Western Canada & Territories Region

Regional Labour Management Consultation Committee (RLMCC)

June 29, 2010

Record of Decisions & Actions

In Attendance:

Management Members:

	Executive Head Service Management (EHSM)
	Andy Netzel

	Associate EHSM (Management Lead)
	Ken Burfoot

	Executive Director(s), Processing & Payment Services
	Anne Milne

Lauren Delgaty

	Executive Director, Strategic Services
	Jackson McKiee

	Executive Directors, Citizen Services
	Heather Backhouse

John Jackson

Cam King

Joe Kronstal

	Executive Director(s), LMSDP
	Hal Howie

Tracy Bulych

	Executive Director, Integrity
	Pat Chaba

	Director, Regional Labour Operations, Central 
	Arlene Forsyth

	Regional Director, Chief Financial Officer Branch, Western 
	Lucia MacLean

	Director, Western IT Services
	Sandy Stor

	A/Director, Human Resource Services (HRS) West
	Joel Stelpstra

	Manager, Labour Relations, HRS West
	Joanne Krepakevich

	Chief of Staff to EHSM Western Region
	Jan Fix

	Senior Advisor, W-T Transition Committee
	Marlene Chambers


Union Members – In Person:  

	CEIU NVP, BC/YT
	Pat Wakefield

	CEIU NVP, AB/NT/NU
	Sandy Macdonald

	CEIU NVP, SK
	Noreen Klassen

	CEIU NVP, MB
	Don Rogers

	CEIU NVP Women’s Issues Western Canada
	Diane Mitchell

	PIPSC Representative(s) 
	Bond Hardie 

	                           Via Teleconference

CAPE Representatives
	Rod Smelser

Wayne Kramble


Support to the Committee:

	Manager, Accountability, Knowledge and Information                
	Betsy Oster



Regrets:





    
	ACFO Representative
	Gary Soo


	Vice-President National Component
	Alex Kozubal

	CAPE Representative(s) 
	Rob Raisbeck 

	Director, Service Canada College West
	Marjorie Heisler

	Director, Regional Labour Operations, North West Pacific 
	Marguerite McGregor

	Director, Human Resource Services (HRS) West
	Karen Duncan


	Record of Discussion


	Action

	Co-Chairs: Ken Burfoot & Sandy Macdonald

1. Welcome, Opening Remarks

Ken Burfoot welcomed everyone to the first meeting of the W-T RLMCC.  This in-person meeting was arranged so everyone would have the opportunity to get to know each other better.  All meeting participants introduced themselves and stated what business line or union they were representing.
	

	2. EHSM Update – Andy Netzel
· June 01 was the implementation date for the new W-T Region.   Ken Burfoot has assumed the role of associate EHSM and will lead the regional Transition Team.  The region has been given to Dec. 31 to adjust to the SMSM in setting up the six regional business lines.  Each province will have an Executive Director of Citizen Services.  It will be the responsibility of the ED to liaise with provincial governments and federal councils.

· LMSDP will be given a longer transition period due to the complexities in programming but their transition must be completed by March 31.

· Business lines, other than CS, are not geographically structured.

· Call Centres now report to the region rather than NHQ.  This reporting change was effective June 14.effective.

· We are now in the process of transferring some CFOB employees to local sites – mainly CS sites but there are exceptions.

· The responsibility for security has now been transferred to the region’s Integrity Branch

ii) Fiscal Situation:

The department is now going through Strategic Review which is part of the federal gov’t’s process in looking for efficiencies and savings. The department is also going through an Administrative Review to look at purchasing efficiencies and an Asset Review examining major crown assets.

Budgets are tighter this year than last year due to the economic upturn and the reduction in EAP funds.  EAP funding ends March 31 so it is anticipated next year’s budgets will be even tighter.   The department will need to prepare for the anticipated budget reductions in 2011-12.
	

	3. Outstanding Action Items

a) April 07, 2010 MB/SK Meeting
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b)May 05, 2010 BAT RUMCC Meeting
	

	4. RLMCC Terms of Reference

The draft Terms of Reference were reviewed and some changes were incorporated into the final version.
Action:

· Explore options for the payment of  travel costs

· Unions will provide a co-chair rotation list to Joel Stelpstra

Decision:

In-person meeting location will be determined by the location of the designated union co-chair

The final version of the ToRs for the RLMCC is attached.
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	Joel Stelpstra/ NVPs

Union Reps

All approved

	5. Health & Safety:

a) Local meetings – The union expressed concern that some offices were not holding regular Health & Safety meetings.

Decision:

· It was agreed that in future, local office issues would go first to the Service Cana Area director and/ or the appropriate Executive Director for consultation and/or resolution prior to coming to the RLMCC agenda.
· It was noted that the Canada Labour Code requires a committee for all work places with 20 or more employees. Work place committees meet at least 9 times per year
Action

· CS – ED in Sask will follow-up with the office in question.

· The issue of holding regular H & S meetings will also be referred to the regional  W-T Occupational Health & Safety Committee

· The Transition team will contact the co-chairs for this committee to have them set up a joint meeting 

· HR will send out instructions to clarify the OHS mandate for managers and directors.

b) W-T Regional OHS meetings

Decision:

· It was agreed that the process for resolution of local committee concerns would be: first – site director; second – Executive Director; and third – regional OHS committee.

Action:

· RLMCC was advised that a new national direction for OHS committees is being proposed.  HR will investigate this new proposal and advise.

· Pat Chaba provided a list of site directors in the W-T region.  This list will be maintained for BCP purposes. Lists will be updated and provided to the RLMCC and can be used for contact purposes such as OHS issues.


	All

Cam King

Joel Stelpstra

Ken Burfoot

Joanne Krepakevich

Joanne Krepakevich

Pat Chaba

	6. Rewards & Recognition

Union requested a more frequent acknowledgement of the good work staff are doing.

Anne Milne, the Awards and Recognition Champion advised that management wants to augment the BRAVO award program.  Items have been sent to offices for this purpose.  A new acknowledgement program called ”5 Ways to say thank-you” is being distributed to managers in the region.  Management will be looking for a consistent approach across the W-T Region.  The call centres have an award program called “Going the Extra mile”.


	All Note

	7. Accommodations:

a) Open Office Concepts

Union expressed concern that the open-office concept does not accommodate staff with disabilities.  Also feel there are security and privacy concerns with the existing model.  The union members advised that the model has not been approved by the national OHS committee.

Management Response:

There is no question that a disabled staff member needs to be accommodated.

The open office concept is nationally mandated.  Some issues with the plan have already been discussed at the national level.

The fact that the national OHS has not formally approved the model does not change the fact that the open office concept continues to be implemented. 

Action:

· Andy Netzel advised that NHQ is looking at mobile panic buttons for open offices. Pat Chaba was asked to follow-up.

Decision:

· Encourage the completion of incident reports.  The completion of incident reports will influence changes to the model.  RLMCC all agreed to support and encourage the completion of incident reports. 

b) Signage

Union members requested that signs stating “no tolerance for any kind if abuse” be posted in all Service Canada Centres.

Management stated that staff is not to tolerate threats.  In the event of a threat, Marlene Toivenen should be contacted immediately.  Service Canada has developed good relationships with police in all our service areas.  Staff needs to know that they are supported and that there will be a follow-up action.

A sign advising clients that they are under “video surveillance” will be posted in offices as refits are occurring.

Union was advised that signage is a national issue and should be dealt with at that level.

Decision:

· Staff should be advised to complete incident reports in the event of a threatening situation.

Union Decision:

Union leaders advised that they are unanimous in their support of “no tolerance for any kind of abuse” signage.


	Pat Chaba



	8. Safety & Security

· New floor plans for Service Canada sites

Security incidents have resulted in some changes to the model.  These changes will be implemented in all future re-fits.
	

	9. Training
a) Joint learning program – Employer training for local UMCC meetings

The unions requested an update on local UMCC training. Feel that managers/directors need to be committed to sending staff to this training.  Ensure all staff are aware of all joint learning opportunities.

Action:

HR to be the lead on developing an awareness and training strategy as management supports getting as many staff as possible through the UMCC and DTA training.
b) Duty to Accommodate (DTA) training:

Unions feel managers do not understand their responsibilities under DTA.

Action:

NHQ is developing DTA training that should be ready for the fall.  W-T HR is prepared to develop such training if NHQ does not meet this timeline.  A follow-up on this issue will be provided at the next RLMCC meeting.
c) Call Centres

Management requested to know how Call Centres will be represented.

· Union advised that all locals in the region will be represented by CEIU; consequently, NVPs will not change.


	Joel Stelpstra/ Karen Duncan

Joel Stepstra/ Karen Duncan

	10. Staffing:
a) PM01’s – PM02’s

The Union requested an update on the PM01-PM02 situation in response to the EI automation process.

Update:

· The implementation of NWS is part of the EI automation process and is currently being implemented across Canada.  Staff like the new NWS. The department hopes to have 70% of claims processed through automation.  We are now at 2/3 PM 02s and 1/3 PM01s; reversed from 4 years ago.  NPPN is also driving this change.  Management is looking at a variety of mechanisms to move staff to new positions i.e. deployments to other business lines, internal selection processes, and the career laddering program.  Staff appears comfortable with the options provided.  
· See agenda #15 “Career Laddering Pilot Update

b) Notification of Acting appointments

In the previous MB-SK region the practice was to advise the union of any acting appointments of three weeks or longer at the Team leader level (PM 03) and above.

Decision:

Change the notification to PM 05 level rather than the PM 03 level.  Unions are to direct their enquiries to the site leads or the SCA director as specified in the list provided.


	

	11.) Services to Clients:
a) 1-800-206-7218

Union expressed concern with the delays in response time.

· Citizen Services Executive Directors are not hearing that this is a problem but acknowledge that previously it was a problem.  As EI backlogs have cleared, the response time has improved.  Extended Call Centre hours have also relieved this situation.

Action:

· Call Centre response times to be used to monitor this situation.

b)Change of Service offerings in Citizen Services Branch

Decisions regarding changes to service offerings are made at the national level.  Some discussions may be underway but nothing has been communicated to the region as yet.
c) Scope of Service provided by CSOs

The union expressed concern regarding long line-ups at the front end as a result of the extended services being provided by CSOs.  Also the reduction in the number of CSOs is a concern.

Management response:

· No one is being directed not to serve clients.  CSOs are to assist clients to help themselves.  

· Need to promote online & phone services in order to reduce traffic in offices.

· CSOs seem to want new service offerings – we are getting different messages.
	Ken Burfoot/ Anne Milne

	12. Grievance hearings – W-T Approach
The Transition Committee is handling this issue.  Executive Directors will have the authority to handle 2nd level grievances.  It is anticipated that this action will improve timeframes for 2nd level grievances.
The EHSM will be made aware of any grievances that go beyond 2nd level.

Action:

Updates to the delegation table will be provided to the RLMCC


	Joel Stelpstra/ Karen Duncan

	13. Public Service Employee Survey Action Plan
Andy thanked all the staff that worked on the action plan.  The Recommendation report is now complete and it is the responsibility of management to implement the action plan.    The union was asked to participate in the consultation phase and that phase is now complete.  Role of the union is consultative and to monitor the action plan implementation.  The union agreed that they have a large stake in the recommendations that will be implemented.

Action:
· PSE action Plan to be on the agenda for the next RLMCC meeting.

· Next steps for this Committee will be re-written.
	Karen Duncan

/Joel Stelpstra

Karen Duncan

/Joel Stelpstra/Debbie Peckham/ Kevin Kowalchuck



	14. Wearing of Buttons
This issue has now been resolved.

Action:

All agreed that a more collaborative approach between management and unions in giving advance notice regarding such issues would be beneficial to all.
	RLMCC members

	15. Career Laddering Pilot  Project Update:
This is a non traditional approach to providing opportunities to staff.  Entry level is CR04/PM01 going to PM02.  Names are put forward through an advertised process.  A poster was raised on May 25 and staff at the pilot site were given an information session on how the process would work.  Staff was advised that a traditional process would also be run.  56 candidates were assessed.  People applied on the career laddering process that hadn’t applied on selection boards in many years.  Managers took their reference role very seriously.  Successful candidates go into a qualified pool.  If the pilot is a success, it will become another HR selection tool.
	

	16. Administrative Protocols
At the recent RUMCC, Pat Chaba was responsible for a topic describing changes in TB Security Policies.

There are links to three TB documents that came into effect on July 1, 2009   

The Directive on Departmental Security Management: http://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=16579
The Policy on Government Security: 
http://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=16578
The Directive on Identity Management: http://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=16577
Our Departmental Security Officer has been designated by the Deputy Head to manage the departmental security program and its responsibilities: the DSO has assumed direct responsibility for Administrative Investigations, and regions now refer cases to the NHQ Internal Integrity and Security Directorate rather than conduct A.I.'s themselves. Current speed of service for the Special Investigations Unit that conducts Administrative Investigations and reports their findings to the Executive Head Service Management is 90 business days from the date of the referral. Though excluded Managers within the region may provide support the SIU in an Administrative Investigation if requested to do so, currently regional management has minimal involvement in the Administrative Investigation process.


	


	17. Business line updates
1. PPS – Anne Milne & Lauren Delgaty

· Extended management team is doing an excellent job in developing the W-T culture.  Anne has visited the 4 Call Centre sites and has developed a good rapport with the DG providing functional guidance to the Call Centres.  Currently at the “getting to know you” phase with the Call Centres.

· Now managing EI intakes very well.

· Lauren advised that she is assisting Anne with transition issues.

2. LMSDP Hal Howie & Tracy Bulych

· Significantly involved with transition planning.  Held an all directors meeting in mid June where they pulled together some high level transition issues.

· Have imp0lemented a VMTC type process within the Branch and are now looking at placing impacted staff from other business lines.

3. CFOB – Lucia Maclean
· Transitioning to a western region.  Have a transition plan that is now with the DCFO for approval.  CFOB is looking at its own structural model.

4. Integrity – Pat Chaba

· Reporting structure in B/E will be changing.

· Implementing a risk based workload allocation model for computer post audits.

· Investigation officers will continue to work by postal code.

5. Citizen Services – Heather Backhouse, John Jackson, Cam King, Joe Kronstal

· Looking at having a consistent client service model across Canada

· Currently have two B/E units – will need to integrate into one B/E unit.

· An SC Area Director responsibilities document is currently being prepared.

· New Service offerings are under discussion at NHQ.  Currently looking at piloting the processing of status cards for INAC in Alta in Sept.
6.  Strategic Services Branch – Jackson McKiee

· Currently working on amalgamating ministerial correspondence processes.

· Anticipate the Communications SMSM will be finalized soon; Planning & Partnerships portion of the SMSM is still under discussion.

· The branch will have a worksite in each province.
7. HR – Joel Stelpstra 

· HR has been a western region for two years now. Some previously national functions have now become regional functions.

· Conflict of interest declarations are now mandatory.

8. IITB – Sandy Stor

· Have been a western region for 3 years now.

· Struggling with obtaining support staff but have now hired two individuals from PPS.

9. Labour – Arlene Forsyth
· Have recently gone through Strategic Review.  As a result, three indeterminate positions have been eliminated.  More details on Strategic Review outcomes to follow.
	

	18. Next  meeting
September 28, 2010 via video conferencing
	All note
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OUTSTANDING ACTION ITEMS FROM:

APRIL 7, 2010 MB/SK RLMCC MEETING

		1. 

		Increased Hiring of Bilingual CSO’s


Noreen asked about the hiring of Bilingual CSO’s in CSB.  


Cam – Citizen Services Branch needs to plan for increased hiring of Bilingual (CSO) Citizen Service Officers.  This is occurring across the country. 


Question from Noreen – How is determination made for the number of bilingual positions.  Cam – there are a designated number of positions for bilingual staff.  There is a requirement to deliver bilingual services and we need to meet that requirement. We need to ensure that our capacity is at 100% of those designated positions.


In CSB, 25 indeterminate positions are identified as bilingual and currently 24 are occupied.


June 29, 2010 Update;

Item is still ongoing.

		Cam will receive a list of specifics by location and he will call Noreen to discuss when he receives that list.






		2. 

		Increased Demand for PM-02’s (cont.)


Ken / Lauren – responded that automated Claims Processing Systems are driving these shifts in PM-01 / PM-02 requirements.  A Planning Session is being held in PPS next week to produce an HR Management Plan.  One of their goals is to develop people to their highest level possible.  They will need to go through a process of some type.  No decisions regarding how to streamline this process have been made.  The HR Management Plan will identify gaps in the PPS business line and those gaps will be brought before the Vacancy Management Committee.


Noreen – will this be put out to all MB-SK Region employees?  


Lauren – PPS will be staffing where we have work.  Managers will be checking with employees regarding their mobility.


The HR Plan will be created with quarterly objectives.


The Insurance Payments Operational Centre (IPOC) is funded to the end of Quarter 2 – 2010/11.  They are looking at solutions to moving staff to other roles.


Nicole Barbeau also mentioned during the national union meeting where the locations would be in the future.  


Lauren and her management team will be looking to accommodate PPS employees across business lines.


Lauren – discussions in Ottawa on-going regarding Specialized Centres.


 June 29, 2010 Update:

Item is completed.  Lauren did have a call with Noreen & Don regarding Specialized processing Centres.  Will be using attrition and transfers to other business lines to deal with reductions.  Also hoping to use the Apprenticeship pilot project to deal with some of the PM 01-02 rebalancing.

		Management will need to get clarification on this.


Lauren will get back to Noreen and Don re: national plans for specialized processing centres.  To be added to agenda and updated at next meeting.


Completed



		3. 

		Duty to Accommodate (DTA)


Joanne will check with the DTA folks in Ottawa.  She wants to know what a session could look like.  Likely one could be scheduled for the Fall.  

June 29, 2010 Update

Joanne did follow-up with NHQ.  Training will be delivered by regional staff but there is no product as yet.  Union expressed concern with the delay as DTA is a departmental priority.   Jo

		Joanne to clarify and report back at next RLMCC meeting.


Joanne to check with NHQ to determine if the DTA training can be accelerated.



		4. 

		Public Service Labour Relations Board (PSLRB) – Don - timely to look at soon, perhaps the Fall.  Joanne – still trying to connect with folks at PSLRB.  Ken – we need to bring up in the context of the Western Region.


June 29, 2010

RLMCC ToR  on the agenda for this meeting

		Joanne will report back to next RLMCC meeting


Completed





MAY 5, 2010 BAT RUMCC MEETING


		5. 

		Business line Updates


i) Integrity – Pat Chaba


· Significant hiring last fiscal year in the clerical component of Integrity.  Hope to maintain clerical staff this year and are looking at improving their clerical capacity. Will be seeking VMTC approval to establish hiring pools.


· Currently have 36 “sunset” terms – 10 officers and 26 clerks.


· Union requested additional information on the impact of enhanced authorities for CR04.  Pat advised that the enhanced authorities have not been implemented as yet but classification has advised that the enhanced authorities will not impact the CR 04 classification level.   Consultation with the union took place at the national level.


Action:  Union requested information on when the consultation took place at the national level.

June 29 Update


Consultation occurred Jan 2010. Diane Green was the Union rep at the meeting. 

Union is not aware of the union role of Diane Green.  Pat Chaba to check and advise Pat Wakefield

		Pat Chaba

Pat Chaba



		6. 

		ii) Citizen Services BC/YT – Heather Backhouse


· CS increased staffing last year to build capacity, implement EAP measures, implement SMSM (outreach officers), and increase bilingual capacity for the Olympics.


· This year CS will regularize staffing to meet SMSM requirements.  Some terms will be released due to decreased workload.  Will be looking at opportunities for term employees in other business lines.


Action: Union requested the number of terms that have been released from CS.


· The union was advised that decisions on who will be released depended on the impact on the office; the need for bilingual capacity; and individual performance.


· Unions were also advised that individuals are advised that they are being monitored for both learning and performance requirements and those individuals are aware that retention decisions are made as a result of this monitoring.


June 29 Update:

The impact of reducing capacity to meet budget requirements has been mainly felt in the Lower Mainland.  Management is working aggressively to market impacted staff.  In the Vancoouver SA approximately 22 staff were impacted ; anticipate that approximately 10 will be laid off.  In the Fraser Valley area approximately 15 staff were impacted but anticipate that 7 will be laid off.  Minor impacts in the other parts of the region.

		Heather Backhouse

Completed
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July 28, 2010




HRSDC / SERVICE CANADA


WESTERN CANADA and TERRITORIES REGION


REGIONAL LABOUR MANAGEMENT CONSULTATION COMMITTEE (RLMCC)


TERMS OF REFERENCE


Strategic Objectives

· The purpose of the RLMCC is to provide a forum for unions and management to engage in meaningful consultation, open and timely communication and collaboration, whenever possible, on direction and issues of region wide importance. The RLMCC will be guided by the National Labour-Management Consultation Framework and is established under the principles set out by the Public Service Labour Relations Act (PSLRA) which states that:

· effective labour-management relations represent a cornerstone of good human resource management and that collaborative efforts between the parties, through communication and sustained dialogue, improve the ability of the public service to serve and protect the public interest…


· commitment from the employer and bargaining agents to mutual respect and harmonious labour-management relations is essential to a productive and effective public service…

· The agreement of the parties to work together is recognition that people are the most important asset and the strength of the organization

· RLMCC is the venue for labour-management consultation for all employees of Human Resources and Skills Development Canada, including Service Canada, the Labour Program, and nationally reporting business lines.  As such, the committee is open to management and labour representatives responsible for all areas

Mandate


· The RLMCC is open, respectful and trusting partnership providing a forum for the exchange of ideas and information between labour and management (consultation)


· Management will actively seek the advice, views and opinions of labour representatives with respect to workplace issues affecting employees of the department within the Region

· With the full agreement and understanding of both parties, the RLMCC may also engage in the identification of specific workplace problems and propose or adopt mutually agreed to solutions to those problems (co-development)

Membership 

Co-Chairs:

Associate Executive Head Service Management


Union Official (as determined on a rotating basis by labour representatives to RLMCC)


Notes: 
The co-chairs alternate responsibility for chairing meetings and share


other responsibilities of the chair, including establishing sub-committees where determined as necessary by the Co-Chairs.

With respect to the rotation of union Co-Chairs, the union Co-Chair will continue to exercise any required duties of the Co-Chair between meetings and until the next meeting commences.


Management Members:


· Executive Head Service Management


· Associate Executive Head Service Management (Management Lead)


· Executive Director(s), Processing & Payment Services, 


· Executive Director, Strategic Services 


· Executive Directors, Citizen Services

· Executive Director(s), LMSDP 


· Executive Director, Integrity

· Regional Director Labour Program, Central Region


· Regional Director Labour Program, North West Pacific Region


· Regional Director, Chief Financial Officer Branch, Western Region


· Director, Western IT Services


· Director, Human Resource Services West


· Manager, Labour Relations, Human Resource Services West


· Director, Service Canada College West

· Chief of Staff to EHSM Western Region

Union Members:  (to be confirmed by union representatives)


· NVP CEIU, BC/YT


· NVP, CEIU, AB/NT/NU


· NVP CEIU, SK


· NVP CEIU, MB

· NVP CEIU, Women’s Issues, Western Canada

· Representative ACFO


· Representative(s) CAPE


· Representative PIPSC


· Regional Vice-President National Component

Replacements:  


All members will identify replacements to attend meetings in the event that they are unavailable.  This includes ensuring that the replacement is informed and prepared with the meeting background, agenda topics and materials, and delegated to make decisions.

Responsibilities

· Members will discuss and manage issues of the committee’s choosing as well as those issues referred from other regional governance committees and  Local Labour Management Consultative Committees, where all efforts to address issues have not succeeded.  Members commit to discussing and addressing issues at the lowest appropriate level.


· Members may refer issues to the National Labour Management Consultative Committee

· The Co-Chairs reserve the right to invite persons or guest speakers to address the meeting on pre-determined topics.


· Members actively encourage day to day communication between managers and union representatives in the workplace, recognizing that consultation is not limited to the parameters of formal meetings

· Activities of the committee will not prejudice, compromise or encroach on the rights of either management or the bargaining agents

· Members will not address issues that are the subject of collective bargaining or that will contravene the meaning or intent of an existing collective agreement or statute


· Members will not discuss individual or group grievances or complaints.  Such matters must be resolved through the appropriate venues

Meeting Frequency

· Meetings will be held at least four times per year or, may be called more frequently by mutual agreement of the Co-Chairs

· Meetings will be held via video conference

· Members will endeavor to have an in-person meeting at least once per year


Note:
Any travel costs to meetings by union members is the responsibility of the respective bargaining agent

Committee Support

HRSB will be responsible for:


· Compiling the agenda by calling for items and identification of items from EC, RLMCC and/or VMTC 

· Monitoring and tracking action items/decisions


Strategic Services will be responsible for:


· Making logistical arrangements including Calendar scheduling/invitations


· Distribution of agenda and pre-reading documents to members at least one week prior to meetings


· Taking of minutes and issuing records of decisions, including outstanding action items

· Posting records of decisions and actions on Regional Governance site within four weeks of the meeting


Notes:


· The Agenda for the meetings will be determined by the Co-Chairs and distributed, along with any background materials, one week prior to the meeting.


· Sufficient detail regarding an agenda item will be provided well in advance to allow for research and preparation of agenda items prior to the meeting.


· Other agenda items can be added at the time of the meeting, with agreement of the Co-Chairs.


· The Co-Chairs are responsible for e-approving the Record of Discussions.  

· Once approved, the Record of Discussions will be posted on the Intranet.  Final Record of Discussions will be forwarded to all RLMCC members, and adopted at the subsequent meeting.


Review


These Terms of Reference will be reviewed annually or as agreed to by the RLMCC.


Approval


These Terms of Reference were approved by the Co-Chairs on ______, 2010.
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