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Welcome! Let's Get Started

Hello there, Chairperson!

Hosting an online meeting might feel a little intimidating if you're not used to technology. But don't
worry—this guide is here to walk you through it all, step by step, in plain language. By the end, you'll
feel confident and ready to chair your meeting like a pro!

What is an online meeting?

An online meeting happens on the internet using a computer, tablet, or smartphone. People join from
wherever they are—home, office, or on the go. You can see and hear each other, share documents,
and make decisions together.

Why consider an online meeting?

Online meetings are a great way to support inclusion, participation, and engagement for Sisters in
your area.

Long commutes, traffic, family responsibilities, and fees (like parking or babysitting) can be barriers
for face-to-face meeting participation.

For help and assistance...

Your local area office can be a great support to you. As well, if you would like a French version of this
guide, please contact SIB@ubcja.ca.

If you are using Zoom to hold your meetings, the free version is limited to 40 minutes at a time. If you
need longer than 40 minutes, check in with your local or regional representative to see if they have a
paid account you can use.

You can also contact your SIB Council Point of Contact:

Cassandra Whalen Atlantic Canada Regional Council (ACRC) (709) 725-7395 cwhalen@acrc.ca

Annie Breton Quebec Regional Council (QRC) (514) 355-1141 abreton@crqubc.ca
Millwright Regional Council (MRC) (416) 757-8754 ext.2  rmoore@ubcmillwrights.ca
_ National Construction Council (NCC) (778) 791-7116 igarza@ubcja.ca

Kristine Byers Carpenters' Regional Council (CRC) (587) 385-8078 kbyers@ubcija.ca

Canadian District and Carpenters’ Regional
Council (CRC)

Rachelle Premack

(236) 464-4016 rpremack@ubcja.ca

We wish you much success as a SIB Committee Chair!
In Solidarity,
SIBCAP


mailto:SIB@ubcja.ca
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% What You'll Need

e 1 Asthe meeting host, accessing from a computer is best.
. A stable internet connection
e 4 Aquiet space where you won't be interrupted. Your home or local area office are good
places to host your meeting.
e @ A meeting platform:
o Zoom has a free 40-min option. If your meeting is longer, check with your local area
office in case they have a paid account.
o Microsoft Teams: Teams is the approved platform for UBC. If you are familiar with
Teams, this can be a good option.
o Google Meet: If you are familiar with Google products, Meet is an option.

i Before the Meeting - Prepare Like a Pro

1. ® Choose a Meeting Platform

Ask your area office what platform they use. Common ones include:

e Z00M
e Microsoft Teams
e Google Meet

Each one works slightly differently, but the basics are the same.



Which platform should | use?

Feature Microsoft Teams Google Meet
Can feel busy with many . L
. _— Simple layout focused on Clean and minimalist,
Interface Simplicity ekl (e, Gl meer':ingsy especially for quick calls

calendar, files)

; Best for working with Basic whiteboard and :
l(:lolltaboratlon Word, Excel, OneDrive in screen sharing; not file- Sr?é)ggoiigﬁ;eigvigﬂég?s
ZEILIAES real time focused P ’

Excellent integration with

] g ) . Integrates with Smooth integration with
!P te?ratlon with Other I(\)A:ﬁ:gcs)ck)ﬂv?/g? dapps i Google/Outlook calendars, = Gmail, Calendar, Drive,
ool SharePc’)int ! growing app marketplace Docs
n 8 Easy to record and save Record locally or to the Recording available only
Recording Options to OneDrive or SharePoint  cloud (paid feature) for Workspace users

Light and smooth,
especially on Android
devices

Feature-rich but can feel Clean, user-friendly

Mobile Experience heavy on mobile mobile experience



2. ® Prepare an Agenda

Consider the length of your meeting and the number of topics you need to cover. In a 40-minute
meeting, you can likely cover 2-3 items.

Set time limits for the topics.
Include time for discussion either during the discussion topic or at the end of the meeting.

If topics are addressed by certain participants, contact them beforehand to confirm the topic time and
time limit.

If you plan to have notes, arrange a person who can take notes during the meeting. This ideally,
should be someone who is not speaking or hosting during the meeting.

Sample one-hour agenda:

e Welcome and housekeeping (5 minutes)
e Agenda item 1 (12 minutes)

e Agenda item 2 (12 minutes)

e Agenda item 3 (12 minutes)

e Discussion (15 minutes)

e Wrap up and next steps (4 minutes)

3. & Schedule the Meeting

Most platforms let you create a meeting and send out invitations. Ask someone from your area office
to help if you're unsure.

Include in the invite:

e Date and time

e Link to join

e Agenda (copy and paste the agenda into the meeting details OR send in your email)
e Any documents people should read beforehand

*Both Zoom and Teams add these automatically when sent via email.

For step-by-step instructions for Zoom, click here.

4, Test Your Setup

A few days before the meeting, test your meeting. If possible, include a friend or representative to join
you.

e Open the platform and check your microphone and camera.



Practice joining the meeting.

If you are sharing your screen, practice sharing.

Have your agenda and notes ready—either printed or on your device.

If you have any issues, contact your area office for troubleshooting support.

The day of your meeting:

Log in 10-15 minutes early to check everything works.

5> Running the Meeting - Keep it Clear and Kind

1. ©

» Start Warmly

Greet everyone as they arrive.
If the group size allows for it and if you have time, do introductions to build relationships. For
a larger group, you can also use breakout rooms or use the chat feature.
Check that everyone can hear and see you.
Give a quick overview of how to mute / unmute, use the chat feature, and turn their video on or
off. You can also show people how to update their name in their profile.
Let participants know if the call will be recorded or not. If it's recorded, let the participants
know that they can either have their camera on or off.
Complete attendance (if required).
Review the accessibility features (if available / enabled).
o In Zoom, you can enable Automated Captions under Advanced Meeting settings when
you set the meeting up.
o If you have it enabled, activate it during the meeting or tell participants how they can
access the feature.

2. @ Set Some Simple Rules

As the meeting host, you have control of the meeting. As your meeting starts, it's helpful to keep
everyone on mute.

You can say:

"Raise your hand if you want to speak."

"When it’s your turn to share, unmute yourself."

“If you have questions, please add them to the chat.”
“I will now start the recording.”



3. B Follow the Agenda

4.

Remind people of the time. Appoint a timekeeper to notify you when time limits have been met
for each topic. They can also let you know when you have 5 minutes left for the meeting.
Gently steer the conversation back if it goes off-topic.

o "Shirley, although your point about the lack of female training instructors is a good one,
our goal for this meeting is to plan for the Labor Day rally. Perhaps we can make time
for the female training instructors discussion after we complete our agenda items.”

Encourage quiet members to share.

o “__,what are your thoughts?” “ , do you have anything to add?” “ , how
does that idea sound to you?”

If you run out of time, ask participants if they can stay for 5 to 10 minutes longer. If there are
objections or if the call needs extended time, add these topics to the next agenda.

Handle Tech Problems Gently

If someone is having trouble:

Pause and let them sort it out.
Ask if someone can help them in the chat.
Offer to catch them up later if needed.

Ending the Meeting - Wrap it Up Well

1. B Summarize Key Points

Take 5 minutes to recap
o Summarize the decisions made.
o Summarize the actions that will be taken.

Verify the next meeting date.

2. ? Ask for Final Thoughts

Say:

“‘Does anyone have a quick final thought before we end?”
“‘Anything we missed?”



3. ® Thank Everyone

Finish on a warm note:

e “Thanks, everyone! Great work today.”
e “Appreciate your time and ideas—talk soon!”

4. XK Stop Recording and Click "End Meeting"

If you are recording, stop the recording.

Once everyone has left, click "End Meeting for All".

~£ After the Meeting — Keep Things Moving

1. bof Follow Up

Send an email with:

e A short summary of what was discussed (use the notes from the notetaker)
e Action items and deadlines
e The date of the next meeting (if known)
e The recording link, if applicable
e Ask for feedback:
o "Thanks for joining the meeting. Let me know if there’s anything | can do to make future
meetings better!"

2. ] Reflect

e What went well?
e What could go better next time?
e Did people feel heard?

¥ You're Ready!

You don’t need to be a tech expert to run a great online meeting. With some preparation, kindness,
and a clear agenda, you’ll guide your team with confidence.

Keep this guide handy and don’t be afraid to ask others for help when needed.

You’ve got this!



> Checklist to Set Up Your Virtual Meeting

Basic Information

Meeting host:

Date:

Time & Time Zone:

Duration (if longer than 40 minutes you need an upgraded Zoom
account):

Meeting Name:

Estimated Number of Attendees:

Branding Requirements for Agenda or Slide Show (if applicable)

Recording (will the meeting be recorded)

Roles

Meeting Organizer:
(person creating the event)

Co-organizers (if applicable):

Person who will start the meeting recording (if applicable)

Meeting Chair (who will take the notes):

Timekeeper

Meeting Options

Security:
Default: Passcode and/or Waiting Room

Meeting chat?
Default: Enable Continuous Meeting Chat

Allow video on or off for attendees?
Default; Off

Additional Options with Zoom Workplace Pro

Al Companion
Set automatically start meeting summary for automated note taking

Audio
Default: Both




Action Items

Pre-Event Actioned By Due Date

Event Email Information (if required)

Confirm Distribution List for the Event

Event Invitation:

Reminder Email (if required):
(1 week before event)

Feedback / Survey (if required)
(use Forms or Survey Monkey)

During Event

10-Minute Pre-Event Prep:
Test audio and screen share (if using)

Admit All Attendees from Waiting Room:

Start Recording (if applicable)

Q&A Monitor:

End Meeting:

Post-Event

Summary Email Message:
Include Recording Link, if applicable

Attendance Reporting:
Registered, Attended, Councils, etc.




H Detailed Steps for Setting up a Zoom Meeting

1 Navigate to www.zoom.com

® Home te h TRAIN & H

ZO0OMMN  Products Al Solutions  Resources  Pricing Q support Meetv|signin /(" Contact Sales

©) Zoom debuts new agentic Al skills for Zoom Al Companion | Read more >

Work happy with an Al-first work
platform for human connection

Contact sales >
O+
v

Ho)

2  Click"SignIn"

Zzoom Newto Zoom? Sign Up Free  Support  English

11



3  Click"Schedule"

a O G
| Microsoft 3. UBC Canadian Distri.. *~ Home - BuildFor = C onnections... @ CITF's Online Docu... ™ VUBIZ online » 3 All Bookmiai
Q Search Support 1.888.799.9666 Contact Sales Request a Demo
Plans & Pricing Schedule Join Host v Web App v
L]

Manage Plan

- Workplace Basic

O

Title: Add View Plan Details
our meetings x Download Zoom
Start, join and schedule meetings
"*.S*a- . — directly from your Zoom Desktop
\ } U Client. 3
L v - H
ds Ui M| . 2
4  Give your meeting a title and if you choose, "Add Description" .
)m Products Solutions Resources Plans & Pricing
< Back to Meetings
Schedule Meeting
s 4+ Add Description
& Sessions , N w—
When 5 04/09/2025 9:00 v AM
Duration 0 v hr| 40 v | min
al Contacts )
al Devices

You can schedule meetings for up to 40 minutes each with your
current Basic plan. Need more time?
Upgrade to Zoom Workplace Pro

oards



6  Select the date and time of your meeting.

When [ 04/09/2025 ] | 200 v || am

K < April 2025 > :
Duration ]mln

Sun  Mon Tue Wed Thu Fri Sat

1 2 3 4 5 Ites each with your

6 7 8 ° 10 1 12

13 14 15 16 17 18 19

Time Zone

20 21 22 23 24 25 26 ¥,
27 28 29 30
Attendees
[ | I, e e an BEmE - A

7 Select the start time of the meeting.

ating
[ Sample Meeting ]
[ This is the Quarterly call for SIB Conference planning J
Y.
[ 04/17/2025 ] [ 9:00 vj l AM v
o] v hr \ 40 v | min

You can schedule meetings for up to 40 minutes each with your
current Basic plan. Need more time?
Upgrade to Zoom Workplace Pro

[ (GMT-3:00) Halifax

13



@ NOTE!

With the free version, you can ONLY schedule meetings for up to 40 minutes.

If you need more time, you will either have to schedule a SECOND zoom call for

right after OR upgrade to a paid account.

When L 04/17/2025

) 07:30 v [ pm |

Duration (o]

You can schedule meetings for up to 40 minutes each with your

current Basic plan. Need more time?
Upgrade to Zoom Workplace Pro

Time Zone [ (GMT-3:00) Halifax v ]

[) Recurring meeting

Attendees | Enter user names or email addresses

Cancel

== Q search

L e EEdA-CCS

Click "select time zone" What will your time zone be when you make this call? This
will auto adjust the receivers time zone accordingly.

9 You can enter the participants here, OR send everyone a link once this is set up.

Your choice.

Time Zone

Attendees

Meeting ID

Template

cancel

== Q Search

You can schedule meetings for up to 40 minutes each with your
current Basic plan. Need more time?
Upgrade to Zoom Workplace Pro

[ (GMT-3:00) Halifax “ |

[_| Recurring meeting

U rpremack@ubcja.ca J]

ﬂ rpremack®ubcja.ca
rpremack@ilbcja.ca

e

Select a template v

L 2o 5 EE L0

@
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10 Zoom has some fun features like adding a whiteboard. Simply Click "Add
Whiteboard" if you want to try it. Or you can skip this part.

Attendees Enter user names or email addresses
_ e rpremack@ubcja.ca X
ars
i & Sessions Meeting ID O Generate Automatically () Personal Meeting ID 972 763 2816
Template | Select atemplate v
1al Contacts :
k Whiteboard [2 Add Whiteboard
1al Devices
»oards Docs (Z) Add Docs
Security v Passcode zeTOSg
Only users who have the invite link or passcode can join the meeting
NEYS Waiting Room
ding Only users admitted by the host can join the meeting

11  You can add a document, like an agenda but you can also skip this part.

_ Meeting ID © Generate Automatically () Personal Meeting ID 972 763 2816

5 Template | selecta template v
% Sessions g
Whiteboard Sample Meeting
Zoom Whiteboard
| Contacts
Docs [Z] Add Docs
| Devices

ards Security v Passcode | zeTOSg
s e R

Only users who have the invite link or passcode can join the meeting

Waiting Room

Only users admitted by the host can join the meeting

ng



1 Choose if you would like participants to wait and let in one at a time by selecting
Waiting Room.

Jinars

Docs () Add Docs
nts & Sessions

sama  Meeting Agenda

(s Zoom Docs
sonal Contacts
sonal Devices Security v Passcode zeTOSg 1
{
Only users who have the invite link or passcode can join the meet

teboards

Waiting Room
es Only users admitted by the host can join the meeting

v Q@D

Meeting chat Enable Continuous Meeting Chat (i)
sording
% Video Host Jon Q off

duler
F i Cancel

13 Select if you would like videos on or off during the meeting. (You as the host, can
change this in the meeting.)

Security « Passcode | zeTOSg \

Only users who have the invite link or passcode can join the meeting

Waiting Room

Only users admitted by the host can join the meeting

Meeting chat Enable Continuous Meeting Chat (i)
Video Host O on QO off

Participant (Oon ©Q off
Options Show

Save Cancel

Download




14  When you have entered all the necessary data - click savel

Tasks
Recording Meeting chat Enable Continuous Meeting Chat (i)
Clips 5

Video Host O on O off
Scheduler Participant O on ) off
Settings

Options Show

Data & Privacy

Reports

About Download Sales Support

Zoom Blog Zoom Workplace App 1.888.799.9666 Test Zoom
Customers Zoom Rooms Client Contact Sales Account
Our Team Browser Extension Plans & Pricing Support Cen|
Careers Outlook Plug-in Request a Demo Learning Ce
Integrations Zoom Plugin for HCL Notes Webinars and Events Zoom Com

Partners Zoom Plugin Admin Tool for HCL Zoom Experience Center Feedback

15  Copy the invite if you want to send this out in an emai

asks
ecording

Meeting chat Enable Continuous Meeting Chat
lips

Video Host on
cheduler

Participant on

ettings
QERA RIS m & Copy Invitation Edit Delete
eports

About Download Sales Support

Zoom Blog Zoom Workplace App 1.888.799.9666 Test Zoom
p ustomers Zoom Rooms Client Contact Sales Account

Browser Extension Plans & Pricing Support Center

a_in
Finance headline

Canada lvey PML.. == Q Search L 1& @ 1q g g m _-

16 Happy Zooming!



