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DISCLAIMER 

 
The purpose of this Guidebook is to provide general information and insights regarding deployment of collaboration technologies in the workplace, and the issues 
that frequently arise in the workplace. This Guidebook highlights issues which are frequently raised, and is not intended to be, nor is it an all-inclusive manual on workplace 
collaboration issues specific to your organisation. 
 
This Guidebook is not intended to be used in its current form as an employee handbook or policy manual by any business. Many policy issues discussed herein vary based 
on the specific circumstances of an organisation, and employment laws and regulations apply differently to employers depending upon their size and other factors. 
   
Due to the intensive nature of policy development and implementation and the numerous laws and regulations which apply to workplace management issues, businesses 
are urged to consult knowledgeable consultants and legal counsel prior to development and publication of any manual, policy statements, or employee handbook. Snelling 
Business Systems cannot be held responsible or accountable for any loss, damage or liabilities incurred as a result of not seeking expert consultancy in this regard. 
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Responsible for the design, specification or operation of company-wide meeting                                             
and conference room facilities? This handy guide is meant for you. 
 
Over the next pages you’ll be guided through the essentials to bear in mind before 
you start building the perfect workspaces for your employees to collaborate and              
communicate. 
 
 
Get it right. First time. 

COLLABORATE 
COMMUNICATE 

Think your employees can ,
and , ?
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Introduction 
 

 
 
 
 
 
 
 
 
 

 

 
 

According to a Futuresource Consulting survey (2018), a 
growing number of employees are meeting remotely, with 
11% working from home three or more days a week and 32% 
reporting an increase in the average time spent meeting  
remotely via conferencing technology on a weekly basis.  

 
Two implications. Firstly, the purpose of physical spaces are     
being re-evaluated. For example, huddle spaces or smaller 
meeting rooms seating up to 6 people now account for 49% 
of meeting rooms in Western Europe and North America. 

 
The study also found that 20% of meetings are being held in 
other areas such as in kitchens, breakout spaces, receptions 
and foyers.  
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Secondly, this has an impact on the role of technology. It 
is no longer about firms blindly investing in the 'latest and 
greatest'. 

 

In fact, the study found 43% of companies surveyed are 
investing in technology for meetings held outside of 
meeting rooms.  

 
Budgets are increasingly being distributed to cover a 
broader range of technologies, with respondents seeing 
an increase in spending on products beyond displays, for 
example audio, collaboration devices, room automation 
and control products.  

 
Manufacturers are reacting to these changes too — by 
incorporate a wide range of functionalities into a single 
device, for example, video conferencing sound bars.  
wireless content sharing on web conferencing platforms, 
and cross-platform/OS compatibility. 

 
 

How can you react to these changes? 

The concept of a ‘workplace’ is changing    
because employees want to choose how and 
where they get  their work done. And that’s 
where your role continues to become more 
interesting. 

Before we proceed, we have two questions for you.  
 
1) What’s the ideal meeting environment like? 
2) What’s the meaning of a ‘workplace’ anyway? 

https://www.futuresource-consulting.com/Press-Meeting-Room-Technology-Opportunities-0518.html
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 What do we know 
about the workplace? 

 
THE NUMBERS 

 
 

c 

67%  
meetings considered to be 
failures by executives 
 

*Futuresource, Corporate AV End User Perspectives  

90% of respondents agree that mobile tools and collaboration services are improving productivity in the workplace — up from 60% in 2015  

80%  
said that if they were CEO, boosting    
productivity would be their priority – up 
from 57% in 2015 

*BT, People, productivity and the digital workplace — 2018.  

50%  
IT decision makers said their video              
conferencing needs updating — up              
from 38% in 2015  

*BT, People, productivity and the digital workplace — 2018.  

5 simple building blocks to better employee productivity  
 

> a more connected, intelligent workspace 

> easier working and collaboration away from the office 

> corporate apps 

> instant messaging services 

> and better devices.  

90%  
agree mobile tools & collaboration     
services improving productivity in the 
workplace — up from 60% in 2015  

*BT, People, productivity and the digital workplace — 2018.  
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 What do we know 
about convergence? 

 
THE NUMBERS 

 
 

When asked “what would 
help employees work 
effectively at the office”… 
*BT, People, productivity and the digital workplace — 2018.  

90% of respondents agree that mobile tools and collaboration services are improving productivity in the workplace — up from 60% in 2015  

  
said they need to build mobile apps 
for employees to use the internal 
business systems and processes 
wherever they are, compared to 41% 
in 2015  

*BT, People, productivity and the digital workplace — 2018.  

Convergence facts to take note of: 
 

> emergence of effective software-based codecs to solve latency issues 

> video conferencing not standalone application, but a tool embedded into other platforms  

> increasing demand for dialling into web conferences on the move (mobile)  

> more ad hoc, flexible meeting arrangements by offering less formal spaces. 

  
Said “Better wifi” “interactive smart screens ” 

 

  
“dedicated video rooms” 
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89% still use multiple video conferencing platforms* 
 
On average, a company switches between 2-3 different conferencing solutions. 

 
 

 
                      *OwlLabs, State of Video Conferencing 2018 

Multiplicity has started making sense. 
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WHAT DOES THIS TELL US? 
 
 
 
What’s the ideal meeting room environment like? 
What’s the meaning of a ‘workplace’ anyway? 
 
 
Strong evidence exists to suggest that greater productivity is the one of the 
primary goals that drive digital transformation programmes and it has the      
support of employees.  
 
The workplace has changed in its meaning, because employees are able to 
choose how and where they work. Not to suggest that unified comms will spell 
the end of physical face-to-face meeting. 
 
It could be said that the nature of how people meet is changing because of 
technology. It is becoming the norm now, for example, for meetings to involve 
a mix of the physical and virtual, with some people sharing the same room, and 
others connecting via live video.  

 
Perhaps these findings lend credence to other research, which found a         
majority of companies shifting focus to invest in more of small and mid-sized 
meeting rooms and huddle spaces (seating up to 10 people).  
 
 
 

Employees choose how and 
where they get their work done. 
 
HOW DO YOU THEN CREATE FIT-FOR-PURPOSE 
MEETING & COLLABORATION SPACES? 

 

Employees want to be able to connect to remote participant(s),     
colleague or client at one of these informal gatherings—conferencing 
hardware must be ready-to-go with no need for prior set up. Instant 
connections between devices and endpoints is one effect of this new 
demand.  
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THE ROADMAP 
 
 
 
Project success is dependent on the physical environment in which the system is        
installed. The greater integration process, therefore, includes coordination with           
architecture, interior design, acoustics, lighting, structural, mechanical and               
electrical systems, both during design and construction phases.  
 
 
 

 

 

1. NEEDS ANALYSIS 

2. SPACE DESIGN 

3. TECH MAPPING 

4. GOVERNANCE 

5. DEPLOYMENT 

6. MANAGED SERVICES 

7. EVALUATION 
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GATHER EVERYONE IN ONE ROOM 
 
 
Needs analysis is roughly a start and a critical stage in system design and integration 
— the results will help you determine set objectives around the nature of the systems, 
their infrastructure, and the systems budget. 
 
 
 
However, the most common mistake is starting a project without complete clarity on two factors: 
 
1) The purpose of the space 
2) The End-user experience 
 
Needs Analysis must inform and define the functional requirements of the AV systems based on the end-user’s 
needs, desires and applications. What is it they want to achieve from the use of the space?  
 

Don’t guess the answer to that.  
 
It isn’t uncommon to find these exercises culminating in an equipment list—that beats the whole purpose! To capture 
and fully understand user needs before the system is designed, seek inputs from the end-user. 
 

An Informal round table meeting with all stakeholders where everyone is actively encouraged to speak is   
ideal. If end-users aren’t tech savvy, consider providing prompts and their inputs may require you to dig deeper to 
avoid the ‘gold nuggets’ be lost in translation. It isn’t uncommon to find this stage is often sidelined or ignored           
altogether. 
 

‘end-users’ are those who will be using the system, as well as their managers and administrators. They can provide 
behavioural insights for the design team to ensure user needs are met and that they are “invested” in the final       
product.. Systems that are designed solely based on assumptions are frequently off the mark.  
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Involving the AV consultants, integrator, architects and even the 
contractor representatives will result in a balanced, well-informed 
program report that is fit-for-purpose. 
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FORM FOLLOWS FUNCTION 
 
 
 
 
 
Once the functions have been defined, the system with its                                                   
surrounding infrastructure can be designed.  

 

 
 
The Needs Analysis Pyramid illustrates both the top-down and 
the bottom-up concepts of examining the end-users' needs. 
 
Their needs determine the applications that support the need, 
which, in turn, determine the tasks and the functions required in 
the AV systems. The functions and features of the space 
(architectural, electrical, and mechanical), as well as the AV                
systems are then determined from this information. 
 
The labels to the right of the triangle give examples of AV               
related data that is associated with each level. 
 
 
 
 
 
 
 
 

USER NEEDS 
 
       Program and design information 

APPLICATIONS 
 
Training, Video Conferencing,                  
Brainstorming? 

TASKS 
 
Presentations, sharing files, taking 
notes? 

FUNCTIONS & FEATURES 

 
Room lighting, AV systems, 
sightlines, seating layout, 
breakout space etc. 

Source: Audio Visual Best Practices, InfoComm International 
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NEEDS ANALYSIS: GETTING IT RIGHT 
 
 
 
Depending on the scope of the project and number of users to be interviewed, the 
meeting can take many forms. A single meeting with a few individuals, or a series of 
meetings with different groups spaced over several days. The issues to be addressed,  
irrespective of the size and duration of the meeting, are similar.  
 
 
 
 

Functionality vs. Equipment 
The goal of the meeting is to determine functionality, not equipment. For example, while assessing a projector,       
discussions should ultimately focus on what the users want to do in the room, the ideal number of projected images, 
the projection surface, desirable aspect ratio and, of course, what is realistic within the budget. The answer to these 
questions will then determine the parameters of the projectors that will ultimately be specified. 
 
Technology Trends 
If the end-users are well informed, discuss the new trends in AV technology, particularly as they apply to the user’s   
applications, The result, however, should not be a list of equipment. 
 
End-User Needs 
What is the space? New classroom building, distance learning centre, corporate training centre, corporate             
headquarters, boardroom, network operations centre or a hearing room renovation? The building or facility type will 
usually suggest the typical types of AV systems that may be required based on the users’ applications. 
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WHERE DO YOU START? 
THE 6 DECIDING FACTORS 
 
 

  
 
 
 
 

 

ROOM FURNITURE LIGHTING DISPLAY AUDIO CONNECTIVITY 
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CONSIDER THE ROOM 
Sounds elementary and obvious, but it isn’t uncommon to find meeting spaces 
fall to disuse due to factors perceived as extraneous or unimportant; not       
considered early on in the fit-out  process. 

Here’s a Tip: Keep the end-user at the centre of a blank canvas, and draw up plans around them. Not 
just their technical requirements, but others such as convenience, comfort and effectiveness. 

ACOUSTICS 

The criterion for a functional acoustic environment in the 
meeting room should include speech clarity, high speaker 
comfort and a low sound strength. 

The walls’ insulation value should be adapted to the level of 
confidentiality required in the meeting room. We would 
recommend an insulation value of at least 44 dB. 

Don’t ignore the utility of acoustic panels and ! We always 
recommend about 15% of the wall surface, and preferably 
at least 2 of 4 walls to prevent echoes. 

Don’t forget sound-proofing for privacy! 

LAYOUT 

Start with the size and shape of the room itself. This helps 
decide the seating layout to ensure every user has the 
display or presentation area in clear line of sight. 

Identify potential troubles—what might put off users from 
using the room at all, let alone making effective use of it? 
For example, if the room is on a busy corridor, perhaps 
think of a layout facing away from doors and windows? 

 

 

VENTILATION 

Workplace Health Safety and Welfare Regulations 1992 
(WHSW) states that “the fresh air supply rate to your work-
place should not normally fall below five to eight litres per 
second, per occupant.”  

Start by calculating how much fresh air you will need per 
person, ascertain your choices between natural and     
mechanical ventilation and air conditioning. 

Bear in mind overhead HVAC and fan noises don’t impede 
speech or to the functioning of VC equipment. 

For example microphones can pick up fan noises although 
technology now exists to digitally cancel HVAC noises. 

TEMPERATURE  

Research published by Berkeley and Helsinki Universities 
based on more than 20 studies provide evidence that 
office performance can statistically increase with           
temperatures up to 21-22° C, and decrease with              
temperatures above 23-24° C. 

Reliable climate control can be make-or-break for your 
meeting spaces!  

 

 



 

17  

The sound heard by a listener is a      
complex combination of the sound      
produced by the gear and the way        
that it interacts with the room. 
 
Each reflection modifies the sound a bit, 
and after several interactions, it looks 
nothing like what left the loudspeaker in 
the first place. The room places its own 
signature on all sounds radiated into it, 
which can either enhance or corrupt the 
sound. Good gear doesn’t sound good 
when used in a badly designed room.”  

 

 

 

 
 

 
PAT BROWN 
Audio Expert 

“ 

” 
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CHOOSE THE FURNITURE 
Another often overlooked factor is the provision of comfortable and correctly 
positioned furniture. When so many hours are spent in meetings, it’s only         
reasonable to expect a certain level of comfort in the meeting room.  

Did you know:  the length of the table measured in feet is usually a good judgment of the number of 
people the table can roughly accommodate. For example, a 6 foot long table can accommodate 6 
people around it.  

TABLES & SURFACES 

The shape and layout of a table purpose-designed for             
videoconferencing is significantly different from that of a      
standard conference table. Modular tables are available that    
can be adjusted as needed to fulfil both roles equally well 

Primarily focus on three factors: 

> The table height should match the chair height, such that an 
average person can sit and write comfortably– no hunchbacks! 

> Table legs don’t get in the way of the participants.  

> Provision for cable retraction, and housing for cables, power 
outlets and ports. 

 

 

 

CHAIRS 

> Good backrest with firm lumbar support and an 
adjustable position 

> The height and depth of the seat should fit the leg 
length of the user. 

> Stability – wobbly chairs are uncomfortable and 
annoying.  

 

MEASURE EVERYTHING FOR ‘CLEARANCE’.         
Remember, you don’t want to add to a cluttered 
space. Allow at least 3 feet of space around the   
perimeter of the table in order to provide a safe and 
comfortable walkway  

 

NEED HELP? 
CLICK HERE 
 

https://www.snellingcollaboration.com/interactive-screens
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CONSIDER LIGHTING 
Two clear winners in research published by Lindberg International: 

> Natural Lighting trumps artificial 
> Room users greatly value the ability to control ambient lighting (over presets). 
 
Here’s a Tip: how dark does the room get without lights? Ensure you have provisioned for making it easy 
for users to find the controls in the absence of lighting— assess possible risks posed to users while 
they make their way towards the control panel. Consider motion-activated lights or pilot lights? 

LIGHT INTENSITY 

Intensity and luminescence aren’t for vanity sake: 
there are standards that exist to guide the most   
effective meeting room designs. 

According to the NBN-EN 12464-1 standard, a     
meeting room table should have a light intensity of 
500 lux with a colour rendering index of 80 Ra. 

Neither fatigue, nor drowsiness is desirable for users 
in the meeting room. Getting light intensity just right 
can help  users immensely. 

 

CONTROL 

Users may find varied uses for the room—from video    
conferencing, presentations, interviews to simple 
face-to-face chats. 

Dimmable lighting above the table for presentations 
draws attention to the speaker but bright enough to 
take notes. And all lights can be turned off for video/
presentations. 

 

FIXTURES & SETUP 

Fixtures and setup must be aligned with the shape 
of the meeting table. For example, for small square 
tables, a  single fixture or a handful of recessed 
spots are sufficient. You will need more fixtures to 
light longer meeting tables . 

But the table isn’t all—consider the other elements, 
for example, a large whiteboard on the wall will 
need spots placed above it . 

 

 

STYLE & CREATIVITY 

Get creative in your meeting room designs, and 
lighting can be one of your most useful props. 

The key here is to enhance your corporate culture 
and identity with your meeting room experience. 

 

 

http://www.energiesparen.be/normalisatie
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The LED lighting alone is 80% more      
efficient than conventional lighting.       
Personal control of the lighting by          
employees actually increases efficiency 
as general lighting levels can be kept 
lower. 
 
The potential savings on a building’s      
operational costs will be significant, given 
that heating, cooling and lighting together 
account for 70% of a building’s energy  
usage. 
 

 

 

 

 
 
 

 
Jeff Cassis 

“ 

” 
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CONSIDER THE DISPLAY 
We get this a lot: “Is a projector better for me, or an interactive display?”  

The answer, however, is not straight forward and there are pros and cons of both solutions. 
There are factors you must consider, such as size of the room, budget as well as lighting to 
name a few. 

 

PROJECTOR? 

Projection technology has come of age: capable of 
producing FHD content with impressive brightness 
and contrast, HDBaseT Connection, screen mirroring 
and more. 

Unless using laser projectors, the drawback lies in 
prolonged usage—the lamps need replacing, the 
filters must be cleaned and changed, and this carries 
a cost. 

That said, technology has evolved—most lamp-
based projectors today claim between 3000 and 
6000 hours. Moreover, laser projectors (although 
more expensive), are inherently far more reliable, and 
can start at 16,000 – 20,000 hours  

INTERACTIVE TOUCHSCREEN? 

The advantage: no lamps or filters to replace and far 
fewer moving parts makes them very popular. 

FHD/4k content with over 10 touch-points the most 
common displays ranging up to 80″”.They can cost 
around the same as mid-market projectors, and help 
reduce costs associated with periodic servicing and 
maintenance. 

Moreover, most touchscreens feature anti-glare (no 
viewing issues caused by direct sunlight), and       
extremely tough glass. 

 

NEED HELP? 
CLICK HERE 
 

SCREEN SIZE 

 

IMAGE QUALITY 

 

DURABILITY 

 

BUDGET 

 

FOUR POINTS TO CONSIDER 

https://www.snellingcollaboration.com/interactive-screens
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CONSIDER THE DISPLAY 
For larger meeting rooms, conventional front projection screens reflect all the 
light in the room, including light from the projector.  
 

NEED HELP? 
CLICK HERE 
 

Perhaps consider optical displays? 

Optical displays feature advanced contrast-enhancement           
technologies, which dramatically boost the perceived quality. 

In fact, tests have shown that optical displays can enhance        
the contrast level of a projected image by seven times when        
compared to a similar image on a standard white front               
projection screen.  

https://www.snellingcollaboration.com/interactive-screens
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CONSIDER AUDIO 
According to Polycom, there are five aspects of speech audio that work together to 
make or break a clear, understandable conversation: bandwidth, reverberation, 
amplitude, interactivity, and noise. The job of any conferencing system is to tune and 
balance these aspects automatically to provide the best possible hearing experience 
for the parties on both ends of the call  

MICROPHONES 

Microphones designed specifically for video        
conferencing are more sensitive and can capture 
speakers within eight feet.    

For larger rooms, you may need several inputs to 
cover the entire space. Ceiling or wall-mounted   
microphones can ensure everyone can be heard. 
This can also prevent people from moving           
microphones around during the meeting, which can 
cause reverberation or squawking. Microphones 
should not be placed near speakers since this can 
also cause the dissonance of unwanted feedback. 

 

CONFERENCE PHONES 

Conference phones differ by microphone pickup 
ranges and speaker quality. The size of the room 
must dictate how powerful and robust the device 
you need. 

Some offer optional expansion microphone kits to 
expand the audio range for  larger rooms . High-
quality conference phones incorporate an array of 
digital signal processing and echo cancellation to 
reproduce the voices of the participants clearly in 
spite of room noise, echo, computer and overhead 
fans, side conversations, and any number of acoustic 
challenges  

 

INSTALLED AUDIO 

An installed room system partitions the pieces of a 
traditional self-contained unit into separate elements 
so that they can be placed where needed to offer a 
stable, self-contained video conferencing setup. 

They provide a wide range of remote control options, 
and can integrate with other room systems such as 
video conferencing equipment. Each component is        
controlled by a very sophisticated system that adjusts 
the microphone gain levels, speaker outputs and 
myriad other variables to maximize the quality of the 
audio throughout the room. They can offer advanced 
digital processing to eliminate problems such as 
feedback, loudspeaker zones, multiple echo canceller 
mixes, and tricky noise problems.  

 

SPEAKERPHONE 

incorporated into a desktop telephone, and generally 
has only one microphone and no echo cancellation. 
Suitable for one individual sitting directly in front of 
the phone to occasionally participate in a hands-free 
conversation. Speakerphones are sometimes used in 
group discussions, but because the systems are not 
designed for group interaction, the sound can be 
very poor and impact productivity.  

 

 

http://www.polycom.com/content/dam/polycom/common/documents/whitepapers/selecting-the-right-conference-phone-wp-enus.pdf
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CIELING MICROPHONE ARRAY 

There are five aspects of speech audio that work       
together to make or break a clear, understandable 
conversation: bandwidth, reverberation, amplitude,  
interactivity, and noise. 

The job of any conferencing system is to tune and       
balance these aspects automatically to provide the best 
possible hearing experience for the parties on both ends 
of the call  

>  Ceiling Arrays are useful when opting for conference 
rooms that can be reconfigurable (flex seating) or 
when permanently installed table microphones are 
not an option. Zone capture with the overhead ceiling            
microphones offer ease of use without the need to     
recharge batteries. 

>  Ceiling microphones allow for a clean table. 

>  The advances of noise reduction features of current 
DSP along with improvements to ceiling microphone 
technology combine to produce successful results 
not achievable a decade ago. 

>  Design choices range from hanging single or                 
tri-element microphones, in-ceiling gooseneck, to 
flush mounted models. 
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VIDEO CONFERENCING SOUNDBAR 
Manufacturers are incorporating a wide range of 
functionalities into a single device. 

 

Image: AMX Ascendo Vibe Conferencing Soundbar 
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CONSIDER CONNECTIVITY 
This is where things get most interesting. Make-or-break. 

Meetings are where people come together, able to share, converse and exchange ideas—get work done! To what extent 
are your employees able to do so, and how well?  

Here’s a Tip:  Focus on experiences rather than technology, removing distinctions between communication, collaboration and 
productivity. Insist that your system integrator/installer conducts a thorough site survey, and needs analysis to understand 
both what’s required by the end-user, and what is also realistic and practical to achieve.  

PRESENTATION 

When multiple participants have content to share, 
invest in wireless presentation sharing. This allows 
presenters to wirelessly present laptop/mobile    
content on screen, including with remote participants. 

Have you considered Barco ClickShare? 

Think about interactive touchscreens if participants 
can benefit from being able to annotate live. Without 
central visuals to unite them, participants often get 
lost in unrelated distractions. Technology has evolved 
and multiple users can annotate, make notes and 
share simultaneously with each other. 

VIDEO CONFERENCING 

It’s likely you will want multiple in-room and remote 
participants to meet,  

Just because you have the budget for installed room 
video conferencing endpoints, doesn’t mean you 
should commit. Consider usage patterns, user group 
sizes and more to decide between cloud-based and 
room-based infrastructure. Ask you integrator/
installer for advice before choosing.  

 

SHARING 

Let’s end the post-meeting “I’ll send you...”. The flurry 
of documents shared over email or other channels. 
Inboxes are flooded with duplicate documents and 
no one knows if they have the latest version. 

Now conference technology can easily integrate 
documents so everyone is on the same page.   

Solutions like Microsoft Surface Hub allow all       
participants to package all meeting proceedings on 
screen, and email out to all participants from the 
touchscreen itself. Your integrator can advise how 
to  integrate productivity tools including documents 
and calendars into a single presentation platform  

 

 

 

PERIPHERALS 

Some may consider additional peripherals a        
luxury—such as Room Booking software and 
screens.  

Depending on the size of your workplaces, head-
count as well as size of business operations, there 
are many quantifiable benefits to consider.  

Ask your integrator for advice. 

 

https://www.snellingcollaboration.com/barco-clickshare-wireless
https://www.snellingcollaboration.com/microsoft-surface-hub-reseller
https://www.snellingcollaboration.com/room-booking-screen
https://www.snellingcollaboration.com/room-booking-screen
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95” FHD DISPLAY 

 

RECESSED MICROPHONES 

 

AUDIO/VIDEO CONFERENCING 

 

BOSE PRECISION SOUND 
SYSTEM  

CONFIDENCE MONITORS 

 

IPAD AV USER INTERFACE 

 

IPTV 

 

WEDMORE BOARDROOM | CONFERENCING & COLLABORATION 
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UCL CANARY WHARF | BOARDROOM 
/ CONFERENCING & COLLABORATION 
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DIVISIBLE MEETING ROOMS  
/ CONFERENCING & COLLABORATION 
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FORM END USER FUNCTION 

One Fundamental Principle 
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Doing the homework for quantifiable ROI
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WHAT’S ‘COLLABORATION’ 
ANYWAY? 
 
Before you begin, ask yourself—how would you define it?  

Collaboration is often interchangeably used with concepts 
such as “consensus,” “teamwork,” and “working remotely”. 
What do you intend to achieve with these abilities within 
your company?  

There isn’t a single, universally accepted and empirically proven answer 
to this question. Grasp the meaning to your organisation; what will 
‘collaboration’ help you achieve? Could ‘collaboration’ as you  define it be 
the means to an end? Define what it must mean for you / your employ-
ees, and how can it prove an invaluable component of your company’s 
processes / IT strategy? 

CASE EXAMPLE: 

Imagine, your organisation thrives on collaborative environments where 
fiscal priorities are collectively decided and set by groups of decision-
makers and experts, 

Decisions are communicated real-time through apps that incorporate so-
cial-media-like capabilities, and collaborative work tasks are shared on a 
secure platform. 

In this environment, individuals then assign / apply themselves to the 
work based on their skills and availability, regardless of their geographic 
location. Additionally, experts outside the enterprise is also made availa-
ble on-demand, to bring about necessary knowledge/education.  

 
THINK EXPERIENCE. DEVELOP A PROOF OF CONCEPT FIRST. 
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IGNORING IP? 
 
It isn’t uncommon to find IT decision-makers intimidated 
by the potential technical challenges and costs of     
moving to an all-IP environment. 

You may well be exposing your company to unnecessary 
costs and risks. 

While these reservations have some validity, they can also prove short-
sighted against today’s changing workforce and evolving business 
models.  

With all-IP collaboration tools, you can seamlessly integrate your      
inbound and outbound voice applications with internet apps with real-
time instant messaging, web collaboration, email and social media.  

CASE EXAMPLE: 

An American university had a hybrid environment of Cisco IP and aging 
TDM PBXs in place. It would cost an est. $4 million to move to a new 
system, pull new cable and other upgrades. Moreover, the system 
would have been down for two weeks. 

Shifting to an all-IP UC platform was not only less expensive, there was 
also no outage and the entire process took 30 minutes. 

 

 

IP-CENTRIC = COMMON SENSE BUSINESS DECISION 
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NETWORK READY? 
 
Is your company network ready for the demands of video 
and next generation collaboration technology 

AVoIP conferencing, HD video conferencing and streaming, require a 
certain minimum bandwidth and QoS to operate correctly. 

It’s important at the outset to conduct a thorough needs analysis; design 
a network topology to support the roll out of the IP conferencing         
solution, definition of requirements and minimum standards relating to 
the configuration of the network switches to support the rollout. 

> Corporate vs. Personal Data — One of the challenges when allowing 
employees’ personal devices on enterprise networks is keeping em-
ployees’ personal data separate from the company’s corporate data. 
Have you thought about proper policies? 

Collaboration between the AV integrator and your network team must 
be holistic in view, For example, sanctioned bandwidth, encryption of 
data streams and network login credentials policy. It must also involve 
all the functionaries critical to successful roll out.  

Failing to ensure this often results in breakdown in the lines of           
communication and impede successful rollout. 
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MORE SOCIAL-LY  
 
Proliferation of social sharing capabilities into                  
collaboration tools for your employees. Employees are 
already familiar with apps - their appearance, UI as well 
as functionality. 

The idea of workplace collaboration has embraced functions such as 
instant messaging, video chat and calling. Of course, these are team-
based applications which are programmed into the company-wide      
collaboration ecosystem. 

Microsoft, Apple, and Facebook now have applications built for team 
messaging and chat, and apps like Slack and HipChat are increasingly 
used for business.  

Conversations and content must converge to create context and focus. 
Without focusing on content and the task in hand, your employees may 
often find themselves overwhelmed by information overload.  

The idea is simple: encourage people to share and collaborate more by 
removing any scope for resistance to change or that which is perceived 
as unfamiliar territory.  

 

 

THINK SOCIAL SHARING. 
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INGRAINED. 
 
The biggest challenge to implementing flexibility in the 
workplace often comes down to culture and management. 

Success is only achievable when you have a corporate culture that      
supports and encourages your employees. This will require a lot of pre-
planning with many stakeholders (including HR)  and it’s certainly not a 
one-size-fits-all policy. 

For example, 

Work environments that place a premium on a “first-in, last-out” culture 
may make employees reluctant to ask for flexibility.     

Managers who perceive flexible working as a drawback, who aren’t aware 
of the policies, or who don’t feel equipped to manage flexible teams will 
most likely resist changes. 

Like many corporate shifts in culture that are broad based, implementing 
policies that meet employees’ and employers’ needs is much more    
complicated. 

Some of the potential barriers employers must address include concerns 
about equal treatment among employees, the  potential impact on client 
relationships, the effect on internal staff relationships and even the costs 
and concerns associated with abuse of flexibility policies. 

 

 

THINK CULTURE AND PEOPLE. ARE THEY TRULY READY YET? 
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FAD OR CULTURE? 
Standing Desks are not ‘culture’. Critical to building an Agile 
Workplace is the ability to differentiate between the two. 
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Getting it right the first time.
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THREE STEPS 
 
1 \ Define Goals which your organisation seeks to achieve. 
 

2 \ Define the meaning and value of collaboration. 
 

3 \ Identify Possible risks and challenges. 
 
 
 

Each organisation is unique, which makes it difficult to follow a     
template for the above steps. 

However, these goals and obstacles always have in common the 
underlying focus on simplicity for both users and IT administrators. 

Successful deployments will always focus on mobility, multi-device 
access and the ability to utilise a broad range of tools, which enable 
users to choose the right technology for each application.  

Here’s a TIP: Pay attention to developing a model for enterprise       
collaboration benchmarking so that application development and 
delivery (AD&D) professionals can better understand the current 
state and set a clearly outlined path for the future.  
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QUESTIONS TO CONSIDER 
 
> Who are my target users / user group(s)? 
 
> What do I need to know about them? 
 
> What are the current perceptions of our workplace         

infrastructure? 
 
> What parameters should I use to evaluate our existing        

infrastructure? 
 
> What perceptions do I need to shift? 
 
> How can I quantify these attainable perceptions? 
 
> What aspects of workplace behaviour change to focus? 
 
> Are my insights accurate and up-to-date? 
 
> What human resources do I have at my disposal? 
 
> How can I turn my insights into a plan with actionable     

objectives? 
 
> How will I define and measure success? 
 
> How will I measure my return on investment? 
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 THE RIGHT PLATFORM? 
 

As a guide (not exhaustive list), look for the following benefits while evaluating your 
choices:  

 
1 \  USER EXPERIENCE 

 Simple, and easily identifiable design and feature set across a diverse array of     
platforms, endpoints and devices  

 

2 \  TRULY ANYTIME, ANYWHERE? 
 Can your employees use any device from any location—from the browser to the 
boardroom; inside and outside the firewall; delivered from your data centre, from the 
cloud or both?  

 

3 \ MANAGEMENT 
 How easily will it integrate with your organization’s existing applications, workflows 
and network?  

 
4 \ TOOLS 

 Will users get the whole deal - voice, video, web conferencing, virtual meeting 
rooms, instant messaging, social media, document sharing and more.  
 

5 \ DEPLOYMENT MODEL 
Whether you choose cloud, hybrid or on-premise, is the platform ideal? This        
question is particularly important if you are considering cloud, or hybrid models. 
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/ LIMIT THE INFORMATION 
     SHARED BY DEVICES 
 

It isn’t unusual for your staff to share           
information with others and on the cloud. 
The automatic backup of device data to 
cloud based accounts can potentially     
compromise corporate data security. 

 

BYOD 
Guidance for secure adoption of BYOD approach. 

Guidance issued by: 

/ CREATE EFFECTIVE BYOD 
     POLICY 
 

Make provisions for authorised personal 
devices to access  business data that 
you are willing to share with authorised 
staff. 

 

 / CONSIDER TECHNICAL  
    CONTROLS 
 

Container applications and technical         
services like Mobile Device Management 
can help you remotely manage personal 
devices, but they can impact device    
usability. 

 

 

/ PLAN FOR SECURITY                    
    INCIDENTS 
 

When incidents occur, act quickly to limit 
losses. Can you remotely wipe sensitive 
data from a personal device that is       
reported lost or stolen? 

 

 

/ EDUCATE STAFF 
 

Communicate your BYOD policy through 
staff training so they understand their        
responsibilities using personal devices 
for work. 

 

 

/ ALTERNATIVE MODELS 
 

If restricted access devices don’t appeal, 
consider providing choices of approved    
devices, purchased and controlled by 
your organisation. 

 

/ UNDERSTAND THE LEGAL 
     ISSUES 
 

The legal responsibility for protecting 
other people’s personal information rests 
with the  data controller, and not the    
device owner. 

 
For further guidance and help, visit www.ncsc.gov.uk 
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 DIVERSITY IN YOUR DEPLOYMENT MODEL 
 

The cloud has changed everything — you can get deployments up and running quickly on 
an Opex rather than a Capex payment model. Using a public cloud or hosted service can 
also make it easier when you have limited IT resources at your disposal. 

However, the trend continues to favour the need for diversity of UC deployment models 
that mix on-premises, cloud and hybrid. 

TechTarget asked IT decision-makers across a broader cross-section of company sizes a 
similar question in its research during the second half of 2017. It saw similar results, with 
more organizations looking at potential cloud deployments than an on-premises model 
and a large number, 19% of respondents, still unsure  exactly how they will deploy UC.  

TechTarget research, July-Dec. 2017  
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 CHOICE OVERLOAD IS A VERY REAL THING 
 

Stop to think whether you’re overdoing it. Instead of making life easier, have your 
end-users ended up grappling for control and a sense of order with multiple          
apps that constantly split their time and attention?  
 
> Email platforms (Outlook and Gmail). 
 
> Social collaboration or community products (Yammer, Jive, Chatter for customers, 

partners and employees). 
 
> Instant messaging or live chat (Slack, Google Hangouts, Lync). 
 
> Audio and video conferencing services (Skype, Webex). 
 
> Niche document, ideation or collaboration tools (Google Drive, JIRA, Trello). 
 
Expect choice overload to start hindering employee productivity, if your deployments 
don’t factor in the point at which you’re spreading it too far and wide. Having too many 
channels and tools to monitor and engage with, isn’t always a good thing. 
 

3x Salesforce Chatter 
1x Confluence 

1x Trello 
1x Lever 
3x Email 

1x SMS 
27x Slack 

 
Imagine keeping track of 37 siloed conversations every   

single day. Are you capable of doing this well?  
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YOUR HANDY CHECKLIST 
 

 

 TAKE STOCK OF WHAT YOU HAVE 
 This goes beyond technology; understand your corporate culture and 

how it works. While technology is an enabler, it all boils down to how 
they are used, and by whom within your workforce.  

 
 

 SET REALISTIC GOALS 
 often we find it makes good sense to work with a specific team or       

department to develop a proof of concept. Not something you can copy 
off of someone else because it worked for them - each organisation will 
have its own challenges and expectations, and make sure that you have 
resources in place to deliver upon the expectations you set.  

 
 
 EVERYONE’S A STAKEHOLDER 
 Collaboration and unified communications only work if they provide   

users with an experience that they value. Don’t just make technology 
available to your users. Involve them in the process from beginning to 
end, including providing the training needed to facilitate adoption.  

 
 
 USER EXPERIENCE IS PARAMOUNT 
 Following on, compromise on the user experience, or if the deployment 

is time consuming and difficult for IT, and you will find adoption is less 
than satisfactory.  

1 

2 

3 

4 
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YOUR HANDY CHECKLIST 
 

 

 NO EXCUSE FOR QUALITY 
 Make no mistake- users will expect a glitch-free, high-quality experience from 

Day 1. Choose a supplier and integrator who closely understands collaboration 
tools such as VoIP and video. Equally important is to ascertain your technology 
vendor has longevity in meeting the needs of the most demanding enterprise 
customers and service providers. There are many instances of failing providers 
leaving customers in the lurch.  

 
 

 MOBILE FIRST 
 Mobility is crucial to a successful infrastructure deployment— Your mobile   

connectivity and collaboration tools must assure a smooth, hassle-free           
experience irrespective of the user’s choice of device, time and physical         
location. How easy and quick is it to connect? How much can they get done 
without being physically present in the workplace? Also, how easily can they 
redress technical issues? Remember, user experience is paramount. If it doesn’t 
work right, it will likely impede successful user adoption—for your employees, 
customers, partners, contractors and others.  

 
 
 BE FLEXIBLE WITH THE CLOUD  
 Your requirements will be unique to you. What worked for someone else may 

not work for you. Plan and work with flexibility to use cloud-based models 
whenever and wherever you deem them appropriate. Develop deployment 
models that offer viable commercial solutions with the flexibility to deploy 
some services on-premises (where it makes sense) and to operate others from 
the cloud. There is no right, or wrong proportion. Choose an approach that 
offers consistent and simple-to-use experience for end users and IT.   

 
 
  

5 

6 

7 
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MISSING PIECE OF THE PUZZLE? 

As more people work remotely or even on-the-
go, conferencing and collaboration technology         
integration is central to how your people get 
work done. 
 

Yet technology integration for best-fit solutions is 
often taken for granted.  

 

As a result, and ever so often, conferencing and        
collaboration projects turn unsuccessful with low 
user adoption, frequent breakdowns, and low 
quantifiable return on your investment. 
 

That’s where we come in. We’ll ensure you get 
the ’best-fit’ solution you genuinely benefit from.  
 

We will be your technology partner right from 
the start—from site surveys to advisory, supply 
to design, integration and maintenance/
support. 
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                   [ESTD. 1954] 

Our name goes back to the time when the first TV 
and radio sets began to find a place in 

living rooms across the country.  

Roy Snelling, our founder, witnessed a paradigm shift; a whole new way to        
engage audiences and consume information. The same purpose for which AV 
systems are designed and built for even today. Over the years, we have grown 
and evolved into a group of diversified companies. 

 

Snelling Business Systems is an AV systems integration specialist with cross-
sector experience and transferable expertise for commissions across Education, 
Corporate, Public Sector and Niche specifications. 
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TAP THE REACH OF OUR GLOBAL 
      AV/VC DEPLOYMENT NETWORK  

www.snellingcollaboration.com 
www.psni.org 

   ACCESS  | A GLOBAL SOLUTION NETWORK 
  | A UNIQUE DEGREE OF COLLABORATION 
  | ONE STANDARD OF DELIVERY EXCELLENCE 
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DISCLAIMER 

 
Please keep in mind that the purpose of this Guidebook is to provide general information and insights regarding deployment of collaboration technologies in the 
workplace, and the issues that frequently arise in the workplace. This Guidebook highlights issues which are frequently raised, and is not intended to be, nor is it an all-
inclusive manual on workplace collaboration issues specific to your organisation. 
 
This Guidebook is not intended to be used in its current form as an employee handbook or policy manual by any business. Many policy issues discussed herein vary based 
on the specific circumstances of an organisation, and employment laws and regulations apply differently to employers depending upon their size and other factors. 
   
Due to the intensive nature of policy development and implementation and the numerous laws and regulations which apply to workplace management issues, businesses 
are urged to consult knowledgeable consultants and legal counsel prior to development and publication of any manual, policy statements, or employee handbook. Snelling 
Business Systems cannot be held responsible or accountable for any loss, damage or liabilities incurred as a result of not seeking expert consultancy in this regard. 



 

52  

/ SNELLING BUSINESS SYSTEMS 
Unit 23 Chestnut Drive 
Wymondham Business Park  
Wymondham  
NR18 9SB      
 
E: sales@snellingbiz.com 
T: +44 01603 711111 
 
www.snellingcollaboration.com 
www.snellingbiz.com 

 

 

  

    

          Visit our new website. 

Click Here 

http://www.snellingcollaboration.com/
http://www.snellingbiz.com/case-studies/
http://www.snellingcollaboration.com
http://www.snellingcollaboration.com

