Robert’s Rules of Order – General Guidelines
· Purpose is to make sure all voices are heard and no one is excluded

· Could appoint a parliamentarian to keep the meetings running smoothly (check w/ Bylaws also)

· The majority rules – ONLY after the minority has spoken and been heard.

The Chair:

· Presides over the meeting amicably

· Remains neutral during discussions  (at end of discussion, could state their opinion if really needed, for minutes)

· Don’t use Chairman’s power to sway the vote

· Makes sure no one talks over others

· Follows Roberts Rules and Agenda

· Asks people questions if expertise needed, or they are not speaking up

· Look around room and make sure all heard

· Calls the Votes and states the results

· Never give up the Chair – Keep control of the meeting – Has the power to stop discussion/ reframe; adjourn; move to next item, etc.

Motions
· Main Motions – are Agendized items:

· When a motion is made, that is all that is talked about then.

· (See Friendly Amendment & “Call the Question” below)

· No ‘motions within a motion’

· Presenter makes an Introductory Statement (2 mins)

· Someone else makes a Motion, a third person Seconds

· The Second is to make sure more than one person wants to discuss the item, and vote.

· If no one else believes in the motion, don’t second it.  Therefore Motion dies.

· President re-states the motion and calls for discussion

· Discussion ensues:  Run by President; Amicable; take turns around the table; or Pres. can vote for Pro/Con presenters to speak in order.

· President says when time to vote – Keep meeting moving

· The majority rules – ONLY after the minority has spoken and been heard.

Secondary Motions:

Friendly Amendment
· A friendly amendment can be made during discussion

· Amends a previous motion to clarify, not to change the nature of the motion

· ..

Privileged Motion:
· Can be done during another motion

· Purpose is to take a break, change room temp, change location of discussion (if need to go see something, etc.)

· Does need someone to ask Chair to make a “Privileged Motion”, and a Second

Point of Information
· Anyone can ask for a Point of Information, ask the Chair

· “Please explain the chart on pg.__” , etc.

Point of Order

· Address the Chair to state “Point of Order”, be recognized

· And state how we are not following Roberts Rules of Order or our Bylaws

· This can re-frame the discussion track, but not change the original Motion.

Debate/Discussion Conduct

· Take time to listen to the other point of view

· Focus on the issue, not the personalities

· Avoid questioning anyone’s motives

· Address remarks to the position of the Chairman, keep things less personal
· For example, “Madam Chairperson”, or “Mr. Treasurer”

· Be courteous and polite

· If discussion become un-civil, Chair should call for a break

· If Chair does not notice need for a break, anyone can call for a “Privileged Motion” to take a 5 minute break

Voting 
· When discussion concluded (or when statements are being re-said a second time) – President Calls the Motion

· Chair/Pres. re-states the Motion and voting can be done:

· Voice Vote:  All in Favor say Aye, etc.

· Rising Vote:  All in Favor raise their hand, etc – and Chair glances around to see what looks like the majority

· Counted Vote:  All in Favor raise hand, etc – and Chair counts the hands pro and con

· Consent:

· Try for unanimous consent when possible – means the argument was thorough and well thought out.

· ..Other consent stuff here

· For our purposes, it may be a good idea and is a common practice, during the Discussion portion after a Motion is made:  utilize a Consensus Model to determine the level of interest in the motion, and whether/ when the vote should be called.

· An abstention is neither positive nor negative

· People who may benefit some way should not vote
