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To learn best practices for 
running hybrid events
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Key Takeaways



Key Takeaways

Producing 

a live TV

show 

Running a 

seamless

event

Integrating 

a hybrid

event



1. Producing a hybrid event is like 
producing a live TV show



2. If you require a seamless hybrid event 
you may need to double your staff



3. Fully integrated hybrid events are more 
challenging but also more engaging



Formats



What Is a Hybrid Event?

Physical

(in-person)

event

Hybrid

event

Virtual

(online) 

event



Formats

Two-in-One

Hybrid

Event

Integrated

Hybrid

Event



Two-in-One Hybrid Event

Minimal attendee overlap

Some overlap in plenary

No overlap in breakouts

No overlap in networking

Virtual “2nd-class citizens”

Plenary

Sessions
Physical

Breakouts

Virtual

Breakouts

Physical Virtual



Integrated Hybrid Event

Single unified event

Hybrid plenary

Hybrid breakouts

Hybrid networking

Equal participants

Plenary

Sessions

Hybrid

Breakouts

Physical Virtual



Pros/Cons

Two-in-one

Better separation of concerns

Less technology required

More duplication of effort

Less engagement

Integrated

Better attendee engagement

Less duplication of effort

More technology required

More complex setup



Rooms



Rooms

Plenary

Room

Breakout

Rooms

Mission 

Control 

Room



Plenary Room



Breakout Rooms



Mission Control Room

Actual photo not available



Tools



Tools

Video 

Conferencing

Virtual 

Whiteboards

Instant 

Messaging

Production 

Schedule



Video Conferencing

Zoom

Meeting mode

Breakout rooms



Virtual Whiteboard

Miro

Presentation

Collaboration



Instant Messaging

Slack

Zoom

Headsets

Runners



Production Schedule

Google Sheets

Coordination

Printed copies



People



People

Event 

Producer

Physical 

Event 

Manager

Virtual

Event 

Manager

Breakout

Room

Facilitators

Physical 

Audio/Video

Director

Breakout

Room

Technicians

Virtual 

Whiteboard 

Manager

Virtual 

Audio/Video

Director

A/V

Technicians

Physical Team Virtual Team

IT 

Technicians

Breakout

Room

Manager



Event Producer

Oversees entire event

Runs production schedule

Located in mission control

Always-on communication

Event 

Producer

Physical

Event

Manager

Virtual

Event

Manager

Breakout

Room

Facilitators

Physical 

Audio/Video

Director

Breakout

Room

Technicians

Virtual 

Whiteboard 

Manager

Virtual 

Audio/Video

Director

A/V

Technicians

Physical Team Virtual Team

IT 

Technicians

Breakout

Room

Manager



Physical Event Manager

Manages physical event

Manages in-person tasks

Located in plenary room

Event 

Producer

Physical

Event

Manager

Virtual

Event

Manager

Breakout

Room

Facilitators

Physical 

Audio/Video

Director

Breakout

Room

Technicians

Virtual 

Whiteboard 

Manager

Virtual 

Audio/Video

Director

A/V

Technicians

Physical Team Virtual Team

IT 

Technicians

Breakout

Room

Manager



Breakout Room Manager

Manages breakout rooms

Manages facilitators

Located in control room

Event 

Producer

Physical

Event

Manager

Virtual

Event

Manager

Breakout

Room

Facilitators

Physical 

Audio/Video

Director

Breakout

Room

Technicians

Virtual 

Whiteboard 

Manager

Virtual 

Audio/Video

Director

A/V

Technicians

Physical Team Virtual Team

IT 

Technicians

Breakout

Room

Manager



Virtual Event Manager

Manages virtual event

Manages online tasks

Located in isolated room

Event 

Producer

Physical

Event

Manager

Virtual

Event

Manager

Breakout

Room

Facilitators

Physical 

Audio/Video

Director

Breakout

Room

Technicians

Virtual 

Whiteboard 

Manager

Virtual 

Audio/Video

Director

A/V

Technicians

Physical Team Virtual Team

IT 

Technicians

Breakout

Room

Manager



Physical A/V Director

Directs in-person visuals

Directs in-person audio

Manages A/V technicians

Event 

Producer

Physical

Event

Manager

Virtual

Event

Manager

Breakout

Room

Facilitators

Physical 

Audio/Video

Director

Breakout

Room

Technicians

Virtual 

Whiteboard 

Manager

Virtual 

Audio/Video

Director

A/V

Technicians

Physical Team Virtual Team

IT 

Technicians

Breakout

Room

Manager



Breakout Facilitators

Facilitates breakout sessions

Both physical and virtual

Can support multiple rooms

Event 

Producer

Physical

Event

Manager

Virtual

Event

Manager

Breakout

Room

Facilitators

Physical 

Audio/Video

Director

Breakout

Room

Technicians

Virtual 

Whiteboard 

Manager

Virtual 

Audio/Video

Director

A/V

Technicians

Physical Team Virtual Team

IT 

Technicians

Breakout

Room

Manager



Virtual A/V Director

Directs online video

Directs online audio

Event 

Producer

Physical

Event

Manager

Virtual

Event

Manager

Breakout

Room

Facilitators

Physical 

Audio/Video

Director

Breakout

Room

Technicians

Virtual 

Whiteboard 

Manager

Virtual 

Audio/Video

Director

A/V

Technicians

Physical Team Virtual Team

IT 

Technicians

Breakout

Room

Manager



Virtual Whiteboard Manager

Manages whiteboards

Technical and creative

Acts as real-time scribe

Event 

Producer

Physical

Event

Manager

Virtual

Event

Manager

Breakout

Room

Facilitators

Physical 

Audio/Video

Director

Breakout

Room

Technicians

Virtual 

Whiteboard 

Manager

Virtual 

Audio/Video

Director

A/V

Technicians

Physical Team Virtual Team

IT 

Technicians

Breakout

Room

Manager



AV and IT Technicians

Perform A/V and IT tasks

Set up, operate, tear down

Diagnose and fix issues

Event 

Producer

Physical

Event

Manager

Virtual

Event

Manager

Breakout

Room

Facilitators

Physical 

Audio/Video

Director

Breakout

Room

Technicians

Virtual 

Whiteboard 

Manager

Virtual 

Audio/Video

Director

A/V

Technicians

Physical Team Virtual Team

IT 

Technicians

Breakout

Room

Manager



Breakout Technicians

Support breakout facilitators

Separate human vs. technical

Needed for seamless events

Event 

Producer

Physical

Event

Manager

Virtual

Event

Manager

Breakout

Room

Facilitators

Physical 

Audio/Video

Director

Breakout

Room

Technicians

Virtual 

Whiteboard 

Manager

Virtual 

Audio/Video

Director

A/V

Technicians

Physical Team Virtual Team

IT 

Technicians

Breakout

Room

Manager



Other Roles

Door greeters

Food coordinator

Wipe-down crew

Event 

Producer

Physical

Event

Manager

Virtual

Event

Manager

Breakout

Room

Facilitators

Physical 

Audio/Video

Director

Breakout

Room

Technicians

Virtual 

Whiteboard 

Manager

Virtual 

Audio/Video

Director

A/V

Technicians

Physical Team Virtual Team

IT 

Technicians

Breakout

Room

Manager



Tips



Tips

Culture Communication COVID-19

Scheduling Social Technology

Miscellaneous



Culture

Be agile

Embrace change

Experiment

Fix mistakes

Stay positive



Communication

Prefer standard terms

Name equipment

Name breakouts

Be explicit



COVID-19

Have protocols

Post protocols

Provide accommodations

Wipe down everything

Socially distance



Scheduling

Use timers

Leave buffers

Add lunch breaks

Don’t be too long



Social

Limit capacity

Try for 50/50

Do quick intros

Make eye contact

Hybridize ice-breakers

Provide networking



Technology

Prefer wired

Provide training

Create link page

Have backups

Have mobile hotspots



Technology

Prefer wired

Provide training

Create link page

Have backups

Have mobile hotspots

Separate networks

Have a virtual help desk

Host tech checks

Do a dry run

Provide laptops



Miscellaneous

Entertain

Play music

Raise hands

Repeat questions

Watch for hands



Conclusion
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Resources

Zoom - https://zoom.us/

Miro - https://miro.com/

Slack - https://slack.com/

Wonder - https://www.wonder.me/

Serenze Global - https://serenzeglobal.org/

Matthew Renze - https://matthewrenze.com/

Heather Wilde - https://heathriel.com/

https://zoom.us/
https://miro.com/
https://slack.com/
https://www.wonder.me/
https://serenzeglobal.org/
https://matthewrenze.com/
https://heathriel.com/


Global Tech Community Leadership Summit



Summary

Think like a TV-show producer

Decide if seams are acceptable

Integrated your hybrid event



Q&A


