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Ways to Meet 

How and where a meeting takes place are important considerations for staff. Technology 
provides greater flexibility than ever, so multiple channels can be made available to 
participants wherever possible to help manage time, availability, cost and quorum. 

In-person 

In-person meetings are the most usual1 type of meeting for board members, predominantly 
because board meetings involve significant discussion, planning, problem solving and 
decision-making. This is the best type of meeting to hold when it is important to reduce 
distractions and fully engage participants; being face-to-face with colleagues helps build 
shared understanding, co-operation and empathy. 

Teleconference/video conference 

The option to attend a meeting remotely, either by teleconference or video conference, is 
available to anyone unable to participate in person. If a board member cannot attend in-
person, they will be required to seek consent of the board chair to attend virtually and ensure 
that the staff member organizing the meeting is notified. Remote meetings tend to work best 
for straightforward discussions, where no group work is taking place or controversial 
decisions are being made. 

Email 

Email meetings are convened for one specific purpose only: either when information needs 
to be disseminated quickly, or an urgent decision is required that cannot wait until the next 
scheduled board meeting and must comply with section 1-21(16) or (17) of the Bylaws. 

                                                      
1 Due to COVID-19 all meetings will be held virtually. 
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The Meeting: Before, During and After 

Before the meeting 

Agenda 

Agendas are prepared by staff in consultation with the chair, based upon the annual work 
plan for the Board and emerging issues, and is assisted by the input of the Executive 
Committee at its meeting prior to the board meeting. Any board member may propose an 
agenda item for consideration by the board chair and registrar and CEO in advance of the 
meeting. A call-out for agenda items will be sent by staff prior to the Executive Committee 
meeting. 

Agendas follow a standard template, which includes the time, date, location and type of 
meeting, the names of participants who have confirmed their attendance or forwarded their 
regrets, the names of staff and guests attending the meeting, and a formal acknowledgment 
of the territory on which the meeting is taking place. The agenda will list each matter that will 
be brought forward to the Board, the time estimated for each discussion, whether the Board 
is receiving the item for information, discussion or decision, and the material that will be 
provided to the Board to support its consideration of a matter.   

When developing agendas, staff and board leadership need to be confident that: 

¶ the Board is spending the most amount of time on the most important issues 

¶ the Board will have the information and time to have an appropriate discussion for 
each agenda item 

¶ the agenda is not too ambitious for the time allocated 

¶ the right people will be in the room for each discussion 

¶ staff are making the best use of the time they have with the Board when face to face 

¶ staff are sure the topics under discussion during a closed or in-camera meeting are 
appropriately flagged as confidential and properly fall under section 1-21(11) of the 
Bylaws 

¶ staff ensure the design of the meeting aligns with the participants’ level of 
engagement and capacity (e.g. deep discussion is not happening at a time when the 
participants might be tired or distracted). 

¶ if an agenda item is added the day of the meeting, this must be done during the in-
camera session on the first day of the board meeting; if the agenda item added 
requires additional work from the Board or College staff members, it will be deferred 

A consent agenda will be used, and in accordance with the Consent Agenda 

/files/pdf/Board-GPM-Consent-Agenda-Policy.pdf
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consent agenda need to be moved to the regular agenda for further discussion. Any reason 
provided by a board member is sufficient to have the item moved.   

If an item is moved but other matters remain on the consent agenda, the chair will ask for a 
motion for the consent agenda to be approved as amended. The chair will subsequently ask 
for a motion for the regular agenda to be approved as amended (as it will include the new 
matter for discussion). If no items are moved from the consent agenda, the chair will ask for a 
motion for the consent agenda as a whole to be approved.  

Meeting package 

Briefing notes, with supplemental documents, form the basis of the meeting package. Along 
with the agenda, the meeting package provides participants with the information they need 
to understand the goal of each discussion, as well as the background information, context, 
and analysis to be able to contribute meaningfully to such discussions. Management will also 
be present during the meeting or on the call to address any questions that arise. 



/files/pdf/Board-GPM-Code-of-Conduct-Policy.pdf
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Decision-making 

Staff/committee recommendations 

Depending on the nature of the decision, staff or committees may include a recommendation 
in the briefing note. Sometimes a draft resolution will also be provided to support the Board’s 
deliberations; however, at times, staff may lay out the various options without a 
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Consensus decision-making 
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guests in attendance, and a formal acknowledgment of the territory on which the meeting is 
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¶ When a resolution has been put forward, make sure that everyone understands what 
is being asked of them. 

¶ Keep a list of issues that are more appropriately discussed offline or at another 
meeting. 

¶ Remember to formally close the meeting, thanking all participants, including those 
attending remotely. 

¶ Most importantly, inject warmth, humour and fun into the meeting wherever 
appropriate.  

After the meeting 

It is always good practice for the chair to debrief regularly with management as soon as 
possible to maintain strong and trusting relationships, and ensure that meetings continue to 
be managed effectively, especially if the Board has a board-only session without 
management present. 

It is mandatory for all board members to complete the board evaluation form within one 
week of the meeting.  
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Review 

These guidelines will be reviewed annually by the Governance Committee to ensure they are 
kept current and remain relevant to the work of the Board and the College. The Board is 
responsible for approving these guidelines on an annual basis.  

These guidelines were approved by the Board on September 25, 2020. 



College o

/files/pdf/HPA-Bylaws.pdf
/files/pdf/Board-GPM-Code-of-Conduct-Policy.pdf
/files/pdf/Board-GPM-Consent-Agenda-Policy.pdf
/cultural-safety-and-humility

