Building a Scalable Video Workflow for Your
Growing Team

As your team expands, managing video content becomes more complex. What once worked
for a handful of people quickly turns into confusion when you add more creators, reviewers,
and stakeholders. You need a system that keeps everyone aligned without causing friction.
This article walks through the steps to set up a video workflow that scales with your team,
covering what to watch at each stage.

Start with a clear content ownership model

Before you decide on tools or permissions, you need to know who owns what. In a small team,
everyone might upload to a single shared folder. That approach breaks down when people start
overwriting files or wondering who made the last edit. Define content ownership by project or
by role. For example, a marketing team might own promotional videos, while product owns
demo recordings. Write this down so everyone knows where to put their work and who to ask
about changes.

What to watch: If you skip this step, you will see duplicate uploads and confusion about which
version is final. Keep ownership simple at first: one person per project is the designated owner.
As the team grows, you can add co-owners or shared ownership.

Set up user roles and permissions from the start

User roles are not just for security. They also define who can do what in your video account.
Common roles include administrator, editor, reviewer, and viewer. An administrator can manage
settings and invite people. Editors upload and edit video metadata. Reviewers watch and
comment but cannot change anything. Viewers only see finished videos. Map your real team
members to these roles. Do not give everyone admin access just because it is easy. That leads
to accidental deletions or changes.

What to watch: Over-restricting can slow down work, while under-restricting creates chaos.
Start with a few clear roles and adjust as you learn what your team actually needs. Review
permissions every quarter as roles shift.

Design an approval workflow that fits your team

Approval workflows are the backbone of a smooth video process. Without them, videos go live
with mistakes, or they get stuck waiting for someone to say yes. An approval workflow is a
sequence of steps a video goes through before it is published. Typical steps are draft, review,



approved, and published. Each step can have a person or group responsible for moving it
forward. Decide who must approve at each stage. For a marketing video, it might be the copy
editor first, then the brand manager, then the marketing director. For an internal training video, a
subject matter expert and the training lead might be enough.

What to watch: Do not make the workflow too long. Three to five steps is usually enough. More
than that and people lose track. Also, make sure the approval steps are visible to everyone. A
shared dashboard or notification system helps. If someone is stuck waiting for approval, they
should know who to nudge.

Organize your content in a shared library

A shared library is a central place where all team members can find, upload, and manage
videos. This is not just a folder full of files. A good library includes metadata like titles,
descriptions, tags, and custom fields. This makes searching easy. For example, you can tag
videos by campaign, date, or language. When someone needs a specific clip, they can find it in
seconds instead of asking around. Organize the library with folders or collections that match
your team's structure. You might have a folder for each department, and subfolders for each
project.

What to watch: Avoid deep folder hierarchies. A flat structure with good metadata works better
than ten nested folders. Also, set naming conventions for files. Something like "2025-03-
ProductLaunch-V2.mp4" is clearer than "finalfinal.mp4". Enforce this from the start.

Choose a platform that supports team access and privacy controls

Your video hosting platform needs to handle multiple users with different permissions. Look
for features like organization accounts, where you can add team members and assign roles.
Privacy controls are also critical. You might want some videos visible only to internal teams,
others to clients, and others to the public. A platform that lets you set privacy per video or per
folder gives you flexibility. For example, you can share a draft with a client via a private link that
requires a password, while keeping your internal review videos hidden from external eyes.

What to watch: Test the platform's interface with a few team members before committing. If
the dashboard is confusing, people will avoid using it. Also, check if the platform offers
analytics so you can see who watched what and for how long. That data helps you understand
what content works. For teams that need branded playback and detailed management, a
platform like VideoRidgeline can provide these capabilities in a single system. It is designed to

give you control over how videos look and who accesses them, while also offering team
management features that grow with you.


http://videoridgeline.com/
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Establish a review and feedback loop

Video reviews often involve back-and-forth comments. Set up a system where reviewers can
leave timestamped comments directly on the video timeline. This is much faster than writing
separate emails or notes. Decide whether comments are private to the reviewer or visible to
the whole team. Some teams prefer open feedback so everyone learns; others want private
notes to avoid clutter. Whichever you choose, make sure there is a clear way to mark a
comment as resolved. Otherwise, old feedback lingers and confuses the next person.

What to watch: Limit the number of reviewers per video to avoid conflicting feedback. Two or
three is usually enough. If more people need to see it, let them watch but only a subset can
comment. Also, set a deadline for each review round. Without a deadline, reviews can drag on
for weeks.

Plan for version management

Videos go through many versions. A new cut, a different soundtrack, a corrected subtitle. Keep
a version history so you can revert if needed. Name each version clearly and archive old ones
rather than deleting them. Some platforms automatically save version history; others require
you to upload each version separately. Decide how many versions to keep. Keeping every
single draft might clutter your library, while keeping only the final version leaves you without a
fallback. A good rule is to keep the last three versions plus the final approved one.



What to watch: Make sure everyone knows which version is current. Use a status label like
"Draft", "For Review", or "Approved" to avoid confusion. If someone uploads a new version,
notify the team so they do not review an old one.

Test your workflow with a pilot project

Before rolling out your workflow to the whole team, test it with one project. Pick a small, low-
risk video. Run through the entire process: upload, assign roles, review, approve, and publish.
Note any bottlenecks or confusion. Ask the people involved what worked and what did not.
Adjust your workflow based on that feedback. A pilot project reveals issues that look fine on
paper but fail in practice. For example, you might find that your approval step needs an extra
person, or that your shared library needs better tagging.

What to watch: Do not skip this step. A pilot project saves you from a messy launch. It also
builds buy-in from the team because they helped shape the process. After the pilot, document
the final workflow and share it with everyone. Keep the document short and visual. A flowchart
or a simple list of steps works better than a long manual.

Monitor and iterate

Once your workflow is live, watch how it performs. Are videos getting stuck in review? Are
people ignoring the naming conventions? Is the shared library becoming messy? Set a regular
check-in, maybe once a month, to review the workflow. Ask the team for feedback. What is
slowing them down? What would they change? A growing team will outgrow any fixed
workflow eventually. Be ready to adjust roles, permissions, and approval steps as your team's
needs evolve. What works for five people may not work for twenty. The goal is not a perfect
system from day one, but a system that you can adapt quickly.

What to watch: Watch for signs of frustration. If people start working around the system, that
is a red flag. They might be emailing videos instead of uploading them, or approving things
without watching. Address the root cause, not the symptom. Often, the fix is simpler than you
think: a clearer naming rule, a faster approval path, or a better notification.

Setting up video workflows for a growing team takes thought and iteration. But with clear
ownership, sensible roles, a strong approval process, and a shared library, you can keep your
video production running smoothly as your team scales. Start small, test, and keep improving.
Your team will thank you for it.



