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Introduction 
 
The Applied Science Technologists and Technicians of BC (ASTTBC) Board of Directors’ (Board) 
meetings serve as the primary forum for Board discussions and decision-making. 
 
ASTTBC is committed to ensuring its Directors are well-informed, engaged in a culture of respect 
and trust and are empowered to provide unique perspectives in a positive environment where 
dynamic discussions are encouraged.  
 
These guidelines are intended to help Directors understand how their meetings are structured and 
planned, and how balanced and unbiased decisions can be made to support the execution of 
ASTTBC’s legislated authority as set out in the Professional Governance Act (the “Act”), the PGA 
Regulations (the “Regulations”) and the ASTTBC bylaws (the “bylaws”).  
 
These guidelines work in conjunction with the duties and responsibilities of Directors as established 
in the Oath of Office, ASTTBC Governance Policies, and the Code of Ethics. These are based on 
agreed upon ASTTBC vision, mission, values, and clear goals for the organization. 
 
These guidelines do not apply to general ASTTBC meetings such as the annual general meeting or 
special general meetings, as defined in Part I of the bylaws.  
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Types of Meeting 
 
As per S.11 of the bylaws, the Executive Director (CEO) must call a meeting director at the 
request of the chair or any three directors. There are few different types of meetings that 
Directors may participate in during their term of office. The agenda will provide an indication of 
the type of meeting whether it be a workshop, open or closed meeting. Closed meetings must 
meet certain requirements under the bylaws (Section 11.9). A few examples include financial, 
personal, information concerning an application by any individual for 
admission/renewal/reinstatement, or information concerning a complaint against, or an 
investigation of, any individual under the Act. 
 

1. Open 
This type of meeting is open to all staff, registrants, and the public. Meeting 
dates and guidelines for those interested in attending an open session are 
posted on the ASTTBC website and people will be required to register in 
advance (space is limited). Dates for this type of meeting are posted for the 
year, early in the calendar year, and the approved Agenda will be posted 
one week in advance of the meeting. Minutes for these meetings are 
published on ASTTBC’s website and are kept by the Executive Director for 
a minimum of 16 years as per the bylaws. 

 
2. Closed/In-Camera 

This type of meeting is open to staff involved in discussion items but 
closed to registrants and the public. Minutes are recorded for these 
meetings but are not published on ASTTBC’s website. If the Board 
conducts a meeting or part of a meeting in camera or closed, it must 
record its reasons for doing so in the minutes. Section 11(9) of the bylaws 
establishes the conditions under which a meeting can be closed, as 
follows: 

 
“S 11(9). The Board may exclude any person or the public from any 
meeting or part of a meeting if the Board considers it necessary or 
appropriate or if it is satisfied that one or more the following matters will be 
discussed: 

 
a. financial, personal, or other matters where the desirability of 

avoiding public disclosure of them either in the interest of any 
person affected or in the public interest in avoiding public disclosure 
of those matters outweighs the public interest in the desirability of 
adhering to the principle that meetings be open to the public, 

 
b. information concerning an application by any individual for 

admission, renewal, reinstatement, reclassification, or enrolment, 
 
c. information concerning a complaint against, or an investigation of, 

any individual under the Act, the disclosure of which would be an 
unreasonable invasion of the individual’s personal privacy, 
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d. information the disclosure of which may prejudice the interests of 
any person involved in: 
i. a proceeding under the Act, including a disciplinary 

proceeding or any review or appeal, or 
 
ii. a criminal proceeding, civil action or any administrative 

proceeding, 
 

e. personnel matters, 
 
f. property acquisitions or disposals, 
 
g. the contents of examinations or assessments, 
 
h. communications with the Office of the Ombudsperson or the Office 

of the Information and Privacy Commissioner, 
 
i. instructions to or opinions from legal counsel, or any other matter 

that is subject to solicitor client privilege or litigation privilege, 
including communications necessary for that purpose, 

 
j. negotiations and related discussions respecting the proposed 

provision of a service or activity that, in the view of the Board, could 
reasonably be expected to harm the interests of ASTTBC or other 
third parties if they were held in public, 

 
k. information that ASTTBC would be required or authorized to refuse 

to disclose to an applicant making a request for records under Part 
2 of the Freedom of Information and Protection of Privacy Act, and 

 
l. information that ASTTBC is otherwise required by law to keep 

confidential. If the Board conducts a meeting or part of a meeting in 
camera, it must record its reasons for doing so in the minutes.” 

 
3. Workshop Session 

The purpose of a workshop session is to ensure that Directors have a 
safe space to gain knowledge, information, and have the tools to be most 
effective in their roles. Notes are kept to assist management for future 
planning and no minutes are recorded. 

 
4. Strategy Session 

This type of meeting may occur within another scheduled meeting or at a 
separate time. The purpose is for the Board to work with management to set 
the goals and strategic priorities for the organization, and proactively review 
issues and risks that may impact ASTTBC. Notes are usually kept for this 
type of meeting to assist management in developing strategy or plans, but 
no formal minutes are kept. 
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Meeting Forums 
 
How and where a meeting takes place can depend on a number of considerations.  At 
this particular time, we are in a global pandemic and restricted with in-person meetings. 
Given that Directors live in many regions across BC, weather can also be a consideration 
as to whether a person can participate in person or by another means. With the new 
bylaws, and access to improved technologies, the Board has more choices than under 
the ASTT Act. Despite the type of meeting forum, it is expected that Directors are fully 
engaged and that distractions such as phone calls or multi-tasking activities do not take 
place during meetings.  
 

1. In-Person 
In-person meetings are the preferred type of meeting for Directors, 
predominantly because the 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 fully engage Directors, being face-to-
face with colleagues helps gain perspective and build shared understanding 
and collaboration.   

 
2. Telepresence: teleconference/videoconference 

With the global pandemic videoconferencing and other telepresence 
options, is fast becoming the norm for the Board meeting format. Like the 
in-person meeting, Directors are to ensure that they are fully present in 
the meeting. The option to attend a meeting remotely is available to 
anyone unable to participate in person. It is important to note for this type 
of meeting, Directors are expected to take extra precautions to keep 
discussions confidential and not participate in a public location such as a 
restaurant or common meeting area. It is also important to note that the 
online connection should be secure.  

 
3. By 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. Secure online access must be ensured by Directors when 
sending or receiving materials. 
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Meeting Material and Logistics 
 
1. Agenda 

Agendas are prepared by staff in consultation with the Executive Committee 
based upon the Board Business Action List and annual work plan for the Board 
in addition to timely issues. A Board member may propose an agenda item for 
consideration and should contact the Chair or Vice-Chair at least four weeks in 
advance of the meeting to allow for preparation and dissemination of materials. 

 
Agendas and meeting materials are provided in a timely matter, with the goal of 
two weeks in advance of the upcoming meeting. The agenda will list each matter 
that will be brought forward to the Board, whether it is meant for information or 
decision making and it will also include the time estimated for each discussion. 

 
2. Meeting Package 

Reports with supplemental documents will generally form the basis of a 
meeting package. The intention of the agenda and meeting package is to 
provide Directors with the information they need to understand the purpose of 
each discussion, as well as background information and analysis. Members of 
the management team will present and are available for questions on the 
meeting materials. 

 
The meeting package is posted on the Board’s secure website.  
 
It is asked that if Directors have questions about the meeting materials, they send 
queries ahead of time to the Chair and CEO so that staff can properly prepare 
information and ensure an efficiently operated meeting.  

 
3. Logistics 

To maximize meeting effectiveness, Directors are advised to: 
• notify staff in advance if they are unable to attend a meeting or, if the 

meeting is being held in-person, plan to attend remotely; 
 

• inform the Chair in advance if they plan to join the meeting late or leave early; 
 

• test equipment ahead of time to make sure internet access is available 
and working and, if possible, to have a contingency in place in the event 
of system glitches; 

 
• arrive on time, with materials and notes ready to participate in the meeting; and 

 
• turn off any notifications and put away any devices not in use or explain at 

the outset to the group that an interruption might occur during the meeting. 
 

Directors attending by video- or teleconference are further advised to: 
• find a secure and quiet place to participate in the meeting;  

 
• have the dial-in number, access codes, or log-in details ready and join 

the meeting at least 20-30 minutes early to resolve technical issues; 
 

• if the meeting is late to begin, email the meeting organizer to say they 
are ready to join the call; 
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• mute the line when not speaking and do not place the call on hold 
otherwise you may broadcast music or the news that an organization 
may use; 

 
• identify themselves if they wish to speak; 

 
• wait to be acknowledged by the Chair before speaking; 

 
• ask for clarity if any part of the discussion is unclear; and 

 
• be patient if there is a slight delay in transmission. 

 
When the meeting concludes, Directors must remember to end the call or 
connection. 

 
If there have been any logistical problems with the meeting, Directors should 
provide feedback to staff as soon as possible in order for them to be addressed. 

 
 

Review 
 
These guidelines will be reviewed by staff annually to ensure they are kept current and 
remain relevant to the work of the Board and ASTTBC. Updated guidelines will be 
presented to the Board for information and will be updated on the Board secure website, in 
addition to the Board E-Binder. 
 
These guidelines were first reviewed by the Board on March 11, 2021. 
 
 
Supporting Documents 
 
• ASTTBC Oath of Office 

 
• ASTTBC Bylaws 
 
• ASTTBC Code of Ethics 
 
• ASTTBC Governance Policies 
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