Online
Meetings
Web conferencing tools allow staff
and individuals outside of the BC
Government network to participate
in meetings, attend training and
events, or collaborate on projects.
Meeting participants can use the
tool to record meetings when
required.
This guide provides a brief
overview of employees’
recordkeeping responsibilities
when conducting online meetings.

Responsibilities

Presentations

Government bodies need to create and
keep adequate records to document
their decision making and work
activities. This applies to all types of
government records, including meeting
recordings that may provide the best
evidence of government business
activities, transactions, policy or
decisions. These records must be
managed in accordance with
government records management policy
and standards.

Employees must treat documents and
other materials created, shared or
presented at Live Meetings in the same
manner as those presented at a
face-to-face meeting. Minutes/records
of decision and agendas should be
created, retained and managed in
accordance with approved information
schedules (e.g. ministry committees
would be filed under ARCS 200-20).
Other official records (which may
include handouts, slide shows,
messages, audio/video materials, and
recordings) should also be managed
appropriately.

Government bodies are responsible
for ensuring that there are appropriate
systems in place for creating and
maintaining adequate records of
decisions through:

•
•
•
•
•

recorded policies and procedures
defined roles and responsibilities
appropriate recordkeeping systems
ongoing training
compliance monitoring programs

Employees are responsible for
documenting their work by ensuring key
records they create or receive are filed
in their recordkeeping system. This
applies to online meetings where
important decisions were made, or
transactions completed.
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Meeting
Documentation

For committee or project team meetings,
recommended practice is for the office or
branch responsible for secretarial/project
lead functions to serve as the Office of
Primary Responsibility (OPR) and file
official committee records in the
appropriate recordkeeping system.
Note that for inter-ministry or interjurisdictional committees, a lead ministry
should be identified as responsible for
the committee’s records.
Each participating ministry/agency must
also maintain its own OPR file (as the
OPR role is ministry/agency-specific
rather than government-wide).
Once the official records are classified
and filed, any duplicate copies may be
treated as redundant and destroyed.

Generally, employees should use the
same method to document an online
meeting as they would for a similar
face-to-face meeting. If a committee
routinely documents its decisions at
meetings through the creation of
minutes, then it should do the same for
any online meetings.
Meeting organizers and committee
chairs should determine whether to
record an online meeting session using
the recording function, and inform all
participants and presenters prior to the
start of the meeting.
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Examples of meeting types that may need
to be recorded
• Testimony at commissions of inquiry or other hearings.
• Interviews conducted as part of a legal proceeding.
• Training sessions, speeches and presentations for later re-use.
• Presentations that cannot be captured in any other format and are required to
document government business activities.

• Meetings where important decisions are made, particularly:

Recording Skype Meetings
In some cases it may be operationally necessary or legally required to create an
audiovisual recording of a meeting. Skype Meeting recordings can capture all
information provided by meeting organizers or administrators including: content of any
web presentations, video, audio, and any other content uploaded for the meeting by
participants.
To save Skype Meetings:

• Click on the gear button in the top right corner of the
Skype or Lync window.

 decisions related to preparing legislation
 decisions related to strategic policies that define or change corporate

direction, or programs or initiatives to fulfill the government body mandate

• Within Recording options, select the folder in which you
would like to save the meeting recording.

 human resources (HR) decisions

 budget and other financial decisions
 procurement decisions

• You can start recording your meeting or conversation by
Government bodies must create and maintain adequate records of their

clicking on the options icon and clicking Start Recording.
Your recording will then be saved to the folder you specified.

decisions to meet their obligations under the Information Management Act.
If your online meetings reflect important decisions, a record must be retained.
For more information on the requirements to document government decisions
see the Documenting Government Decisions guidelines.
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You are encouraged to save the recording to the appropriate recordkeeping system
as soon as possible.
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Recording Notices
Privacy

Copyright and Intellectual Property

If meetings are recorded, personal information will likely be collected. You should
conduct a Privacy Impact Assessment to ensure any collection of personal information
is authorized. The Freedom of Information and Protection of Privacy Act requires
ministries to notify individuals from whom it collects personal information of the
following:

Copyright and intellectual property rights may also pertain to content provided or
presentations given by external parties. These issues must be dealt with prior to
recording a meeting. Best practice is to advise meeting invitees if you plan to record a
meeting. An example of a suitable notification is:

• the purpose for the collection;
• the legal authority for the collection; and
• the title, business address, and business telephone number of a public body
employee who can answer questions about the collection.
Providing notification recognizes a person's right to know and understand the purpose
for the collection. It also allows the person to make an informed decision as to whether
or not to provide the information in cases where a response is not mandatory. It
provides a person with important contact information should they have a question
about the collection in the future. Best practice is to advise meeting invitees if you plan
to record a meeting. An example of a suitable notification is:
This Live Meeting is being recorded.

Your personal information, including (as applicable) your image, voice,
name, opinions, and any other personal information disclosed by you during
the Live Meeting, is collected by the Ministry [Ministry Name] under section
[insert authority as identified by your Privacy Impact Assessment] of the
Freedom of Information and Protection of Privacy Act (British Columbia) for
the purpose of your participation in the Live Meeting. If you have any
questions about the collection of your personal information, please contact:
[title, business address and business telephone number]. If you do not wish
your personal information to be collected, please do not join the Live
Meeting.

Additional Information

This Live Meeting is being recorded.

By participating in this Live Meeting, you grant to Her Majesty the Queen in
right of the Province of British Columbia, represented by the Minister of
[Ministry] (the “Province”), a non-exclusive, royalty-free, limited license to
use, reproduce and distribute any documents and other materials uploaded
by you or otherwise captured as a result of the Live Meeting, solely for the
purposes of allowing the Province to conduct, and allow others to participate
in, the Live Meeting and to comply with its records management obligations.
If you do not wish to grant such a license to the Province, please do not join
the Live Meeting.
Any materials provided by the Province for use during this Live Meeting are
provided solely for the purpose of the Live Meeting. This material is owned
by the Government of British Columbia and protected by copyright law. It
may not be reproduced or redistributed without the prior written permission
of the Province of British Columbia. To request permission to reproduce all
or part of any other materials on this website, please complete the Copyright
Permission Request Form.

Contact your Records Team or check out the Records Management website.
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