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Live, virtual or hybrid events:
Which is the best approach?

The following checklist is designed to assist leaders of ISO and IEC committees,
working groups and project teams in planning face-to-face, virtual or hybrid
meetings. It is consistent with the ISO/IEC guidance document on virtual and

hybrld meetings (MEETINGS GUIDANCE 1.0, HEREAFTER MG1.0).

Determining the need for a meeting

Do your committee’s current items of business fall
within the areas listed in Clause 3 of MG1.0?

I:l All I:l Some I:l None

If the answer is All or Some, these action items do
not require a physical meeting and may be advanced
virtually or via correspondence.

Determining whether a meeting should be
face-to-face, virtual or hybrid

In deciding whether to hold a virtual, hybrid or physical
meeting, committee leaders should weigh up the rela-

tive advantages and disadvantages applicable to their

situation using the following checklists.

1. Considerations for a virtual-only meeting

Use the following checklist to decide if a virtual

meeting is necessary:

» Is there consensus among participants to hold
a meeting virtually?

e Can the work be accomplished in one or several
virtual sessions of no more than three hours?

+ Do all participants have the technical capability
and skills to effectively hold a virtual meeting?

o Do global circumstances make a virtual meeting
the only viable option?

o Are first-time participants familiar with the group
and the work being undertaken or are team
building activities needed?

If the answer to these questions is Yes,
then a virtual meeting may be the most appropriate.
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2. Considerations for a hybrid meeting

Use the following checklist to decide if a hybrid meeting

is necessary:

* Are some members of the group able to be present at
the physical location?

* Do group leaders have the necessary technical and
leadership skills to manage both physical and virtual
participants in a fair and equitable manner?

o Is at least one of the group leaders (Chair, Convenor
or Committee Manager/Secretary) able to be present
at the physical location of the hybrid meeting?

o Does the meeting schedule accommodate,
where possible, the different time zones
of both physical and virtual attendees?

« Will a hybrid meeting lead to a higher rate of
participation than a face-to-face meeting?

If the answer to these questions is Yes,
then a hybrid meeting may be the most appropriate.

3. Considerations for a face-to-face meeting

Use the following checklist to decide if a face-to-face

meeting is necessary:

o Have all participants agreed to join the meeting
in person at the physical location?

o Are there any travel restrictions imposed by the
host or participants’ countries that prevent group
members from taking part in the meeting?

o Have all requests for virtual participation been taken
into account when deciding what type of meeting
to hold?

o Are group leaders able to be present at the physical
location of the meeting?

o s this the first meeting of a new group, requiring
some level of team building to help participants
develop social/personal relationships?

If the answer to these questions is Yes,
then a face-to-face meeting may be the most appropriate.

Additional considerations

4. Was the meeting mode decided by
committee consensus at least five months
in advance of the meeting?

I:l Yes I:l No

5. Was the meeting mode indicated when
registering the meeting in the ISO or IEC
meeting systems?

D Yes D No

6. Have meeting participants been
given adequate notice as required by
the ISO/IEC Directives, Part 1?

I:I Yes I:I No

7. Has an acting Chair or Convenor been
appointed to lead the meeting in case
the group leader loses the connection
during a virtual or hybrid meeting?

I:I Yes I:I No

8. Do all participants have the technical
capability and skills to take part in
a virtual or hybrid meeting?

I:l Yes I:l No

9. Has the physical meeting host been
consulted on such aspects as technical
support for virtual participants, travel
restrictions in the host country and
pandemic protocols at the physical
meeting location?

I:I Yes I:I No
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