BCRA ZOOM MEETING PROTOCOLS  DRAFT
Introduction  
BCRA recognises the opportunities offered by meeting virtually in times when a physical meeting is not appropriate and has developed this policy to assist the members of council to understand how these meetings should be conducted to enable council members to engage in debate and decision meeting effectively.  
Publishing the agenda and providing documents 
Council members will be sent  the agenda and relevant   documents  as per our current constitution .   
Virtual Meeting ‘platform’ 
BCRA  council will use Zoom to provide video communications.  Zoom enables video 
and audio conferencing for persons using mobile devices, desktops, and laptops etc. 
In preparation for the meeting the secretary will publish the Zoom meeting information 
The Zoom meeting link, will be sent to the person in charge of the website to ensure it is released on the day of the meeting. 
Meeting ID, 
Meeting passcode.     
Specific Virtual Meeting Arrangements 
Discussions 
Prior to the meeting all council members need to have a copy of the agenda and other relevant documents  available to them in order that the chair can view all council members in attendance on the chairs screen.
During the meeting, all persons other than  the chair will be muted  
When wishing to speak it is important that all members are visible to the chair   and will raise their hand to indicate that they wish to speak.  
Their microphone will then be unmuted, and they can address the meeting.  Following the 
conclusion of their address the microphone will be muted. 
During the meeting members and officers will raise their hand to indicate to the Chair that 
they wish to speak on an agenda item. 
All members attending the meeting will monitor their own background noise and if necessary 
mute their own microphones, except when speaking, to negate interference with the meeting. 
 
Voting  
All voting will be undertaken by a show of hands  and where necessary indicate how they are voting  following instructions from the chair.
Attendance 
If a member is believed to have ‘dropped out ‘of the meeting this will be noted in the minutes 
Virtual Meeting Etiquette 
 Conduct at Meetings will follow the BCRA code of conduct policy  and all attendees are expected to be mindful of the difficulties people experience with regard to the operation of technology. 
Behaviour that is contrary to the intended outcomes of the meeting will be brought to the attention of the chair so that  the issue can be dealt with by council or dealt with under the BCRA complaints procedure. 
Recording 
Zoom meetings will be recorded at the discretion of the Chair and made available to  the secretary to facilitate writing the minutes  

