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HYBRID MEETING BEST PRACTICES
EXAMPLE
Accessing the meeting

· We will be meeting in person and also running a Zoom online meeting simultaneously.  A Zoom link will be provided to all members via e-mail the morning of the meeting.  The link is the same link which will be used for each meeting.  
· The Zoom information is not to be posted publicly.  If a guest is interested in joining, please forward the meeting information that is provided on Monday mornings to the guest prior to the meeting.  
· At least 15 minutes before joining any meeting, please log in so that we can start the meeting on time.  If you have never joined a Zoom meeting, please make sure to download the app on your laptop or through the Apple or Google app stores (Zoom Cloud Meetings).  
· Click on the meeting link provided and wait for the audio options menu to appear.  Then choose the appropriate option and join the meeting.  Please turn on both your audio and video so that you can fully participate in the meeting.
· At the bottom left of the screen, you can mute/unmute your microphone and start/stop your video. At the bottom center you can click on manage participants to see who’s connected and open the chat window.

· On the top right corner, you can change from speaker view to grid view to be able to see everyone, not just the speaker.
Role preparation prior to the meeting

· Agendas:  These will be e-mailed to all members by the President prior to the start of the meeting, along with a copy of the Timer report and Grammarian report.  
· If attending in person:  Hard copies of the agenda, Timer Report and Grammarian Report will be provided at the meeting.  If the Club Secretary is in attendance, please provide her with a hard copy.  If he/she is not in attendance, please fill out the electronic copy and e-mail it to her.  
· If attending via Zoom:  After the meeting, the Timer and Grammarian reports should be e-mailed to the Club Secretary or printed out and handed to the Secretary if he/she is in attendance.   
· Meeting Role Cue Cards:

· If attending in person:  Cue Cards will be provided by the Sergeant at Arms (SAA).

· If attending via Zoom:  Cue Cards are provided on the club website under Member Downloads.  The cards will also be provided via e-mail to all members with the agenda prior to the start of each meeting.  

· Speech project/Pathways information:  All speakers (attending via Zoom or in person) should be sure to choose their Pathway level (Manual/Path) & speech (Project/Time) in the Meeting Agenda by Sunday evening.  That will enable the Evaluation Form button so that the speech Evaluator can retrieve it prior to the meeting.  
· Speech Evaluator:  

· If you are an Evaluator, you can access the evaluation form for that specific project directly from the agenda. You can print/scan and send to the speaker or fill out the PDF, save and send directly to the speaker. You can use the chat window to attach a file and send it, or find a member’s emails on our website’s Private Member Directory.   If you are attending in person, and the speaker is attending in person, you can handwrite the evaluation form and hand it to the speaker at the end of the meeting.  If the speaker is in attendance and you are online, please e-mail the evaluation form to the speaker.  
· Timer:  
· If attending in person:   The SAA will provide the hard copy green, yellow and red timing cards, and the Timer Report.  If the Club Secretary is in attendance, please provide her with a hard copy.  If he/she is not in attendance, please fill out the electronic copy and e-mail it to him/ her.  
· If attending via Zoom:  
· Print the Timer Signal cards found in the Member Downloads if you have a printer. Otherwise, please find visible items at home that you can show to the speaker and keep them visible at all times after you show the first card. 
· Another option is to download to your computer a green, yellow and red background, add them to your virtual backgrounds on zoom, inside video options and change them when appropriate. If you choose this option please have the images ready and uploaded to your zoom before the meeting.  Please note that this option is dependent on your computer’s ability to handle a virtual background.  If you choose the virtual background option and your image looks blurry, you will be unable to use virtual backgrounds.
· After the meeting, the Timer and Grammarian reports should be e-mailed to the Club Secretary or printed out and handed to the Secretary if he/she is in attendance.   
Meeting setup
· In person:  
· One of the officers attending the meeting in person will log into the Zoom meeting from a laptop, and monitor the chat from within the Zoom meeting.

· The laptop logged into the Zoom meeting will be connected to a monitor or other projector so that those attending in person can view those connected via the Zoom meeting.
· A second laptop or phone will be logged into the Zoom meeting.  This device will be pointed at members or guests who are delivering a speech, doing a table topic or performing a role so those logged into the Zoom meeting can hear and see the speaker.  
· Zoom:  Anyone attending online will log in as usual.  Someone in attendance in person will log in to the Zoom and be assigned to monitor the chat within the Zoom meeting.
During the meeting

· Refer to the Hybrid Meeting Guidelines posted on the Member Downloads Area on the club website for guidelines for those meeting in person.  These will include items such as no handshaking, etc. 
·  Additional best practices for attending online/Zoom can be found below in this section.  The goal is to be as paperless as possible to avoid passing the virus from one person to another.  For example, if you are evaluating a speech, print your own copy of the evaluation, bring it to the meeting and then e-mail to the speaker even if both the evaluator and speaker are attending in person.  
· In person attendance:

· We will continue to utilize the 1 minute evaluation forms, and members should plan to fill those out and provide feedback for each speaker.  If the speaker is in person, the forms can be handed to the person or feedback can be e-mailed after the meeting.  If the speaker is online, please e-mail any feedback to the speaker after the meeting.  Member e-mails can be found in the Private Member Directory.
· Guestbook:  We are using an online guest book to record guest attendance.  If the VP of Membership is not in attendance, please collect the guest’s contact information and e-mail it to him/her.  
· Table Topics Master:  

· If attending in person:  Ask the Toastmaster to ask the Zoom participants to send a chat to the Table Topics Master if they are interested in doing a table topic.  Those attending in person who are interested in participating can raise their hand when Table Topics starts.  
· If attending via Zoom:  Ask the Toastmaster to ask the Zoom participants to send a chat if they are interested in doing a table topic.  Those attending in person who are interested in participating should send a chat to the Toastmaster.  
· Grammarian:  
· If attending in person:  The Grammarian Report will be provided by the President.  If the Club Secretary is in attendance, please provide him/her with a hard copy.  If he/she is not in attendance, please fill out the electronic copy and e-mail it to him/her.  

· If attending via Zoom:  The Grammarian Report is provided by the President via e-mail along with the agenda.  Please e-mail your completed copy to the Secretary after the end of each meeting.  Please write the WOD in the chat window and send it to all Zoom participants.  
· Timer:  

· If attending in person:  
· The Timer Report will be provided by the President.  If the Club Secretary is in attendance, please provide him/her with a hard copy.  If he/she is not in attendance, please fill out the electronic copy and e-mail it to him/her.  

· Please sit near the laptop/device which is logged into Zoom so that any speakers attending online can easily view the color cards when they are displayed.  

· If attending via Zoom:  The Timer Report is provided by the President via e-mail along with the agenda.  Please e-mail your completed copy to the Secretary after the end of each meeting.  

· General Evaluator:  
· If attending in person:  The General Evaluator Report will be provided by the Sergeant at Arms (SAA) or can be found on the Member Downloads section of the club website.  If the Club Secretary is in attendance, please provide him/her with a hard copy.  If he/she is not in attendance, please fill out the electronic copy and e-mail it to him/her.  

· If attending via Zoom:  The General Evaluator Report is provided by the President via e-mail along with the agenda.  Please e-mail your completed copy to the Secretary after the end of each meeting.  

·  Best practices if attending via Zoom:  

· Please mute your line through the Zoom app unless you are speaking. 

· While a speaker is speaking, do not send a chat to all members or to the speaker.  Please hold any chats directed at the speaker or at all participants until a speaker has finished.  

· Leave your video running at all times.  Please keep engaged throughout the meeting. If you need to attend to some urgent matter briefly, stop your video so your movement won’t be distracting for speakers.

· For the Pledge of Allegiance, you may sit or stand.  Please sure to mute your audio after completing the Pledge.  

· If you are a speaker: 

· In addition to entering your speech intro in the Meeting Agenda, please e-mail your speech introduction to the Toastmaster ahead of the meeting.   

· You may seat or stand to deliver your speech.

· Practice looking into the camera instead of the screen for better eye contact. Use hand gestures to support your speech.

· If you’re using a presentation software:

· Have it ready to go before starting the meeting. 

· Use the “Share Screen” at the bottom center on Zoom, click on your document and click on “Share” button. There will be a new menu on top of your presentation, click on “Stop sharing” when your speech is finished. You might not see yourself during share screen mode, but you can still see the audience.

· Once you have started sharing, pin the video window of the meeting Timer so that you can see the red/yellow/green indicators.  

· Clap your hands in front of the camera for the speaker to see you. You can also show “reactions” on the bottom menu.

· For giving feedback to the speaker on the minute after they finish, please use the chat window, directing your comment privately to the speaker (use the dropdown menu to change from “Everyone” to the speaker’s name).  Use this 3-section format:

1. What worked well

2. What could have been improved

3. Final comments

Write the number of the section (1, 2 or 3) and then your comment as one big paragraph so that it’s included on the same chat message.  If you click enter the message will be delivered.
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