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Hybrid events - i.e. meetings, workshops, conferences, or other kinds of events
that combine in-person/on-site with online participants - are becoming
increasingly frequent. They have many advantages, for example, they are more
inclusive — people who cannot participate in-person can participate online; they
lower the carbon footprint by reducing the need for travel, and especially air
travel. However, hybrid events require considerable human and technical
resources, as well as careful planning.

The checklist aims to support event organizers to plan and deliver a successful
hybrid event. The idea for the checklist originated during discussion at EIFL's
online meet-ups for open science trainers, and meet-up participants also helped
to shape its content.

The checklist can be adapted to suit the needs of different kinds of events, for
example, national training workshops, or for an event that is organized for one
faculty, but is then made open to the whole university, or for an international
conference.
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Is 'hybrid' the best format
for your event?

Before you start planning, make sure that the hybrid format is the best option for
your event and that it was chosen after a careful analysis of the event’s purpose,
target audience and the advantages of the hybrid format over fully in-person or
fully online events.

Hybrid events are typically used in situations where participants are geographically
dispersed or when not everyone is able to travel due to time, budget, or other
constraints. They are also a good option when organizers want to increase the
visibility and reach of an event, or when inclusivity and accessibility are priorities.
A hybrid format can also accommodate more people, and this is especially useful
when the venue has limited capacity and interest in the event is high.

Organizing a hybrid event is more complex than it might seem - it is like planning
two events at once, one on-site and one online, and then making sure they
function as a coherent experience. Promotional materials should clearly state that
the event is hybrid and explain what that means in practice, so participants know
what to expect and how they can engage. Without careful planning, it is easy to end
up in situations where online participants cannot hear or see what is happening in
the room, or where they feel ignored because moderators are focused only on the
on-site audience. Making the two audiences work well together requires special
attention, technical means, coordination, and often more resources. However,
when done right, it can make the event much more inclusive and engaging.

Timing and session design are particularly important in a hybrid setting, as session
lengths and formats have to work well for both on-site and online audiences:
shorter talks instead of long lectures, more interactive elements like panels or
workshops, and regular breaks to avoid online fatigue.
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Start planning early, e.g. about two months in advance for smaller events, and
6-12 months for larger or more complex ones.

Develop a budget and identify the required human, technical, and
organizational resources.

Identify speakers, trainers and facilitators and establish their expectations and
needs, and make sure their needs are met when you design the event.

Identify the target audiences (on-site and online).

Identify and address the technical, accessibility, comfort, communication, and
participation needs of both on-site and online participants.

Select a date and time that is likely to suit your target participants / audience.

Take into account costs for participants (e.g. travel, accommodation), location,
and other issues that might prevent people from taking part when planning the
event.

Draft the event scenario and identify potentially critical issues (e.g. budget
target not met, online platform and equipment failure, electricity cuts, internet
issues, delays, cancellations, unexpected costs, overspending etc.) and how to
deal with them.

\

- @ ~ online participants. This can make the event more accessible and attract a

7 If you're charging an event fee, consider offering a discounted rate for

larger audience.

Select the venue based on all relevant requirements and book it well in
advance.
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Establish the organizing team.

Appoint staff for:

Exp

On-site event coordination (a registration desk managing on-site and
online registrations and monitoring email correspondence, logistics
support, team members assisting with slide playback, time management,
etc.)

Online platform management (e.g. hosts, co-hosts, live streaming manager,
etc.)

Technical support for on-site equipment (sound and video technicians,
computer operators, network technicians, microphone runners, etc.)

Facilitation and moderation on-site and online (on-site moderators, online
Q&A platform and chat moderators, facilitators managing interaction
applications, etc.).

lore in detail available platforms for managing online events (esp.

functionalities and pricing).

The

N\

Y

chosen platform(s) should enable:
Live streaming (if needed)
Interaction (chat, Q&A, and polling)
Recording

Archiving of the recordings, presentations and other materials

7 If possible, prioritize an event management platform you are familiar with. If
= you have to use a platform you are not familiar with, make sure to have
enough time for testing the platform and training your staff to use it well.

Test all equipment and the chosen platform(s) before the event in the same
settings (online and on-site) in which your event will take place.

Ens

ure that several cameras are available to show and record the event from

different angles; if this is not possible, a laptop webcam can provide an

add

itional view of the audience for online participants.

Plan to offer good quality Wi-Fi connection for the participants, space for

cha

rging devices or enough extension cords to sockets.

Test the range of the microphone(s) before the event.
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Ensure that additional devices (e.g. laptops, cameras, microphones, etc.),
alternative connections, and additional staff are available in case something
happens with the main devices and staff.

Ensure that there are no additional fees for either on-site or online
participants (e.g. for using interaction tools).

'~ Testthat platforms and tools work on mobile devices and different browsers

mobile phones).

- @ - (e.g. using a whiteboard application can be difficult for participants on

Avoid platforms that require complicated logins or downloads and make
sure all participants can access and use the event management platform
free of charge.

Choose tools that work well for all participants, including those using free
versions, since paid features available to organizers may not be accessible
to others and can negatively affect their user experience.

Use fewer tools that have multiple functions to avoid confusion and
technical issues.

Provide clear information on available accessibility features (e.g. wheelchair
access, sign language interpretation, live captions, accessible seating, assistive
listening systems, etc.) on the event website, so that participants, when they
register, would know their participation options.

During event registration, consider asking participants about their special
needs.

Provide registered participants - especially those who have indicated specific
accessibility needs — with clear, detailed information in advance about all
available accessibility features for both on-site and online participation (e.g.
accessible entrances, physical access routes, restrooms, lifts, seating
arrangements, assistive services, closed captions, screen reader compatibility,
etc.).

If possible, ensure that the in-person venue allows people with disabilities to
easily enter, move around, and access all areas and facilities.

Consider choosing online event management platforms that are compatible
with assistive technologies.

Enable live captioning and/or transcripts that can be accessed by on-site and
online users.
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Enable multiple modes of participation (voice, chat, anonymous questions) so
that everyone has a fair chance to speak and that all participants can ask
questions and be heard.

Session design

Prepare two versions of the programme: a public version for both virtual and
in-person participants and an internal version for the event management and
implementation team that includes more granular timings and responsibilities
of different event team members (a run sheet of the event).

Adjust session duration and formats for hybrid delivery (e.g. there are no long
talks that are hard to focus on online, panels and workshops will work for both
online and on-site participants, etc.)

N\

1
@’ If there is a poster session, include all information about posters in one

place and ensure that all posters are designed in a way that works well both
physically (in-person) and digitally (for virtual platforms).

Encourage authors to include a QR code on each physical poster that links to
a digital version of the poster, as well as to additional resources such as
videos, blog posts, or supplementary materials. Additionally, advise authors
to enhance the digital versions of their posters with interactive elements
like clickable links, embedded videos, and animations, providing a more
engaging and dynamic experience for online participants.

Take measures to ensure online participants can actively participate, not just
observe.
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Collect and make available all links, documents, and instructions on the

- event page/repository and update in real time.

/

Use an interactive tool (e.g. a Q&A or polling platform such as Particify) that
allows both on-site and online participants to submit questions and
comments.

Use the chat function to provide links, documents, or instructions so that
online participants can easily access materials.

Display QR codes or shortened URLs on slides and printed materials linking
to relevant resources, documents, or instructions to make it easy for on-site
participants to access materials on their devices.

Actively integrate questions and contributions from online participants into
the on-site discussion.

Provide online participants with opportunities to speak during Q&A or
discussion segments.

Design breakout sessions that enable online participants to collaborate in
parallel with on-site groups and report back.

If hybrid breakout rooms are organized, use multiple cameras so that online
participants can clearly see what's happening in their room.

If the event includes poster contributions from both on-site and online
participants, hosting a virtual-only poster session before or after the event
is more inclusive and less technically demanding than organizing a hybrid
session.

If live streaming is enabled, keep the delay as short as possible. If there is a
longer delay, moderators should keep inviting questions to avoid silence
after the presentation.

Address online participants directly so they feel included.

Plan regular breaks (e.g. every two hours) that would work for both audiences.

To facilitate information networking and conversations among online

- participants, offer optional breakout rooms during event breaks.

Turn off the main microphone during breaks so online participants don’t
hear background noise.

If your target audience comes from different time zones, schedule sessions to
allow the widest possible participation.
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Offer remote speakers from different time zones or those with technical issues
the option to pre-record their presentations.

Provide clear guidance on participation norms (code of conduct), timing,
interaction, tools and technical setup.

Assign a dedicated moderator for online questions and discussion.

Provide clear guidelines to moderators on how to actively engage with and
integrate online participants into the on-site discussion.

Provide clear guidelines to speakers on hybrid-specific delivery, including
camera use and how to address both on-site and online audiences.

Ensure that speakers are aware of the limits of the camera’s range and are
instructed how to stay visible and do not wander off camera.

Ask speakers to share their presentations in advance and upload them on
devices that will be used to run the event.

# Encourage presenters to make their presentations available in advance, e.g.

- via a repository, and include a QR code on their slides (e.g. at the beginning
and end) linking to a digital version of the presentation. Presenters should
also use clickable links within slides to make it easier for the audience to
explore the content after the sessions.

Assign a team member to provide a microphone to on-site audience members
wishing to ask questions or contribute comments.

|
4

_ _ Ifthis is not possible, make sure that the question or comment is repeated
by someone with a microphone before speakers respond to them.

Set up a feedback form to collect feedback during and after the event from
on-site and online participants.
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Implementation

AL B £

Require participants to indicate their mode of participation (in-person or
online) in the registration form.

Collect accessibility requirements and other specific needs (e.g. dietary
restrictions, language support, technical assistance) in the registration process
to enable appropriate arrangements - e.g. to plan for including sign language
interpretation for deaf and hard-of-hearing participants.

Provide clear information at registration about what in-person and online
participation involve, including interaction, technical set-up, and venue details.

Send out the registration form early on.

Set a clear registration deadline to allow sufficient time to organize the event
and support participant needs.

Obtain consent for recording and live streaming during the event and data use
for both participation modes.

Process registration data in advance to anticipate capacity, support the needs
expressed, and plan on-site and online engagement.

Run a final technical rehearsal, involving all members of the technical support
team.

Preload all presentations and test them on a dedicated computer. Define a
clear procedure for online speakers, speakers who submit a presentation late
to test the file and transfer it to the dedicated computer prior to their session.

Provide clear guidelines for participating in both on-site and online sessions
(in multiple languages, if needed).
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Post signs in the room indicating that recording is in progress, for participants
who arrive late and may have missed the announcement at the start.

Ensure that technical support staff continuously monitor audio, video, and
connectivity quality.

Set up a workflow to respond promptly to technical or access problems.

Establish an internal communication channel for the event organizers to flag
and resolve issues in real time.

Assign multiple co-hosts for the online channel to ensure quick access,
monitor the online experience and facilitate engagement.

Ensure that session chairs have a backup plan in case a scheduled speaker is
unable to attend or present.

Appoint back-up chairs and facilitators to step in if needed.

A dedicated staff member monitors correspondence via a contact email for the
event during the event.

A moderator should inform participants how they could provide their feedback
during the event (e.g. by using reactions and writing in the chat if participating
online and using a QR code to access the feedback form for on-site
participants).

Post-event
activities

Collect feedback after the event to assess the relevance of the content,
engagement opportunities and technical performance for future improvement.

Make recordings and materials available and communicate this to participants
(e.g. via a follow up email).

Document lessons learned for future hybrid events.
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Resources

In preparing this checklist, we reviewed resources covering events of varying sizes
and scope.

Doran, Aileen L., Victoria Dutch, Bridget Warren, et al. 2024. ‘Planning Virtual
and Hybrid Events: Steps to Improve Inclusion and Accessibility’. Geoscience
Communication 7 (4): 227-44. https://doi.org/10.5194/gc-7-227-2024.

Hanaei, Sara, Amirhossein Takian, Reza Majdzadeh, et al. n.d. ‘Emerging
Standards and the Hybrid Model for Organizing Scientific Events During and
After the COVID-19 Pandemic’. Disaster Medicine and Public Health
Preparedness, 1-6. https://doi.org/10.1017/dmp.2020.406.

‘Guidance for Planning and Hosting a Successful Hybrid Event - Reflections
from the ACCESS Annual Assembly 2022 - University of Exeter - Figshare’.
https://ore.exeter.ac.uk/articles/report/Guidance for Planning and Hostin
g a Successful Hybrid Event - Reflections from the ACCESS Annual Asse
m 2022/2 ?file= 182

Kun, Andrew L., and Orit Shaer. 2023. ‘Designing an Inclusive and Engaging
Hybrid Event: Experiences from CHIWORK'. arXiv:2306.15600. Preprint, arXiv,
June 27. https://doi.org/10.48550/arXiv.2306.15600.

Mingoia, Jessica, and Briana Bivens. 2025. Guide for Organizing Hybrid Events
and Enhancing Accessibility. Rutgers University.
https://doi.org/10.7282/00000567.

Moiso, Deborah Rim. 2024. ‘A Guide to Hybrid Event Planning and Hybrid
Facilitation’. SessionLab, March 11.
https://www.sessionlab.com/blog/hybrid-event-planning/.

Puccinelli, Eleonora, Daniela Zeppilli, Paris V. Stefanoudis, et al. 2022. ‘Hybrid
Conferences: Opportunities, Challenges and Ways Forward’. Frontiers in
Marine Science. https://doi.org/10.3389/fmars.2022.902772.

Including Disability Virtual Conference Planning Handbook
https://www.includingdisability.org/events/handbook

Cite this document as:
Kuchma, 1., & Sevku3i¢, M. (2026). Organizing a hybrid event.
https://doi.org/10.5281/zen0d0.19589856

Images in this document are provided by Freepik.
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