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CRITERIA TO ASSESS COMMITTEE AND WORKING GROUP
REQUESTS FOR EXCEPTIONS TO HOLD HYBRID MEETINGS

The committee manager shall send the request with the required elements as given in the table below
to the TPM of the committee at least 4 weeks ahead of the meeting notice limit dates.

Criteria

Type of meeting

Exceptions are applicable to committee
plenaries and working group meetings.

What should the committee request include?

Committee request shall specify the type of
meeting.

Decision

The committee shall pass a resolution to
confirm the request for exception to hold
a hybrid meeting.

WG shall reach consensus to confirm the
request for exception to hold a hybrid
meeting.

Committee shall poll the expected attendance in
order to decide whether to pass a resolution
confirming the request to hold hybrid meeting
Committee request shall include a committee
resolution or the outcome of the WG consensus.

Expected participation
Considerations shall be given to the
expected physical participation for an
efficient and effective meeting
organization.

Committee request shall include a poll result
confirming the number expected participants:
Delegations from P-members (for plenaries) and
experts (for working groups) attending
physically.

Notice periods

The notice period applicable in the
ISO/IEC Directives shall be respected, 16
weeks for plenary meetings and 6 weeks
for working group meetings.

Committee request shall consider these notice
periods when planning for a hybrid meeting.

Agenda

A clear agenda with meeting timing and
duration shall be provided with the
request. The agenda shall consider the
time zones of all participants.

Committee request shall include a detailed
agenda with timing and duration.

Please refer to : /SO Standards Development,
Governance home, Documents for NSB Staff, Circular
letters (standards administration), 2021

Logistics

The host agrees and can provide the
necessary technology and support for a
hybrid meeting.

Committee request shall include a confirmation
from the Committee Manager that he/she
received this confirmation from the host.
Confirmation that logistics issues have been
agreed upon: tools, travel, and timing suitable to
all attendees.

Health and Safety

The host shall ensure that the
organization of the meeting shall be in full
compliance with the local regulations
concerning the COVID19 pandemic. These
shall also be clearly communicated to the
meeting participants.

Committee request shall confirm that the host
will comply with all local regulations related to
the COVID19 pandemic and provide details of
the measures taken to the participants.



https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fisotc.iso.org%2Flivelink%2Flivelink%3Ffunc%3Dll%26objId%3D21825518%26objAction%3DOpen%26nexturl%3D%252Flivelink%252Flivelink%253Ffunc%253Dll%2526objid%253D21765420%2526objAction%253Dbrowse%2526sort%253Dname&data=04%7C01%7Crossim%40iso.org%7Ccff89d742f1e4f7c1b8f08d9475dafd0%7C8543418a200d4d6b88c979fb0b651354%7C0%7C0%7C637619290131731572%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=GsIZuMfruLlLrbD3gyrBgHOBByDxRRXIphRb58termU%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fisotc.iso.org%2Flivelink%2Flivelink%3Ffunc%3Dll%26objId%3D21825518%26objAction%3DOpen%26nexturl%3D%252Flivelink%252Flivelink%253Ffunc%253Dll%2526objid%253D21765420%2526objAction%253Dbrowse%2526sort%253Dname&data=04%7C01%7Crossim%40iso.org%7Ccff89d742f1e4f7c1b8f08d9475dafd0%7C8543418a200d4d6b88c979fb0b651354%7C0%7C0%7C637619290131731572%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=GsIZuMfruLlLrbD3gyrBgHOBByDxRRXIphRb58termU%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fisotc.iso.org%2Flivelink%2Flivelink%3Ffunc%3Dll%26objId%3D21825518%26objAction%3DOpen%26nexturl%3D%252Flivelink%252Flivelink%253Ffunc%253Dll%2526objid%253D21765420%2526objAction%253Dbrowse%2526sort%253Dname&data=04%7C01%7Crossim%40iso.org%7Ccff89d742f1e4f7c1b8f08d9475dafd0%7C8543418a200d4d6b88c979fb0b651354%7C0%7C0%7C637619290131731572%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=GsIZuMfruLlLrbD3gyrBgHOBByDxRRXIphRb58termU%3D&reserved=0
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The host shall confirm that a protocol has
been defined for contact tracing
complying with local regulations.
Preference to ISO tools (participation list,
emails to members, etc.) shall be given to
ease data protection and privacy
management aspects.

Leadership team justification
Justification shall include one of the
criteria presented below.

Criteria for justification

1. First committee meeting — When a
new committee has been established
by the TMB.

Committee request shall include a justification on the
expected hybrid meeting benefits based on the criteria
presented below.

Description

e Committee request shall include the TMB
resolution for the establishment of the new
technical committee.

2. New appointments — When a new
member of the committee leadership
team has been appointed (Chair or
Committee Manager) or of a working
group (Convenor or Project Leader).

e Committee request shall describe the new
appointment.

3. Consensus building - When it is
expected that a hybrid meeting would
help build consensus on strategic
issues at the committee level or on
specific projects at the working group
level.

e Committee request shall describe on what issues
a hybrid meeting would help build consensus.

4. Strategic and work programme —
When the committee wishes to
discuss items related to its strategic
business plan.

e Committee request shall provide a description of
what items will be discussed from the strategic
business plan. Examples:

- Future high-profile work items related to the
work programme

- Improved outreach and communication
(e.g.: best sellers, committee web-page,
etc..)

- Improve coordination with other
committees and working groups

Notes:

The committee manager and host should arrange a short pre-meeting session to brief the committee
members or working group experts and gather any feedback or concerns they have with the planning and
organisation, in order to increase the chances of success for this hybrid meeting.

Additional guidelines on effective virtual and hybrid meetings will be made available to committees for

testing in the near future.
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