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Joint Occupational Health and Safety Committee members’ tasks may vary from meeting to meeting.
Some tasks are pre-set by the meeting management tool, and some may be assigned by the Co-Chair.
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Committee Co-Chair / Admin Assistant Recorder
Confirm the next meeting date ® Reschedule a meeting, if needed @
Recurring meetings are scheduled as a series and prepopulate a year in advance. Reschedule anytime before the next scheduled meeting date in the series.
If you need to reschedule a specific meeting, do it as soon as possible. G)  Start the meeting @
Make committee roster changes G Record attendance &
When possible, update committee membership 15 to 30 days before the .
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The draft agenda is automatically distributed 14 days prior to the meeting. * Update status of agenda items
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e During the meeting, look at new agenda items received since the final Adjourn the meeting and confirm the Recorder in the pop-up window.

meeting package was sent. é Adjourning the meeting sends the draft minutes according to the settings

configured on the Committee Roster screen (immediately or within 1-7 days). If

Assign Recorder duties the meeting is not manually adjourned, it will automatically adjourn 24 hours
If assigning this role to someone other than the Admin Assistant, do so in after the scheduled start time.
advance of the meeting so the Recorder has time to become familiar with ©® Edit, approve, and publish the meeting minutes @

the role.

Watch a video tutorial

View step by step guide

HELP DESK

After adjourning the meeting, you can continue to edit the minutes and
attendance until the minutes are published. You can also distribute updated
draft minutes to members. Publish the minutes after the committee has
confirmed the edits; otherwise, they will appear as Unpublished on the
dashboard.

or 672-333-3311 | LEARN MORE:



https://www.youtube.com/watch?v=2Tu0ZeV2uQY
https://youtu.be/HBAB7_U5huQ?si=oKIRniVbDhGiXhLM
https://switchbc.ca/ohs-resource-centre/step-by-step-guide/committee-management/
https://www.youtube.com/watch?v=Fev96DuMzgc
https://switchbc.ca/ohs-resource-centre/step-by-step-guide/meeting-management/creating-new-business-to-an-agenda/
https://www.youtube.com/watch?v=C_yefocS3RE
https://switchbc.ca/ohs-resource-centre/step-by-step-guide/meeting-management/actions-during-the-meeting/
https://www.youtube.com/watch?v=LJjoRhhRyUY
https://switchbc.ca/ohs-resource-centre/step-by-step-guide/meeting-management/assign-a-meeting-recorder-privileges-to-committee-member/
https://www.youtube.com/watch?v=2Tu0ZeV2uQY
https://switchbc.ca/ohs-resource-centre/step-by-step-guide/meeting-management/rescheduling-meetings/
https://youtu.be/QMrbHYYiPQ8
https://switchbc.ca/ohs-resource-centre/step-by-step-guide/meeting-management/actions-during-the-meeting/
https://youtu.be/88bd8hIpcVA
https://switchbc.ca/ohs-resource-centre/step-by-step-guide/meeting-management/actions-during-the-meeting/
https://youtu.be/C_yefocS3RE
https://switchbc.ca/ohs-resource-centre/step-by-step-guide/meeting-management/actions-during-the-meeting/
https://youtu.be/RZP4xrzjlS4
https://switchbc.ca/ohs-resource-centre/step-by-step-guide/meeting-management/actions-during-the-meeting/
https://youtu.be/EeK2p6TAhZ4
https://switchbc.ca/ohs-resource-centre/step-by-step-guide/meeting-management/actions-during-the-meeting/
https://youtu.be/sw0aJ7hVyPQ
https://switchbc.ca/ohs-resource-centre/step-by-step-guide/meeting-management/editing-the-meeting-minutes/
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