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Moving to Hybrid Toastmasters



A Hybrid Proposal

• What’s a Hybrid Meeting?
• Key Criteria for Hybrid Success
• Hybrid Meeting Plan
• What you need to get started
• Pros & Cons
• Zoom Tips



What does “Hybrid” mean?

“A hybrid meeting is a meeting where a part of the audience 
joins from the meeting room and another part joins 
remotely, enabled by audio and video conferencing 
technology with a strong focus on content sharing.”

Source: https://www.barco.com/en/news/2020-11-03-what-are-hybrid-meetings



Key Success Criteria for Hybrid

Success is achieved when both online and onsite participants can 
see & hear each other and can effectively share content and ideas!



Hybrid Meeting Plan

Inventory
List



What do you need?

Web Conferencing 
Software

Laptop(s) Audio/Visual Equipment 
and Accessories



Laptop + Connections

• A suitably powered laptop to run Zoom w/Internet connection (Intel I5 & 8GB RAM recommended)
• A USB Hub to expand the number of available USB connections.  Around $10 on Amazon. 

https://www.amazon.com/dp/B00JX1ZS5O/ref=cm_sw_em_r_mt_dp_pqilFbE2DRDJ5
• Two (2) USB 2.0 or 3.0 extension cables (16’ recommended) to connect Webcam and Speakerphone to PC. 

Around $9 each on Amazon. https://www.amazon.com/dp/B00B5TEJI4/ref=cm_sw_em_r_mt_dp_mrilFbF6BR3D6

https://www.amazon.com/dp/B00JX1ZS5O/ref=cm_sw_em_r_mt_dp_pqilFbE2DRDJ5
https://www.amazon.com/dp/B00B5TEJI4/ref=cm_sw_em_r_mt_dp_mrilFbF6BR3D6


Projection Screen

• Projector & Screen (or large screen TV)
• Video Connectors (HDMI or VGA) from PC to projector.
• Remote participants will be projected on the screen.



Video: HD Webcam w/tripod table mount

Amazon Link: https://smile.amazon.com/gp/product/B08HQ5NMHD/ref=ppx_yo_dt_b_asin_title_o08_s00?ie=UTF8&psc=1 

https://smile.amazon.com/gp/product/B08HQ5NMHD/ref=ppx_yo_dt_b_asin_title_o08_s00?ie=UTF8&psc=1


Audio Option 1: USB Speakerphone/Conference Phone

Amazon Link: https://smile.amazon.com/Jabra-PHS001U-Speakerphone-Retail-
Packaging/dp/B007SHJIO2/ref=sr_1_3?dchild=1&keywords=jabra+410&qid=1619212444&sr=8-3
Note: The Jabra 410 ranges in price.  Current $139.99 on Amazon (sold through Jabra) but can be purchased on eBay 
or through local sellers (Facebook Marketplace) as low as $50.  Other speakerphone options are available as well, but 
Jabra 410 or 510 are both very good.

https://smile.amazon.com/Jabra-PHS001U-Speakerphone-Retail-Packaging/dp/B007SHJIO2/ref=sr_1_3?dchild=1&keywords=jabra+410&qid=1619212444&sr=8-3


Audio Option 2 : Speaker and Microphone



Tripod and Phone/Tablet

• Tripod w/phone holder - positioned near podium or stage and with camera facing the audience.
• Phone/Tablet – Bring your own.  Any newer iPhone or Android tablet.
• The Zoom app needs to be running on the phone and connected to the Zoom meeting.  Be careful to 

have enough battery power for meeting (or have it plugged in).
• Prices vary but numerous good options around $20-$30.
• Amazon link: https://www.amazon.com/dp/B07YXZRKF5/ref=cm_sw_em_r_mt_dp_qeilFbV0DFSR8

https://www.amazon.com/dp/B07YXZRKF5/ref=cm_sw_em_r_mt_dp_qeilFbV0DFSR8


Hybrid Meetings on a budget!

Equipment List Cost
HD Webcam w/table tripod $ 15.00

Jabra 410 Speakerphone $ 60.00

2 x USB Extension Cables (16’) $ 20.00

Tripod w/phone holder $ 25.00

4 Port USB Hub $ 10.00

Surge Protector Power Strip $ 10.00

Total $ 140.00

Note: Our projector and screen come with the room we use at New Life Church, and 
we use our own personal laptops. 

To convert our club from an Onsite only option to a Hybrid model, we only 
needed the following equipment.



Alternative Simple Setup (small room)

For more info, watch Markus Seppälä on Youtube -> https://www.youtube.com/watch?v=uod9fqo1iv0

• Laptop
• Smart Phone
• Tripod/Phone holder
• Speaker
• Screen or Projector

https://www.youtube.com/watch?v=uod9fqo1iv0


Contingency Plans

When dealing with technology, problems will arise from time to time.  Preparation 
and flexibility are the key to handling these challenges! 

Situation Resolution
No Internet/WIFI in room?
Primary laptop/PC goes down
Webcam doesn’t work
Speakerphone doesn’t work
Remote participant loses Internet or is  
dropped from Zoom.
Power goes out / Nothing is working

Use a MIFI device or your phone’s hotspot!
Bring a 2nd laptop as a backup.
Have backup or use mobile device w/Zoom.
Backup microphone or use cell phone.

Be prepared to adjust schedule accordingly.

Use mobile devices in battery mode and make 
the best of it!



Hybrid Pros and Cons

Pros Cons
Speaker flexibility More time for setup
Increase reach of Membership Lug equipment
Relative cost of setup Murphy’s Law (see contingencies)
No excuses to not attend Training



Zoom Features & Tips

• Have a Zoom Master role.
• Manage online features.
• Chat, Spotlighting, Interruptions.
• Collect online votes (Table Topics)

• Use “Spotlight” feature for speakers.
• Ensure everyone sees the speakers.
• Multiple participants can be spotlighted at once.

• Use meeting registration.
• Helps with meeting security.
• Captures Names & emails (great for new guests).
• Can post registration link to website.

• Enable waiting room.
• Prevents Zoom-bombers.
• Let folks in when ready.

• Use Breakout Rooms (Advanced)



SUMMARY

• Covid-19 has changed the way we work on meet.
• Hybrid meetings can be effective and convenient.
• Low barriers to get started.
• Tech skills help but doesn’t require deep expertise.
• Flexibility is the key.
• Helps with member engagement and retention.
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