Section 8
PARLIAMENTARY

PROCEDURE
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HAVE YOU EVER WONDERED………

……….What is parliamentary procedure?
Well, parliamentary procedure is a set of rules for conducting meetings.  It allows everyone to be heard and to make decisions. . . . without confusion!!

……..Where did parliamentary procedure originate?

It originated in the early English parliaments with discussions of public affairs.  It came to America with the first settlers and became uniform in 1876 when Henry M. Robert published his manual of parliamentary law.  Today, Robert’s Rules of Order Newly Revised is the basic handbook of operations for most clubs, organizations, and other groups.

……..Why is parliamentary procedure important?
It is important because it is a time-tested method of conducting business at meetings and public gatherings.  Parliamentary procedure means democratic rule, flexibility, protection of rights, and a fair hearing for everyone.  It can be adapted to fit the needs of any organization, so it is important that everyone know the basic rules!!

Reference:
The A-B-C’s of Parliamentary Procedure, Channing L. Bete, Co. Inc., 2004.
PARLIAMENTARY PROCEDURE
PURPOSE:
An interesting way to begin a discussion of parliamentary procedure

MATERIALS: 
One dozen ping pong balls

GROUP SIZE:
Any number

DIRECTIONS:
Throw a dozen ping pong balls, one at a time, out into the audience.  

Ask everyone to look at the ball and then throw it to someone else.  Everyone must be ready to catch a ball being thrown by any other person.  In just a few minutes, you will have pandemonium.  Have everyone throw his or her ball back up to the “secretary” all at once.  He/she will be unable to catch very many.

Next, throw the one ball to the group and have each person look at it, make a comment about the ball and then get someone’s attention and throw the ball to that person.  After the ball has been thrown around a few times, have the person with the ball throw it to the secretary.

DISCUSSION:
Now discuss the difference between the two situations and compare each one to an organizational meeting.  What happens when we talk about too many items at one time and no one gets a chance to say anything about the items because everyone is talking?  The last time when there was only one item on the floor at a time, and everyone got a chance to speak about it and then let someone else talk.


Now, stress the importance of the agenda and everyone following it so there will be “order.”
Name three things that you can do to make your next meeting run more smoothly?

1.

2.

3.

For an organization to be successful, the meetings themselves must be successful, which means they should be well organized and follow basic parliamentary procedure.  The purpose of parliamentary procedure is to provide a framework, or an arrangement, which will allow an organization to conduct its business in an orderly efficient manner; and yet, protect the rights of its members.

OBJECTIVES

After completion of this unit, the student should be able to:

1. Match terms associated with parliamentary procedure with the correct definition.

2. Select from a list basic parliamentary procedure principles and/or reason for their design.

3. Arrange, in order, the parts of business.

4. Match types of motions to their description.

5. Match parliamentary procedures to possible meeting occurrences.

6. Arrange, in order, the steps in the progression of a motion.

7. Discuss how to amend a motion.

8. Select from a list the duties of the chair.

9. Use parliamentary procedure to conduct and/or participate in a meeting.

Resources:

Robert’s Rules of Order, revised (paperback), by Morrow Quill Paperbacks, 105 Madison Avenue, New York, NY 10016, 2004.
Parliamentary Procedure At a Glance (booklet), Hawthorn Books, Inc., 260 Madison Avenue, New York, NY 10016, 1998.
PARLIAMENTARY PROCEDURE

INFORMATION SHEET

Objective 1:  
Terms and Definitions
1. Adjourn – the ending of a meeting.

2. Agenda – an organized order of business.

3. Amend – to change the wording of a motion by inserting or adding, by striking out, and inserting.

4. Assembly – gathering of persons for a purpose.

5. Chair – title applied to the presiding officer when he/she is in charge of a meeting.

6. Commit – to refer questions to paper to committee.  The motion to commit is used to refer another motion (usually a main motion) to a committee.
7. Debate – procedure, which allows expression of positive and negative views on a question.

8. Entertain – the chair recognizes a member for the purpose of making a motion or of discussion a pending motion.

9. Floor – refers to the place from which a member speaks.  The member is said to have “the floor” if the chair has recognized him/her.

10. Majority – the number greater than half the total of a group.  Usually refers to more than half the votes cast.

11. Minutes – record of the proceedings at a meeting.

12. Motion – it is a proposal that something be done; a method of bringing a question before the assembly for consideration.

13. Nominate - to suggest names to be considered for office.

14. Parliamentarian – a person with knowledge of rules and usage of parliamentary procedure.

15. Parliamentary procedure - a set of rules for conducting a meeting in an organized and efficient manner.

16. Question – refers to a motion, which is put before the assembly.

Objective 2:
Basic Principles and Reasons for Design
Parliamentary Procedure rests on these basic principles:

· To provide justice and courtesy to all.

· To cover one subject at a time.

· To allow for the rights of the minority, but the rule of the majority.

· To allow for full and free debate.

· To be objective for the good of the group.

These principles are designed to:

· Expedite business.

· Maintain order.

· Insure justice and equality.
Objective 3:
Order of Business

It is customary for every group to adopt a standard order of business for meetings.  When no standard has been adopted, the following order of business may be followed:

1. Opening Ceremony

2. Call to Order

3. Roll Call

4. Reading and approval of minutes

5. Reading and approval of treasurer’s report

6. Report from officers and standing committees

7. Reports from special committees

8. Unfinished business

9. New business

10. Program

11. Closing Ceremony/Adjournment
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Objective 4:
Type of Motions

MAIN MOTION


Introduce business or bring a question directly to the




assembly.  A main motion can be made only when no 




other motion is pending.

SUBSIDIARY MOTION

Modify or dispose of a main motion which must be voted




upon before vote is taken on the main motion.  Listed




below are subsidiary motions in order of their precedence,




starting with the highest in rank:

1. Lay on the Table

2. Previous Question

3. Limit or Extend Limits of Debate

4. Postpone to a Certain Time

5. Commit or Refer

6. Amend

7. Postpone Indefinitely

INCIDENTAL MOTIONS

Arise out of pending motion, and, as a result, they must

be decided before a decision is made on the motions  which are incidental.

PRIVILEGED MOTIONS

Are not connected to the main motion and outrank all




other motions.  Listed below are privileged motions in




order of their precedence, starting with the highest




in rank:

1. Fix the Time to Which to Adjourn

2. Adjourn

3. Recess

4. Raise a Question of Privilege

5. Call for the Orders of the Day

UNCLASSIFIED MOTIONS
Motions that bring a question again before the assembly.




Like main motions, all motions are usually made while no 

business is pending.

1. Take from the Table

2. Rescind (or Repeal or Annul) also

3. Amend Something Previously Adopted


4. Discharge a Committee

5. Reconsider
PARLIAMENTARY PROCEDURE

INFORMATION SHEET

Objective 4

	MOTIONS
	YOU SAY
	POSSIBLE MEETING OCCURRENCES

	Main Motions
	“I move that”
	To introduce a new subject.

When no other main motion is pending.

	Subsidiary Motions

     Postpone indefinitely
	“I move to postpone the motion indefinitely.”
	To defer a matter or kill it.

	     Amend
	“I move to amend the pending motion by inserting the word_______in front of______” OR “I move to amend the pending motion by striking the word(s) and inserting…..”
	To change a motion to fit the need of the group by inserting, striking, or by inverting.  NOTE: Out of order-- it changes an affirmative to a negative or is frivolous or absurd.

	     Refer to a committee
	“I move to refer motion to another committee.”
	To allow a few to attend to the subject and report to the group at a later time.

	     Postpone until a certain

     time                               
	“I move to postpone the motion until the next meeting.” (general order)

                 OR

I move to postpone pending motion until 2:00 p.m. and made a special order.”
	To delay action until a later time but not later than the next meeting so that more deliberation is possible or so a representative group can be present.

To delay action but state the exact time it must be considered by the assembly.

	     Limit debate (requires a   

     2/3 majority vote.
	“I move the debate be limited to not more than _____minutes for each speaker.”

“extend to _____minutes.
	To save time for the assembly.

When a subject requires additional time.



	     Previous question
	“I move that debate stop and vote be taken:”
	To stop a long debate that is not aiding the assembly, also stops further amendments.

	     Lay on the table
	“I move to lay the motion (or motion and pending amendments) on the table.”
	To lay a motion aside temporarily when more urgent business has arisen.  NOTE:  as soon as there is intervening business, the tabled motion may be brought before the assembly again.  NOTE:  if it is not taken from the table at either the present or following meeting then it is considered dead.


(Instruction Sheet continued)

	MOTION
	YOU SAY
	POSSIBLE MEETING OCCURANCES

	Incidental Motions

     Point of Order
	“I rise to a point of order.”
	To call to the attention any error or violation which occurs.

	     Suspend the rules (requires  

     2/3 majority to suspend)
	“I move to suspend the rule(s) that no one but members may discuss during the meeting.”
	To temporarily set aside adopted standing rules providing the action does not conflict with the by-laws or basic principles of parliamentary procedure.

	     Request information
	“I rise to request information.”

                      OR

“I rise to a point of parliamentary information.”
	To clarify what is being done or said.

To clarify a question concerning parliamentary procedure.

	     Division of the House
	“I call for a division of the house.”

                        OR   

“Division”                  
	To ask for actual count to verify a voice vote.



	     Appeal the Decision
	“I appeal the decision of the Chair.”
	To vote on a decision which has been made by the Chair.

	     Provide Manner of Voting
	“I move to provide the manner of voting on this question by a show of hands.”
	To provide for voting by either a show of hands, standing, or ballot.

	     Withdraw
	“I move to withdraw the motion.”
	To prevent a motion from being voted upon.

	     Object to the consideration

     Of a motion (requires 2/3

     Majority vote to pass).
	“I object to the consideration of the motion.”
	Before any debate or subsidiary motions are applied so as to save the group embarrassment or if the motion is ill-advised.

	Privileged Motion

     Rise to Question of    

     Privilege
	“I rise to a point of privilege.  (May affect the assembly or be a personal desire).
	To ask a question or comment about such things as room temperature, noise, etc.

	     Take a recess
	“I move to take a recess.”  (NOTE:  the place to take the recess cannot be designated.)
	To allow time for meals or for counting ballots; or in case of conventions which last several days, a recess may be taken for a day or portion of a day.

	     Adjourn
	“I move to adjourn the meeting.”
	To dismiss a meeting.  NOTE:  is privileged unless the effect would disband the organization permanently-it would then be qualified and would be treated as a main motion.

	Unclassified Motion

     Take from the Table
	“I move to take from the table.”
	To bring a previously tabled motion back before the group for discussion and possible vote.

	     Reconsider
	“I move to reconsider.”
	To allow further consideration and another vote on a question.


Objective 5:
Progression of a motion

1. Member rises and addresses the Chair.  Example:  “Mr. or Madam Chair….”

2. The Chair recognizes the member.
3. Member proposes the motion.  Example:  “I move that….”

4. Another member seconds the motion without rising or addressing the chair.   Example: “ I second the motion.”
5. Presiding officer states the motion.

6. Assembly discusses or debates the motion.

7. Presiding officer takes a vote.  Example:  “Is there any further discussion?  Hearing none, all in favor say ‘aye’ – those opposed say ‘no’.”  (Always vote both ways.)
8. Result of the vote is announced.  Example:  “The motion passed” or “The motion fails.”  
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Objective 6:
Amending a Motion
Example:
“I move to amend the motion by adding the words ‘and flag’.”
The following may amend a motion:

1. By inserting or adding words.

Example:  “I move that the motion that we send







two delegates to leadership camp be amended by







adding, at the end of the original motion, the words,







‘with expenses paid up to a maximum of $25’.”
2. By striking out words


Example:  “I move that the motion that we send two 







senior delegates to leadership camp be amended by 







striking the word ‘senior’.”
3. By striking out words and adding
Example:  “I move that the motion that we send two senior delegates to leadership camp be amended by striking out the words ‘two seniors’ and inserting  the word ‘three’ before the word delegates’.”
A motion to amend is out of order in any of the following instances:

1. If the amendment does not have a bearing on the subject.

2. If it strikes out or adds words that would not leave a rational motion.

3. If it is frivolous or absurd.  Example:  in above motions to strike ‘two delegates’ and insert ‘all members’.

4. If the amendment is applied to a motion which is not amendable.

5. If it makes the affirmative of an amended question equivalent to the negative of the original motion.

6. If it is an amendment of the third degree, that is an amendment to an amendment (only amendments in the first and second degree are in order).

Objective 7:
Duties of the Chair

1. Restate the motion clearly after it has been made and seconded, “It is moved and seconded that….”.

2. When a motion requires a second, he/she should be sure one is received.

3. He/She should entertain only one main motion at a time.

4. He/She should be aware of the majority of the vote needed for each motion if it is debatable or amendable.

5. He/She should give the maker of the motion the first chance to discuss it.

6. He/She should not allow anyone to speak twice on a motion until all have had a chance to speak once.

7. He/She should appoint committees.

8. When voting publicly, the chair should vote only when the chair’s vote will break a tie.  When voting secretly, the chair shall vote when the assembly votes.

9. The chair should avoid influencing a vote by his/her own comment on a motion.  If his/her comments are vigorously for or against the motion, then he/she may ask the first vice-president or any other member to serve as chair until the motion is disposed.
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PARLIAMENTARY PROCEDURE AT A GLANCE

	MOTION
	YOU SAY:
	REQUIRES A SECOND
	DEBATABLE
	VOTE REQUIRED

	To introduce business
	“I move that…”
	Yes
	Yes
	Majority

	To adjourn
	“I move that we adjourn”
	Yes
	No
	Majority

	Complain about noise, room temp, etc.
	“Point of privilege”
	No
	No
	No Vote

	To table/put off a decision
	“I move we table it”
	Yes
	No
	Majority



	End debate
	“I move the previous question”
	Yes
	No
	2/3

	Postpone consideration of something
	“I move we postpone this matter until….”
	Yes
	Yes
	Majority

	Have something studied further
	“I move we refer to a committee”
	Yes 
	Yes
	Majority

	Amend a motion
	“I move this motion be amended”
	Yes
	Yes
	Majority

	Object to

 procedure
	“Point of Order”
	No
	No
	No vote

	Request Information
	“I call for a division of the house”
	No
	No
	No vote (Unless someone objects)

	Take up a matter previously tabled
	“I move we take from the table”
	Yes
	No
	Majority

	To reconsider (by one prevailing side_)
	“I move we reconsider”
	Yes
	Yes
	Majority

	Consider something out of its scheduled order
	“I move we suspend the rules and…”
	Yes
	No
	2/3

	Vote on a ruling by the chair
	“I appeal the chair’s decision”
	Yes
	Yes
	Majority

	To rescind
	“I move we rescind…”
	Yes
	Yes
	2/3


QUIZ ON PARLIAMENTARY PROCEDURE
Part 1

Select the most appropriate term for the following statements and fill in the blank:

Motion

Chair or

Nominate

Second
Majority

Parliamentarian
Presiding Officer
Adjourn

Debate
Floor

Agenda

_______
1.
A member introduces new business by stating “I move…”
_______
2.
Granted the opportunity to speak

_______
3.
The person in charge of the meeting

_______
4.
To allow a motion to be debated by the members
_______
5.
To suggest names to be considered for office

_______
6.
A discussion or argument over a motion
_______
7.
An organized order of business
_______
8.
The number greater than half of the total
_______
9.
A person with knowledge of rules and usage of parliamentary




procedure
_______
10.
The ending of a meeting

Fill in the blanks below with the correct word:

1. The first two words in stating a motion are _____________  ________________.

2. Before a motion can be discussed, there must be a ______________________.

3. When a member presents a plan of action for consideration, that statement he/she makes is called a ________________________.

4. A motion may be lost for lack of a __________________________.

5. A motion can be debated only after some member has seconded it and repeated by the _________________________.

6. After a vote on the motion, the chair will announce the results of the vote.  Another motion may now be______________________.

7. To obtain the floor, a member must be recognized by the _________________________.

8. When a member is ready to vote on any motion being discussed, he/she may__________________.

9. The written record of the meeting that the secretary keeps is called the _______________________.

10. The proposed order of business for a meeting is called an_____________________.

Part 2
In the blank provided, write the word true or false.

_______
1.
Parliamentary procedures are rules for conducting an orderly business 




meeting.

_______
2.
The president or presiding officer calls the meeting to order.

_______
3.
It is correct parliamentary procedure to allow two or more motions on the




floor at one time.

_______
4.
A motion made by a member and recognized by the chairperson will always




be discussed by the group.

_______
5.
To introduce new business, a member should put his/her thoughts in the form of




a motion.

_______
6.
A good form to begin a motion is, “I move that . . . (followed by the statement of the




proposal).”

_______
7.
When a member receives recognition from the presiding officer, that member is




said to “have the floor.”
_______
8.
Before a motion can be discussed, there must be a majority vote.

_______
9.
A member may second his/her own motion.

_______
10.
When a member, during the discussion of a motion, calls out “question,” it




means he/she is confused.

Give the name of the officer for which the following duties are specified:

________________________1.
Works to see that all meetings are democratic and parliamentary





procedure is followed

________________________2.
Collects and keeps chapter records and materials
________________________3.
Writes news articles and uses other media to promote FCCLA

________________________4.
Presides at meetings using a carefully planned agenda
________________________5.
Keeps a record of all chapter income and expenses
________________________6.
Keeps accurate account of all chapter meetings
________________________7.
Is in charge of the Goals and Program of Work for the chapter
ANSWERS TO QUIZ ON PARLIAMENTARY PROCEDURE

Part 1

1. Motion




1.
I move

2. Floor





2.
Second

3. Presiding Officer



3.
Motion

4. Second




4.
Second

5. Nominate




5.
President/chair
6. Debate




6.
Made/entertained

7. Agenda




7.
Presiding officer

8. Majority




8.
Call for previous question

9. Parliamentarian



9.
Minutes

10. Adjourn




10.
Agenda

Part 2

1. True




1. 
Vice president for Parliamentary Law

2. True




2.  
Vice President for Peer Education
3. False




3.
Vice President for Public Relations

4. True




4.
President

5. True




5.
Treasurer

6. True




6.
First Vice President

7. True




7.
First Vice President

8. False

9. False

10. False
PARLIAMENTARY PROCEDURE TEST

(Sample)







Name______________________________

Objective 1

Terms and Definitions

Match the terms associated with parliamentary to the correct definition.  Place the correct letter for the list in the blanks provided on the left:

A.  Parliamentary Procedure


G.  Amend


M. Debate
B. Assembly




H.  Entertain

C. Majority




I.   Floor

D. Minutes




J.  Commit

E. Motion




K.  Adjourn

F. Chair





L.  Agenda

_______1.
Used to designate the place from which members speak

_______2.
The ending of a meeting

_______3.
More than half of the votes cast

_______4.
Title applied to presiding officer when performing duties

_______5.
Set of rules for conducting a meeting in an organized and efficient


manner
_______6.
Refer questions or motions to a committee

_______7.
Proposal that something be done:  method of bringing a question


before the assembly


_______8.
Gathering of a group of persons for a purpose

_______9.
To change the wording of a motion by inserting or adding words, by


striking words, or by both striking and inserting words

_______10.
An organized order of business

_______11.
Procedure to allow expression of positive and negative views on a


question

_______12.
A written record of business that takes place during a meeting

Test (continued)

_______13.
When the chair recognizes a member for the purpose of making a motion.

Objective 2

Select from the list below the basic principles for parliamentary procedure and reasons for their procedure.  Place an “X” in front of the correct answers.

_____1.
Justice and courtesy are provided to each member.

_____2.
Officers and executive council members have more rights than other 



members.

_____3.
Limits debate to five minutes on each motion

_____
4.
Is objective for the good of the group

_____5.
Allows for more than one subject to be discussed at a time

_____6.
The majority rules but the rights of the minority are respected.

_____
7.
Two main reasons for parliamentary procedure are to maintain order and



expedite business.

Objective 3
Arrange in order the following sections of an order of business.  Place a “1” in front of the first order of business, a “2” in front of the second order of business, and so on.

_____

Reading and approval of minutes

_____

Unfinished business

_____

Opening Ceremony

_____

Program

_____

Report of officers and standing committees

Test (continued)

Objective 4

Match the types of motions by placing the appropriate letters in the blanks provided.

A. Main motion

B. Subsidiary motion

C. Privileged motion

D. Incidental motion
_____1.
Has no connection to the main motion and outranks other motions

_____2.
Modified or disposes of the main motion and must be voted upon before



the vote is taken on the main motion

_____3.
Introduces business or brings a question directly before the assembly
_____4.
Arises out of a pending motion and must be decided before a decision is 



made on the motion from which it arises
Objective 5

Part I
Match the parliamentary procedures below to the possible meeting occurrences by placing the appropriate letter in the blanks provided.

A. Main motion



G.  Suspend the rules
B. Postpone indefinitely

H.  Postpone until a certain time
C. Table




I.  Object to the consideration of the motion
D. Amend



J.  Question of privilege
E. Commit



K.  Adjourn
F. Previous question


L.  Division of the house

M.  Request for information
_____1.
To delay action until a later (set) time
_____2.
To dismiss the meeting
_____3.
To change or modify a motion
_____4.
To defer a matter or kill it
_____5.
To clarify a question about what is being done or a question concerning


parliamentary procedure
_____6.
To ask a question or comment about such items as room temperature, noise,



ability to hear, etc.

Test (Continued)

Objective 5 (continued)
____
7.
To let a few attend to a matter

_____8.
To introduce business

_____9.
To oppose a motion in order to save the group embarrassment or if a motion is



ill-advised
_____10.
To temporarily set aside adopted standing rules
_____11.
To lay a motion aside temporarily so more urgent business can be undertaken



_____12.
To stop debate and order an immediate vote

_____13.
To ask for an actual count to verify a voice vote
Part II
Arrange in order of the following steps involved in the progression of a motion.  Place a “1” in front of the first step, a “2” in front of the second step, etc.

_____A.
Assembly discusses or debates the motion.
_____B.
Member proposes the motion.
_____C.
Member rises and addresses the presiding officer.
_____D.
Result of the vote is announced.

_____E.
Presiding officer states the motion.

_____F.
Member is recognized.

_____G.
Presiding officer takes a vote.

_____H.
Another member seconds the motion without rising or addressing the chair.

Objective 6

The following examples are three ways in which a motion may be amended.  In the space provided below, write an example of how to amend the following motion:

“I move to send five members to FCCLA State Meeting with the chapter paying $20 toward their expenses.”

Test (Continued)
Objective 6 (continued)

Amend the motion by inserting or adding a word(s)

Amend the motion by striking a word(s)
Amend the motion by striking and inserting a word(s)
Objective 7

Select from the list below the duties of the chair by placing an “X” in the blank to the left of the statement.

_____1.
Appoint committees
_____2.
Give the maker of the motion first chance to discuss it
_____
3.
Vote on all motions when a vote rises
_____4.
Does not allow anyone to speak twice unless all who want to speak once have


done so

_____5.
Influence voting by giving own opinion
_____
6.
Entertain only one main motion at one time

Extra test questions

True and False

In the blank provided, write the word true or false.

__________1.
Parliamentary procedure is a set of rules for conducting an orderly




business meeting.

__________2.
The president or presiding officer calls the meeting to order.

__________3.
It is correct parliamentary procedure to allow two or more motions




on the floor at the same time.

__________4.
A motion made by a member and recognized by the chairperson will




always be discussed by the group.

__________5.
A good form to begin a motion is, “I move that . . . followed by the 




statement of proposal).”

Test (continued)
True and False
__________6.
A motion may be lost for lack of a second.

__________7.
When a member receives recognition from the presiding officer, that




member is said “to have the floor.”

__________8.
Before a motion can be discussed, there must be a majority vote.

__________9.
A member may second his/her own motion.

__________10.
When a member, during the discussion of a motion, calls out “question,”




it means he/she is confused.

PARLIAMENTARY PROCEDURE

ANSWERS TO TEST

Objective 1



Objective 2


Objective 3
1. I



1.
x


1.
2
2. K



2.



2.
4
3. C



3



3.
1
4. F



4.
x


4.
5
5. A



5.



5.
3
6. J



6.
x
7. E



7.
x
8. B

9. G







Objective 4
10. L

11. M







1.
C
12. D 







2.
B
13. H







3.
A










4.
C
Objective 5 (Part 1)
 
Objective 5 (Part II)


Objective 6

1.
H



A.
7


Answers will vary -

2.
K



B.
3


the teacher will score.

3.
D



C
1

4.
B



D
8

5.
M



E. 
5


Objective 7
6.
J



F.
2

7.
E



G.
6


1.
x
8.
A



H.
5


2.
x
9.
I







3.
10.
G







4.
x

11.
C







5.

12.
F







6.
x
13.
L

Extra Questions

True/False

1. True

2. True

3. False

4. False

5. True

6. True

7. True

8. False

9. False

10. False
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