


Introduction

  Both pre- & post-pandemic hybrid experience

  Pandemic-era strategic planning project
Primary inspiration

  Watch for the hybrid focus icon
This is where we will step back and
examine how a topic deserves special 
consideration for hybrid environments

https://www.ohio.edu/library/about/strategic-plan


Overview

Three separate & interconnected aspects of maintaining 
strong collaboration:

  Organizing
 Documents, working group structure, and timeline

  Communicating
Accessibility, interactivity, and beyond the meeting

  Instilling Ownership
 Team Leadership approach, participation, and tying it all together



  Why be rigid?
Accessible “in the moment”
Structure = Transparency 
Structure = Freedom

  Establish a README guide
Place in all major root folders
Make directories clickable

Organizing Document Structure

…but how much? Our approach:

• Parent directory (OneDrive)

• Subgroup working docs kept within 
subgroup folder

• Preestablish folder for sharing docs 
with broader institution
 

• Minutes & agendas filenames prefixed 
with date i.e., YYYY-MM-DD (ISO, n.d.) 
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  Why be rigid?
Accessible “in the moment”
Structure = Transparency 
Structure = Freedom

  Establish a README guide
Place in all major root folders
Make directories clickable

  Mind those file permissions!

Organizing Document Structure

Note. Image credit (Confetti, 2019)



Organizing

  Minimize Disadvantages / Equalize Access
Days of relying on someone dropping by for a 
hard copy are long gone

  Practice, Practice, Practice
Even those typically in-person will benefit

Document Structure



Note. Illustration credit (Mathuews & Spellman, 2023)



Organizing Working Groups

  Co-chair leadership
Eases cognitive load
More access for all members to a holistic view

  Subgroups divide & conquer large projects freely
Leaders can pull in any members, or even staff with other 
specialties for one-off consults, without geographical barriers 

  Not barriers, more like playing fields



Organizing Timeline

Note. Illustration credit (Mathuews & Spellman, 2023)



Communication Plan

  Read all questions aloud

  Keep an eye on contrast

  Record meetings

  Real-time captions & auto transcriptions 
 Fantastic tools, but still have a notetaker!

  Decide, as a group, on standards
Cameras on or off? Raise hand each time? When to use chat?

During Meetings
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Note. Credit (Rintel et al., 2021)



Communication Plan During Meetings

Note. Credit (Rintel et al., 2021)

Chat

Hand Raising

Agenda

Recording

Moderator

Support



Communication Plan

  Opportunities for fun

  Google Jamboards 
Great way to conduct breakout 
sessions & gather feedback  

Interactivity
Brainstorming Concepts
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Communication Plan

  Opportunities for fun

  Google Jamboards 
Great way to conduct breakout 
sessions & gather feedback  

  Microsoft Teams Whiteboards
Not as robust as Jamboards 
Nice for jotting down ideas & sketching

Interactivity



Communication Plan

  Establish an asynchronous repository of “updates”
In our case, this was a simple “private” LibGuide Blog
Mirror communications, announcements, and post about new content

 Create a page to tie it all together (utilized a “private” LibGuide)
 List working group members, timeline, links to documentation, and 

a permanent anonymous feedback opportunity

  Reference the point(s) of access frequently 
We mentioned it at all staff meetings and internal communications

Beyond Meetings



Ownership

  Always have an agenda
In our case, we established a routine agenda that was largely 
the same each meeting with small additions

  All discussion items should be presented beforehand
Opportunity for meeting “prework”

  Avoid introducing topics 
staff are unprepared for

Agendas & Prework

Without generating their own ideas 
beforehand, others might latch onto 
a single voice for the sake of harmony, 
narrowing the decision framework. 
(Larrick, 2009)



Ownership

  Interdependent members who work to 
achieve a common goal

  All members take turns leading

  Locating a leader in remote/in-person 
environments for continuity 

Team Leadership

A Team Leadership approach 
can be especially effective for 
complex tasks in virtual or 
remote environments. 
(Hoch & Kozlowski, 2014; 
               Muethel et al., 2012)



Ownership Opportunities Throughout

  Establish a strong structure that keeps the project on the rails while 
allowing freedom in the actual work

  Decide, as a group, on your meeting protocols C. H. A. R. M. S.  

  Find interactive approaches to communication and project work that 
everyone can equally participate in

  Team Leadership Approach

  Many tidbits of good advice and best practices are applicable 
regardless of the work environment
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Conclusion Thank you!

Want to continue the discussion? 
Reach out to us!
Katy Mathuews
mathuews@ohio.edu

Discount code to save 20% 
bloomsbury.com/9781440879111 
Code: GLR  TT9US 
(be sure to include the space!)

Ryan Spellman
spellman@ohio.edu

WorldCat: worldcat.org/en/title/1356800389 

mailto:mathuews@ohio.edu
https://www.bloomsbury.com/us/creating-a-staffled-strategic-plan-9781440879111/
mailto:spellman@ohio.edu
https://worldcat.org/en/title/1356800389
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