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Fact sheet for Hybrid Events 

 

1. General 

Hybrid events reduce participation barriers and support more inclusive engagement, 

especially for individuals with disabilities that are not immediately visible. These include 

hearing impairments, neurodiversity, chronic illnesses, mental health conditions, and 

mobility limitations that are not outwardly apparent. 

 

Hybrid formats allow participants to join without travel, use live captions and screen 

readers, and in general adapt their participation to their personal needs creating more equal 

conditions for everyone. 

 

2. Preparation 

 Send the invitation early and state clearly whether the event is hybrid, fully online or 

livestream. 

• Add a streaming link to the agenda. 

• Optional: Provide slides or videos in advance. 

 

3. Before the event 

On site checks (arrive 15 to 20 minutes early) 

 Slides are visible. 

 Speaker is visible. 

 Room microphones work. 

 Voices of online participants can be heard in the room. 

 

Online checks 

 slides are visible 

 speaker is visible 

 audio is clear 

 participants can speak and ask questions 

 captioning is available if needed 
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4. During the event 

 Start on time to avoid interruptions. 

 Record only if all speakers agreed in advance. 

 Provide immediate feedback if audio or video is unclear. 

 Introduce speakers clearly. 

 Manage microphones and cameras intentionally. 

 Use verbal cues when referring to slides or documents. 

 Optionally, document the discussion in real time. 

 

5. After the event 

 Capture action items and assign deadlines. 

 Optionally: upload the recording or slides. 

 Optionally: save the chat for references. 

 Optionally: send a short feedback survey. 
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