEAR 
AUDIO OUTPUT 

Speakers vary in size 
and method of 

connecting to your Host 
Device



PRIORITY #5:
VIDEO INPUT 

SOME HYBRID 
MEETINGS CHOOSE 
TO STREAM VIDEO IF 
THEY HAVE INTERNET 

ACCESSIBILITY



PRIORITY #6:
VIDEO 
OUTPUT
SOME HYBRID 
MEETINGS CHOOSE 
TO STREAM VIDEO OF 
THE REMOTE 
PARTICIPANTS



USE WHATEVER YOU
HAVE AVAILABLE:

! NorthStar Online NA Group 
began as a Hybrid Outreach 
Meeting on Thursday May 10th
2018.

!Outreach Service Provided by: 
Kentucky Survivors Area to the 
Clean And Crazy/Never 
Alone Group 

!We had access to stable 
internet through our meeting 
facility

!We chose the full two way 
Audio and Visual experience



YOU CAN PERSEVERE.
JUST KEEP TRYING.

Making A Checklist Was Helpful:

1. Turn on the Host Device and 
connect to your chosen Remote 
Conferencing Application

2. Connect microphone and test

3. Connect speaker and test 

4. Connect Webcam and turn on 
video stream

5. Connect Projector and turn on 
remote video feed



GROUP CONSCIENCE 
WILL GUIDE THE WAY:

!Accessibility is the key factor 
for how you will facilitate 
your  hybrid meeting

! You can use as much or as 
little equipment as you have 
available

! Seek mentorship from 
experienced groups

!More resources available at: 

www.na.org/virtual
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12 Steps of hosting Hybrid Meetings 

1. Ensure you have a stable and fast internet – 2 mbps 
– down / 2 mbps up – do speed test 

2. Preferably chair from a laptop/desktop – meeting 
controls dashboard is more visible / projector option 

3. Make use of correct audio equipment – use of smart 
phone as attendee is best mic option – both quality 
and Health&Safety benefits & head phones for virtual 
attendees

4. Make use of correct video equipment – use of smart 
phone as attendee is best video option under 
lockdown (don’t recommend video) 



12 Steps of hosting Hybrid Meetings 

5. Make sure venue has sufficient tables for equipment 
and access to power source / bring extension chords 
and adapters

6. Use a tech preamble to help guide both face to face 
and virtual attendees on the use of technology and 
help them understand the interface between in-person 
and virtual members (read before the meeting) 

7. Develop an online friendly meeting format with 
preferred sequence of meeting, imbedded readings 
and announcements all incorporated into 1 document 
for the entire meeting e.g. power point 
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12 Steps of hosting Hybrid Meetings 

8. Make sure communications are strong – What's App 
groups, virtual posters drives, Online/Virtual/Regional  
Websites, email meeting lists, Private FB Groups 

9. Where possible have a meeting host /chair and 2 x 
Co-hosts to manage virtual/in person microphones, 
videos, chat and bombers – min x 3 service team 
members  

10. Create new service position linked to Health and 
Safety who will toggle smart phone mic off and on  
behalf of readers and speakers  



12 Steps of hosting Hybrid Meetings 

11. Anticipate problems – open up early – do testing and 
have spare batteries / power chords / ensure phones 
are charged / extra adaptors 

12. Mostly have fun – open mindedness, willingness, 
perseverance and acceptance are required ! 

In reality – everyone opening a hybrid meeting is 
opening a “new” meeting and so expectations that 

“new” meetings work smoothly from day 1 is not our 
experience for In Person meetings and this has been 

our experience for hybrid meetings as well –

trial and error wins the day !! 



Resources
How to chair/host a NA Hybrid meeting? 

Mondays till end August 2020 (starting Mon 27th July 
2020 – next x 6 Mondays)

11am–1pm EDT/8am-10am PDT/4 pm to 6 pm UK/5 –
7 pm South African time
Link- just click in to join. 
https://zoom.us/j/756488015?pwd=KzBlcFlhRGppam
NkV0ZZeklFLy9Wdz09
Meeting ID: 756488015 /Password: 123456

https://zoom.us/j/756488015%3Fpwd=KzBlcFlhRGppamNkV0ZZeklFLy9Wdz09
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Two main questions=30 minutes each
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What did you 
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