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Guidance for Meeting Planners
A quick reference to help teams choose the most effective, inclusive, and healthy meeting format. This document was created by the Organization Development and Training Advisory Committee based on the results of the November 2026 Library Pulse Survey.
When to Choose In‑Person
Use when relationship building, trust, or complex collaboration is essential.
Best for:
· Strategic planning, conflict resolution, sensitive discussions
· Team building, onboarding, or cross‑functional alignment
· Situations where shared offices make virtual participation difficult
· When physical materials are being used (affinity exercises, posters, etc.)
· When you need to have larger breakout groups    
In-Person Planning Tips:
· Schedule well in advance due to limited room and calendar availability
· Confirm accessibility needs (mobility, sensory, health accommodations)

When to Choose Hybrid
Use only when some participants must be remote. An important consideration is that hybrid meetings require significant facilitation roles to help manage both the in-person and online experiences simultaneously. 
Best for:
· Participants in multiple locations with unavoidable location or scheduling constraints
· Meetings requiring external guests who are not local
· Recurring meetings with team members who have established clear norms and practices for participation


Hybrid Planning Tips:
· Allow yourself some time to set up screen in a way that allows you to see participants, chat messages, etc.
· Minimize or close other applications that might interfere with or pop up during screensharing
· Assign a facilitator to monitor remote participation equitably and check in regularly to ensure there are no connection issues
· Establish clearly how both sets of attendees should engage 
· For inviting questions (in-person questions first, virtual first, alternating?)
· How attendees indicate they have a question (raise hands, submit to a moderator)
· How documents or resources will be distributed (provided to everyone in advance, handed out to in-person and shared via chat to online, etc.)
· What will be displayed to each audience (e.g., what is onscreen and visible to each audience)
· Ensure that all attendees have a way to know who is asking questions because they may not be able to see each other
· Repeat questions and comments so both audiences are able to see and/or hear questions and comments
· Provide closed captions as an optional feature, rather than enabling them by default, to avoid potential distraction for some participants.
· Verify that the host has allowed virtual attendees to change or update how their name is displayed (in Zoom, this setting is available in the web portal zoom.illinois.edu. MS Teams may not have this feature).
· Use high‑quality audio/video equipment; test before the meeting
· Purposefully close the meeting without disconnecting the online audience abruptly
Inclusion Practices:
· Rotate who speaks first (don’t default to in‑room voices)
· Pause regularly to invite remote input
· Avoid side conversations that exclude remote participants
When to Choose Virtual
Use when efficiency, flexibility, or accessibility outweigh the need for in-person connection.
Best for:
· Short updates, recurring check‑ins, or information‑sharing
· Meetings where participants need screen sharing or digital tools
· Employees who need to limit travel or prefer reduced sensory load
· Participants in multiple locations with unavoidable location or scheduling constraints
· Meetings requiring external guests who are not local

Virtual Planning Tips:
· Keep meetings shorter to reduce screen fatigue
· Allow yourself some time to set up your screen in a way that allows you to see participants, chat messages, etc.
· Minimize or close other applications that might interfere with or pop up during screensharing
· Designate a chat monitor, especially if you aren’t able to see the chat easily (such as when screensharing)
· Establish clearly how attendees should engage (videos on/off, reactions, chat usage, etc.)
· Offer camera‑optional participation to support health needs
· Share materials in advance to reduce on‑screen reading time
· Provide closed captions as an optional feature, rather than enabling them by default, to avoid potential distraction for some participants.
· Offer at the beginning or the end for informal chat 
· Verify that the host has allowed virtual attendees to change or update how their name is displayed (in Zoom, this setting is available in the web portal zoom.illinois.edu. MS Teams may not have this feature). 

 Inclusive Meeting Practices (All Formats)
Minimize microaggressions and bias:
· Use people’s correct names and pronouns
· Avoid assumptions about roles, abilities, or backgrounds
· Intervene gently but clearly if exclusionary behavior occurs
Promote participation equity:
· Provide agendas early so participants can prepare 
· Use round‑robins or structured turns when appropriate
· Invite broader participation without singling out individuals, offering alternative ways to contribute (e.g., reflection time, non-verbal input, polls, or written exercises).
· Summarize decisions and check for understanding before closing
Support accessibility and health:
· Provide breaks for long sessions
· Offer alternatives to screen‑heavy materials (printouts, verbal summaries)
· Encourage participants to request accommodation early
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