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13 steps to 
efficient hybrid 
meetings

Guide

Easy ways to boost productivity  
and engage your team
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Hybrid work has transformed every aspect of the 

workplace—including how people meet, share ideas, and 

collaborate. The days of dialing into a conference call and 

struggling to understand what’s being said over scratchy 

audio are gone. Fully hybrid meetings are the new normal.

In this guide, we’ll cover all the steps you need to set your 

organization up for success with hybrid meetings:

  When to have a hybrid meeting (and when not to)

  Setting up functional hybrid meeting rooms

  Making it easy for your team to collaborate

... and much more.

Let’s dive in.

Sander Schutte

CEO of Mapiq

83% of workers now say they prefer 

a hybrid work arrangement.

And 66% of organizational leaders are open to 

redesigning their offices to support hybrid work.

Hybrid meetings: 
from a possibility to 
a necessity

More than a year into the pandemic, 
one thing is clear: work will never  
be the same.

https://www.mapiq.com/
https://www.mapiq.com/
https://www.accenture.com/us-en/insights/consulting/future-work?c=acn_glb_talentandorganimediarelations_12163686&n=mrl_0521
https://www.microsoft.com/en-us/worklab/work-trend-index/hybrid-work
https://www.microsoft.com/en-us/worklab/work-trend-index/hybrid-work
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Why hybrid 
meetings are 
different

Hybrid organizations run into two 

primary types of challenges when 

facilitating effective meetings. 

Logistical challenges like audio 

problems and overscheduling make 

it harder to schedule and run 

effective meetings. And issues with 

your company meeting culture can 

cause people to feel disconnected 

and make collaboration harder.

Let’s take a closer look at how to 

overcome these challenges.

On the surface, hybrid meetings seem 
like they shouldn’t be all that different 
from in-person meetings. 

But they come with unique challenges 
—like keeping your people engaged, 
creating functional meeting rooms, and 
preventing information loss.

https://www.mapiq.com/
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Overcoming 
logistical 
challenges
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https://www.mapiq.com/
https://www.mapiq.com/
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Companies around the world pivoted almost overnight 

from fully on-site to fully remote in 2020. But 

transitioning to hybrid meetings comes with a whole 

new set of challenges. You’ll need to adapt to avoid 

meeting overload while updating your facilities to make 

it easier to schedule and run hybrid meetings.

Even before the pandemic, most 

organizations were struggling with 

meeting overload. For years, too 

many organizations have been 

scheduling too many meetings... 

and that’s not necessarily good  

for productivity.

With the overnight pivot to remote 

in 2020, the pace of meetings got 

even more intense. Today 63% of 

remote workers are participating in 

more meetings than they did in the 

office, with 30% saying they are on 

video calls for 2 to 3 hours per day.

Too many meetings can kill your 

team’s productivity. Instead of 

actually doing the work that moves 

your company forward, your team 

spends hours on end talking about 

the work. Over the long term, 

endless meetings can seriously 

drain your team’s energy and focus.

Avoid meeting 
overload

https://www.mapiq.com/
https://www.mapiq.com/articles/looking-back-at-the-pandemic-with-mapiqs-coo
https://hbr.org/2017/07/stop-the-meeting-madness
https://www.globenewswire.com/news-release/2021/04/15/2210768/0/en/Nearly-Half-of-Professionals-Experience-Zoom-Fatigue-and-Burnout-from-Online-Meetings.html
https://www.globenewswire.com/news-release/2021/04/15/2210768/0/en/Nearly-Half-of-Professionals-Experience-Zoom-Fatigue-and-Burnout-from-Online-Meetings.html


12 13

Conduct 
a meeting 
audit

With a smart office platform,  

you can also take a look at how  

your meeting rooms are being used 

currently. Reviewing office data  

can reveal common issues like 

scheduling too many meetings, 

underutilized meeting spaces,  

and unused room bookings.

Before you start to make changes,  
it’s important to understand how your 
team feels about your current meeting 
routine. Doing a simple audit can help  
you find out what’s working and 
pinpoint what needs to change.

13 steps to efficient hybrid meetings

Start by surveying your employees. Just a few simple questions 

can help you learn how your team feels about meetings now:

  Do you feel engaged at our meetings?

  Was this meeting a good use of your time?

  

  What would you change about our meetings?

  Do you think our meetings are helping us reach our team goals?

https://www.mapiq.com/
https://www.mapiq.com/whitepapers/a-future-proof-office-for-business-growth
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Lean into 
asynchronous 
solutions

After all, 67% of employees say 

they spend too much time in 

meetings—and it keeps them from 

being productive at work.

Before you put another meeting on 

the calendar, look for ways your 

team can share information and 

updates when it’s most convenient 

for them. Make sure you have online 

collaboration tools like Slack, 

Teams, Notion, or Asana up and 

running.

Before you schedule a meeting, 
the most important question you 
can ask is: do we need to have  
a meeting at all?

13 steps to efficient hybrid meetings

Sharing a digital 

whiteboard where 

team members can 

brainstorm with 

virtual sticky notes

Conduct online 

surveys to gather 

your team’s opinion 

on key issues

Let your team share 

updates on Slack  

or Teams in place of  

a daily or weekly  

check-in

https://www.mapiq.com/
https://blog.otter.ai/meeting-statistics/
https://blog.otter.ai/meeting-statistics/
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Working or 
wasting time?
Calls and meetings in the workplace

67%
say spending too much time in work 

meetings and on calls distracts them from 

getting the job done

34% 
say they waste between 2-5 hours per week 

on unproductive calls and meetings

35%
say that they’d go to a meeting even if they 

knew it wasn’t going to be productive

Source: Korn Ferry survey of 1945 professionals took place in October and November 2019

https://www.mapiq.com/
https://www.kornferry.com/about-us//press/working-or-wasting-time
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Plan meetings 
intentionally

Sending an agenda allows you to 

sidestep the endless status 

updates that can quickly bog down 

a meeting. Collect updates on key 

priorities ahead of time and include 

them in the agenda for team 

members to review. That way,  

you can run a faster meeting that 

keeps everyone engaged.

You can also streamline your 

meetings using polls, surveys, and 

other online tools. With a simple 

online poll, you can give everyone an 

opportunity to share their input on 

key questions ahead of the meeting. 

By gathering input this way, you 

give your team more time to reflect 

on their responses. And during the 

meeting, you can spend time 

discussing ideas with your team 

instead of asking for ideas on the 

spot.

When you do have a meeting, 
planning is essential.

13 steps to efficient hybrid meetings
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Ahead of the meeting, create an agenda that 

outlines the meeting purpose and action items. 

Include any material that participants should 

review before the meeting, and provide the  

link for remote participants to join.

https://www.mapiq.com/
https://www.mapiq.com/
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Update your 
meeting facilities
If you haven’t changed your office 

since 2019 (or earlier), it’s time to 

update your workspace to fit the 

way we collaborate in the era of 

hybrid work. You’ll need a variety of 

spaces to help people work 

together effectively, including 

smaller spaces like call booths, 

breakout spaces, and meeting 

rooms. And you’ll want to upgrade 

your audio and video to make it  

easy for people to interact.

To do this, you need to collect data from various 

sources. For example, you can collect data on  

how people hold meetings. What is the expected 

duration of calls and meetings, and their actual 

duration? And what about the number of no-

shows? It is also essential to obtain information  

on the daily focus time required by employees, 

the busiest times of day and the most densely 

populated areas of the office. 

Once you have insight into these, you can answer 

questions like: How is the office used in our 

company? Where are employees most 

productive? And what extra budget would we 

need to support remote working policies?”

Marco van Gelder

Workplace Strategy Consultant  

at Veldhoen + Company

Collect data from 
different sources

“ Employees need a place to work and organizations 

must provide this. Before you decide to enlarge or 

reduce the size of the workplace, you have to consult 

your data. We always recommend starting with an 

analysis of how employees work both inside and 

outside the office. 

https://www.mapiq.com/
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In a hybrid meeting, the main 

speaker changes automatically 

depending on who’s speaking.  

To ensure that everyone can 

participate, it’s critical that your 

microphones can clearly pick up 

sound from anyone in the room.

Upgrade 
your audio
If you’re only going to make one change to 
your meeting spaces, upgrade your audio. 
After a year of remote work, your team’s 
expectations have changed. 

13 steps to efficient hybrid meetings

There are a variety of audio 

solutions that can fit the bill, 

depending on your meeting 

space:

Consider a portable 

microphone that can be 

passed around between 

participants for small  

meeting spaces.

For larger meeting rooms, 

multiple desk-mounted 

microphones can ensure that 

everyone is close to a mic.

Ceiling-mounted microphones 

are another great option that 

can capture terrific audio in an 

unobtrusive way.

Struggling to hear what 

people are saying over  

a scratchy dial-in 

connection just won’t 

cut it anymore. Clear, 

high quality audio is 

now the norm.

https://www.mapiq.com/
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While this strategy puts everyone 

on an equal footing, it doesn’t allow 

for the connection that comes with 

a truly hybrid arrangement. Setting 

up a meeting room where your 

in-office employees can meet 

together allows for more effective 

interaction and collaboration than 

having everyone join a video-

conference from their own desk.

It’s no surprise that updating your 

video for truly hybrid meetings 

starts with a great camera. After all, 

participants need to see each other! 

Choose a conference room webcam 

designed for this purpose. Great 

conference room webcams auto-

matically detect who’s speaking so 

everyone in the room can be on 

camera... and many come with 

professional-level microphones and 

speakers that are well suited to 

smaller spaces.

When selecting displays, consider 

the size of your meeting room. In 

general, you’ll want bigger displays 

for bigger meeting rooms. In a small 

conference room, displays in the 

40” to 50” range tend to work well, 

while displays up to 60” are well 

suited for larger conference rooms.

For larger conference spaces,  

opt for a dual-display arrangement. 

With dual displays, remote 

participants can all be seen on one 

screen, allowing for more active 

engagement. The other screen is 

reserved for slide decks, screen 

sharing, and other information 

relevant to the meeting.Upgrade 
your video
Many companies transitioning to hybrid 
work take a remote-first approach to 
meetings: everyone dials into a video call 
on their own computer, whether they’re 
on-site or remote.

13 steps to efficient hybrid meetings

https://www.mapiq.com/
https://www.mapiq.com/articles/why-the-new-way-of-working-is-hybrid-and-not-fully-remote
https://www.mapiq.com/articles/why-the-new-way-of-working-is-hybrid-and-not-fully-remote
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Test your 
equipment
If you’ve ever participated in a video call, 
you know tech problems are the fastest 
way to kill your meetings. When your 
audio isn’t working or your internet 
connection is lagging, it’s that much 
harder to get work done.

13 steps to efficient hybrid meetings

Don’t assume your tech will work 

flawlessly. Take ten minutes before 

the start of your meeting to test 

your audio and video. And if you’re 

using collaboration tools like virtual 

whiteboard software, make sure 

that your team knows how to use 

them comfortably before they 

come to the meeting.

https://www.mapiq.com/
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That’s where smart office software 

can help. With a room booking 

system, you can schedule meeting 

rooms based on when people will be 

available in the office and remotely. 

Smart office technology makes it 

easy to plan hybrid meetings in 

advance by syncing with employ-

ees’ calendars and suggesting the 

best space based on your team’s 

location.

Room booking software makes it 

easy to see where your meeting 

rooms are in high demand and 

where they’re going unused.  

With data on how your team is  

using meeting spaces, smart office 

software helps you plan the right 

mix of meeting spaces for your 

team.

Make 
scheduling 
simpler

With some employees in the office and others 

working remotely, it takes more effort to plan 

and schedule meetings.

Schedule meetings with ease

https://www.mapiq.com/
https://www.mapiq.com/whitepapers/dynamic-workplace-occupancy-management-for-efficient-hybrid-working
https://www.mapiq.com/whitepapers/dynamic-workplace-occupancy-management-for-efficient-hybrid-working
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Overcoming 
cultural 
challenges
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https://www.mapiq.com/
https://www.mapiq.com/
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It’s happened to all of us. You have 

a great meeting—and then a day or 

two later, you realize you can’t 

remember what action items you 

agreed to. And to make matters 

worse, nobody bothered to write 

down the great ideas and sugges-

tions everyone shared during the 

meeting.

Letting documentation slide is  

the fastest way to turn productive 

meetings into a waste of time. 

When you’re juggling different 

platforms for collaboration, 

document sharing, booking rooms, 

and running meetings, it’s easy for 

information to fall through the 

cracks. But a few simple changes 

can help you improve 

communication—and stop 

information from being lost.

Put processes in place to ensure 

you capture key takeaways from 

your hybrid meetings. Start by 

creating a central repository on 

your shared drive or in your 

collaboration software where you 

can store meeting notes and 

resources.

Every time you run a meeting, 

appoint a notetaker. By designating 

one person to record everything 

important that was said and saving 

it in a central location, you prevent 

information from slipping through 

the cracks.

Capturing information isn’t just 

about taking notes. It’s also about 

making sure good ideas are heard. 

42% of workers report that they 

leave meetings without sharing 

what they think. Whether your  

team is meeting in person or joining 

remotely, making sure all voices  

are heard is essential.

While meeting logistics are important, 
your company’s meeting culture can pose 
even larger challenges. Establishing a 
meeting culture that values open 
communication and collaboration is 
essential for running more productive 
meetings.

Improving 
communication

https://www.mapiq.com/
https://www.sli.do/meeting-research
https://www.sli.do/meeting-research
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People aren’t always on an equal footing in a hybrid 

meeting. Team members joining remotely often feel 

less connected to their colleagues and less engaged in 

discussions, with 73% of remote workers stating that 

they frequently multitask during remote meetings.

Small shifts to your meeting culture can make a big 

difference. Let’s look at some ways to ensure that 

everyone stays connected in your hybrid meetings.

Building 
connections

35

To ensure inclusion 
and social connectivity 
we’ve set the strategy 

that our meetings 
should either be that 

everyone joins in-
person or all remotely. 
Depending on the type 

of meeting.

T. Ahrensbach  

LEGO, 2021

73%

https://www.mapiq.com/
https://www.atlassian.com/time-wasting-at-work-infographic
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Here are some ways that a meeting facilitator  

can keep your meetings on track:

Ensure equal participation
If two or three people are doing all the talking, a facilitator 

can slow the discussion down and make sure everyone has 

a chance to share their opinion.

Keep the discussion focused
When conversation strays into unrelated side topics,  

a facilitator can bring the discussion back to the main 

priorities for the meeting.

Include remote teammates
Remote participants are frequently interrupted, talked over, 

or even ignored in meetings. A facilitator can make remote 

attendees feel included by welcoming them at the start of 

the meeting, and keep them engaged in the discussion so 

that all voices are heard.

Have one person speak at a time
When people start talking over each other, it’s almost 

impossible to understand what anyone is saying.  

A facilitator can ensure that only one person speaks at  

a time—and mute participants who accidentally leave  

their microphone on while others are talking.

Appoint a 
facilitator
Designating a team member as a facilitator 
is an easy way to ensure your meetings run 
smoothly. A facilitator keeps the meeting 
moving, prevents people from talking over 
one another, and ensures that remote 
attendees are equal participants in the 
discussion.

13 steps to efficient hybrid meetings

36

https://www.mapiq.com/
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Take time for an icebreaker before 

you jump into the meeting.  

It’s a simple way to help people 

reconnect and engage them right 

away. Informal questions like “what 

is your favorite candy?” are great 

conversation starters. And you can 

ask check-in questions like “How 

has your week been in one word?” 

that help you stay on top of how 

your team is feeling.

Break 
the ice
In a hybrid office, your team members 
could go days or even weeks without seeing 
some of their colleagues. It’s a far cry from 
an office-only environment, where seeing 
your coworkers every day is the norm.

13 steps to efficient hybrid meetings
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In one word, how would you 
describe the past week?

Slido.com #VirtualMeeting

intense

fun

short

heavy
creative

hard

interesting
easy

priceless slow

illuminating

tiring

sad

chaosrollercoaster

challenging

difficult

fruitful

looong long

useful

just fine

okay wow

fresh

valuable

knackering
sweet ok ish

downhill

amazing

tough

https://www.mapiq.com/
https://blog.sli.do/virtual-icebreakers/
https://blog.sli.do/virtual-icebreakers/
https://www.sli.do/
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Turn on chat
Make sure that chat is turned on in your 
video conferencing software. Giving 
attendees a way to talk with one another 
is an ideal way to keep team members 
engaged during the discussion. 

You can encourage in-person 

attendees to participate in the chat 

on their smartphones to ensure 

that they don’t miss out. Chat 

interactions can be so valuable that 

it’s worth taking time during the 

meeting to read through the chat 

and bring out insightful or relevant 

comments as part of the discussion.

Your team can use the chat to share reactions, 

comment on what speakers are saying,  

and learn from one another.

13 steps to efficient hybrid meetings

https://www.mapiq.com/
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Sometimes, people are just 

gossiping or venting frustrations. 

But other times, they may decide 

on additional action steps or share 

additional insights that didn’t occur 

to them during the meeting.

Remote team members are often 

cut out of these discussions since 

they typically take place offline.  

To handle this, set aside a period  

for discussion during the last ten  

to fifteen minutes of the meeting. 

Setting aside time during the 

meeting allows team members to 

have the informal conversations 

they’d normally have afterward, 

while keeping remote participants 

involved.

Move 
informal 
interactions 
online

We’ve all been part of the “meeting 
after the meeting.” The meeting ends, 
everyone heads back to their desks, 
and continues chatting about 
decisions made in the meeting.

13 steps to efficient hybrid meetings

https://www.mapiq.com/
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71% of human resources 

leaders report that they’re 

now more concerned about 

employee collaboration 

than they were before the 

pandemic, according to 

research by Gartner.  

And that means creating 

effective collaboration 

opportunities is more 

critical than ever. Here’s 

how to build a more 

collaborative culture at 

your office.

Focus on 
collaboration

Uncertainty  
about [hybrid] 

meetings is 
keeping employees 

from going to  
the office.

Séverine Aleonard

Human Resources Project director  

Future of Work Danone

71%

https://www.mapiq.com/
https://www.gartner.com/smarterwithgartner/4-modes-of-collaboration-are-key-to-success-in-hybrid-work
https://www.gartner.com/smarterwithgartner/4-modes-of-collaboration-are-key-to-success-in-hybrid-work
https://www.mapiq.com/articles/the-importance-of-collaboration-and-team-work-in-the-office
https://www.mapiq.com/articles/the-importance-of-collaboration-and-team-work-in-the-office
https://www.mapiq.com/articles/the-importance-of-collaboration-and-team-work-in-the-office
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Coordinate 
with your 
team

Preferred meeting methods

Since the pivot to remote work, planning 
opportunities to collaborate has become 
increasingly challenging. When your 
team is spread across multiple locations, 
interactions tend to be more scheduled, 
highly structured, and take place 
through screens. 

76% of office workers say they 

prefer to collaborate with team 

members in person, rather than 

using video conferencing. And 

smart office solutions like Mapiq’s 

office booking tools make it easy. 

You can quickly see who’s coming to 

the office and when—so you can 

plan collaboration sessions for days 

when everyone can join.

Finding opportunities to bring your 
team together in person is essential 
for true collaboration.

   No opinion

   Instant messaging/email

   Video calls

   Conference calls

   Face to face meetings

13 steps to efficient hybrid meetings

8%

76%

4%

5%

7%

Source: doodle.com/en/resources/research-and-reports-/the-state-of-meetings-2019

https://www.mapiq.com/
https://blog.otter.ai/meeting-statistics/
https://www.mapiq.com/return-to-the-office
https://www.mapiq.com/return-to-the-office
https://doodle.com/en/resources/research-and-reports-/the-state-of-meetings-2019/
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Even after 
transitioning to  
a hybrid model,  
52% of remote 
workers fear losing 
out on opportunities 
to their in-office 
colleagues. 

Team members who work in the 

office see each other regularly, have 

more frequent interactions and are 

seen as essential—while remote 

workers miss out on these relation-

ships and the opportunities that 

come with them.

Add in the fact that company 

leaders usually work out of the 

office, and it’s easy to see why 

remote workers can be under-

valued.

It’s easy to lose touch with your 

team when you’re working from 

different locations. Team leaders 

should set aside time weekly to 

check in with employees. Having 

regular informal conversations is an 

ideal way to keep tabs on individual 

challenges and pinpoint opportuni-

ties for collaboration.

Encourage your team members  

to take time to check in with each 

other, too. Having your team set 

aside 30 minutes each week for an 

informal chat with a coworker can 

enable them to build better relation-

ships and identify new ways to  

work together on team priorities.

Create 
collaboration 
opportunities

13 steps to efficient hybrid meetings

52%

https://www.mapiq.com/
https://www.surveymonkey.com/curiosity/cnbc-workforce-survey-april-2021/
https://www.surveymonkey.com/curiosity/cnbc-workforce-survey-april-2021/
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For years, collaboration has been  
built around analog tools like physical 
whiteboards, dry erase markers, and 
sticky notes. But sticking to these  
old-fashioned tools makes it hard for 
remote workers to fully participate.

Use online 
collaboration 
tools

13 steps to efficient hybrid meetings

If you’re running a collaboration 

session, opt for digital tools like a 

virtual whiteboard. With these tools, 

everyone can participate and share 

ideas in real-time, no matter where 

they’re located. And since digital 

tools save your work, you can easily 

go back and review your ideas any 

time after your session is over.

https://www.mapiq.com/
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By taking these steps, you can run 
smarter meetings that keep your 
whole team engaged.

Jumpstart your 
workplace

Take a close look at logistical 

challenges that could be impacting 

your meetings. Don’t overschedule 

your team. Set up your workplace to 

support hybrid meetings. And 

simplify your scheduling process.

And take steps to improve your 

workplace meeting culture. Create 

systems to capture key takeaways. 

Help your team build connections 

during meetings. And look for 

collaboration opportunities for 

everyone on your team.

Smart office technology gives you 

the tools you need to run effective 

hybrid meetings—and make your 

entire team more engaged and 

productive than ever before.

https://www.mapiq.com/
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+31 (0)15 744 0130 

info@mapiq.com

mapiq.com

Find out more about our Mapiq Hybrid 

Meetings feature and how it can help you 

enhance your office experience.

Get in touch

https://www.mapiq.com/
https://www.mapiq.com/contact/
mailto:info%40mapiq.com?subject=
https://twitter.com/mapiq
https://www.linkedin.com/company/mapiq/
https://www.mapiq.com/

