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How to run your Virtual Hack Day

Announce your Virtual Hack Day early, at least one month before the actual event. This will 
give people enough time to plan ahead. Especially during these times where remote working 
has become the new normal, people’s schedules may have fluctuated and they might need to 
account for things they didn’t need to before. 

Lean on your Events team or create a dedicated organising team to encourage participation 
and involvement, particularly of more shy team members that may feel 
a bit more isolated. 

Refresh participant profiles: encourage participants to review their personal profiles on your 
organisation’s intranet or collaboration platform such as Slack. This will help to give greater 
visibility of everyone’s pool of skills and projects they have worked on. 

Prepare a clear voting system. For our Virtual Hack Day we used the point voting system 
available in Google Forms, which makes voting simple easier.

Create a set of rules and values to follow in order to ensure Hack Day runs as smoothly and 
fair as possible. 

Don’t enforce a limit on the number of teams that can participate. But, do make sure there are 
at least two members in each team. If participants struggle to form a team, get your 
organising team to assist them in reaching out to find other suitable participants.

Make sure each team submits their pitch video, and make sure it doesn’t exceed 5 minutes.

How To Get Started
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How to communicate with participants

Hold a Kick-Off meeting or a session a day or two before your Virtual Hack Day, to give 
participants the opportunity to ask questions and to get organised without posting lots of 
questions via your chosen communication channel (Slack, intranet, etc).

Create a dedicated communications channel for the event. In our case, we created the Slack 
channel ‘Hack Day May 2020’.

Keep excitement and momentum going through your main communication channel. At 
Adaptavist, our Events team was readily available to resolve any concerns or questions and to 
create some hype by encouraging teamwork. Post regular updates, announcements to keep 
the buzz going.

Store all relevant information for participants to reference quickly and easily. We centralised 
information using Confluence for Jira, due to its intuitive design and collaboration capabilities. 
We stored information around how teams should submit their pitches, the length of their 
presentation video, and an overview of scheduled meetings. 

At least a month before Hack Day, announce the event early on the 
company-wide communications channel and encourage employees to 
join the communications channel for the event. This gives people 
enough information early on, so that they can get involved and reach 
their maximum potential.
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How to be sensitive about time zone differences

Ensure every team has the same opportunities to succeed. This means that your Virtual 
Hack Day should kick-off at a reasonable time to suit the majority of participants.

Be practical and pragmatic. Working around time zones can be complex and it can be hard 
to pin down a specific time that will suit everyone. In case participants can’t join certain 
calls, make sure recordings and copies of notes are available on demand. It’s important to 
factor in some flexibility when it comes to the timing of meetings, so people have the 
opportunity to join if they want or need to.
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How to create encouragement and hype

Encourage a competitive spirit and build some hype around the event. For example, you could 
design a freebie t-shirt for all finalists. At Adaptavist, we created a t-shirt with ‘I was a Hack Day 
2020 Finalist’ design using one of our in-house illustrators

Build the ‘hacking’ vibe. Our Events Team provided a pizza and drinks budget of £20  for all 
participants and offered participants to expense the cost after the event.



What happens after your Virtual Hack Day?

Share a retrospective form shortly after your Virtual Hack Day, and make sure that 
everyone’s voice is heard and that everyone is part of the conversation.

Allow a 48 hour window for your organisation to vote for their chosen team.

Announce the round of finalists (we had 5 finalists) and allow them 24 hours to make any 
improvements to their pitch and project before they present it to a judging panel. 

Randomly select your judging panel, and make sure they represent different parts of the 
business. At Adaptavist we had 4 judges from across the board.

Use Zoom or any other communication tool of your choice to host your Virtual Hack Day 
Final. At Adaptavist we chose Zoom, due to its screen sharing capabilities. Also, the break 
out functionality in Zoom allowed judges to pop out of the general session for a couple of 
minutes to deliberate on the winning team.

Give each finalist team enough time to pitch their project (approximately 15 minutes)  and 
then allow 2 minutes for audience Q&A. 

Once announced, share the details of the winning team via your organisation-wide 
communication channel. 

At Adaptavist we shared the winning team’s pitch presentation, the recording of the final 
and a photo of the winning team. To take the shot, we got the team together on a zoom call 
and captured them ‘remotely’ together. 

4


