Board support document

Meeting norms
Virtual participation:

e Board membersand Direct Reports are asked to “show up” to the meetinga few minutes early to test
their audio and video connections and are encouraged to reach out to
Boardsupport@engineerscanada.ca in advance if they anticipate any connection or technological

issues.

e To increase meetingengagement and participation, Board members and Direct Reports are requested
to turnon theircameras during the meeting, when possible. All participants will have control over their
ability to mute their line upon joining the meeting. Participants are asked to self-mute when they are
not speaking to minimize background noise. If a participant is muted by an organizer, this is because
there was feedback on the line.

e Participants are asked to use the self-mute function and turn off theircameras, instead of leavingthe
meeting during all breaks. This will help minimize any technical issues and disruption upon re-
connection.

e The “Raise hand” functionis onlyto be used if a participant wishes to ask questions and/or make
comments after presentations or during debate. Dependingonthe Zoom version, participants may find
the ‘Raise hand’ button under “Reactions” or “Participants”. Participants should reach outin “Chat” if
they are not able to locate it.

o If a participant wishes to speak and have not been called upon or are unable to use the “Raise hand”
function, they should say their name with an un-muted microphone and obtain permission from the
Chair before speaking.

eThe “Chat” function will only be monitored by the offsite AV personnel in respect of technical
difficulties. Non-technical questions asked through the “Chat” function will not be answered during
the meeting.

To conduct the meeting with reasonable time and fairness:

1. For all motions, the meeting chair will call for abstentions and negative votes from the Directors.
Directorswho do not state a negative vote oran abstention will be consideredin favour of the motion.
If, forwhateverreason, Directors are unable to speak duringthe motion and feel their opinionwas not
heard, they should raise their hand, or reach out in “Chat” for technical support.

2. Wordsmithing of motiontexts should be avoided as much as possible sothatthe meeting can stay on
track. If the proposed motion and related decisionis understood, the Board should move to a debate
and discussion on the proposal and should not focus attention on perfecting the text.

3. Participantsare askedto speak fora maximum of two (2) minutes at a time (a timerwill be projected
on the screen) and will be limited to two (2) chances to speak on any one issue or motion. An
opportunity to speak a second time will be granted only after everyone has had a chance to speak.
The meeting chair reserves the right to allow additional chances to speak, as necessary.

4. Restating or reiterating the same point is strongly discouraged.


mailto:Boardsupport@engineerscanada.ca

5. Inthevirtualenvironment where meeting participants are not able to demonstrate their agreement by
nodding, they are encouraged to use the “Reaction” buttons to identify their informal support of
others’ statements. A safe and respectful environment is encouraged at all times.

6. Atthe opening of the meeting, the meeting chairwillannounce whichindividual will be monitoring the
show of hands. The chairwilltry to ensure that anyone with a raised hand has their point addressed.



