Course:
01.012  Ag Leadership and Personal Development

Unit 7:
Parliamentary Procedure 
Lesson 1:
 Basic Parliamentary Procedure

QCC:…….39, 52, 67, 83, 108, 130, 150, 177, 192, 209, 229, 245, 264, 280, 303, 315, 345, 367, 382, 414, 432, 452, 470, 488
Objectives: 


1.
Discuss the characteristics of a presiding officer.


2.
Demonstrate the procedure for properly handling a 
motion.


3.
Explain the standard descriptive characteristics of a 
motion.

4.
Describe the purpose and types of voting.


5.
Demonstrate parliamentary motions.


6.
Explain the proper order of business.


7.
Discuss common parliamentary errors and 
misconceptions.

Teaching Time:
10 Hours
References:

Ricketts, Cliff. Leadership Personal Development & Career Success. Delmar Publishers, Inc. Albany, NY. 

Dunbar, Shane.  Parliamentary Procedure Made Easy.
Dunbar, Shane.  Dunbar=s Manual of Parliamentary Procedure Test Questions.

Copy of the most recent Parliamentary Procedure CDE video.
Materials and Equipment:
Post-test Masters for Parliamentary Made Easy, Shane Dunbar

Parliamentary Procedure Word Puzzles, Shane Dunbar

Parliamentary Procedure Computer Games, Shane Dunbar

Parliamentary Procedure Test Questions, Shane Dunbar

Parliamentary Procedure Skill Sheets for Handling Motions, Shane Dunbar

Parliamentary Procedure True and False Test Question, Shane Dunbar

Shane DunbarB1-800-863-2256 for information

Parliamentary Procedure Jeopardy Game—www.gaaged.org or curriculum disk

Parliamentary Procedure Power Point-www.gaaged.org


*Suggest Introduction to Parliamentary Procedure and #1 by Jeff Geiger.

Teaching Procedure

Introduction and Mental Set
Have you ever been to a meeting where it appeared no one was in charge?  What was it like?  (Pause, probe and give students an opportunity to share.)  What were possible reasons for the unorganized meeting?  

Possible answers:

No agenda

Members= uninformed

Officers uncertain of what to do

Confusion

Unorganized

Seemed to go longer than necessary

Arguing

(List reasons on the board for future use.)  At one time or another all of us have attended an unorganized meeting or function that wasted our time.  This lesson will focus on conducting an effective meeting.

Motivation:
1. Call students to order at the beginning of class as you would a meeting. Then explain why you used the gavel the way you did.
2. Show video on parliamentary procedure or secure a copy of the Georgia FFA State Parliamentary Procedure CDE.

3. Before starting this lesson, have students have a three minute class meeting.  Do not give any guidelines for conducting a meeting.

Assignment:
Form the class into groups of six.  Each group will conduct a meeting demonstrating the use of the abilities discussed.

Discussion
1.
Discuss the characteristics of a presiding officer.
A.
Question: What is the presiding officer normally called?

Answer: President, in an organized group; Chairperson, in a group not permanently organized; Chair or Chairman, refers to the person presiding over the meeting.
B.
Question: What is the correct procedure for addressing the presiding officer?

Answer: If president, AMr. or Madam President@; if Chairperson, @Mr. or Madam Chairperson@
C.
Question: What qualities should a presiding officer possess?

Answer: Be fair; possess good judgment; manifest poise; have a working knowledge of parliamentary procedure; be deliberate and tactful.

2.
Demonstrate the procedure for properly handling a motion.
A.
Discuss the steps for handling a motion in Leadership, Personal Development, and Career Success.
B.
Verbally demonstrate the correct procedure.  (Role play the part of the chairman and the speaker.)

C.
Lead students through the example of handling a motion.  Assign parts of the example.  
D.
Give students a skit to read/act out to give them confidence in handling motions. 
3.
Explain the standard descriptive characteristics of a motion.
A.
Question: What are the four major classifications of motions?

Answer: Main, Subsidiary, Incidental, Privileged.

B.
Question: Why is it necessary to classify motions?

Answer: It helps to organize the thoughts of the presiding officer (note: everyone should know classifications in the event they have to serve as the presiding officer).

C.
Question: What questions should be applied to a motion?

Answer: 1. Does the motion take precedence over any other motion?  What motions can be pending without causing the motion to be out of order?  What motions can be made and considered while this motion is pending?  2.  To what type of situation is this motion applicable?  What motions, particularly subsidiary motions, are applicable to this motion, if any?  Is this motion in order when another motion is on the floor?  Does this motion require a second?  Is this motion debatable?  Is this motion amendable?  What percentage rate is required for its adoption?  Can this motion be reconsidered?

D.
Question: What is the purpose of seconding a motion?

Answer: To prevent wasting time on a motion that only one member wishes to consider.

E.
Question: If a motion that requires a second does not receive one, what happens?

Answer: It dies from lack of support and the chairperson states, “the motion dies for a lack of a second.”
4. Describe the purposes and types of voting.

Question:  What is the purpose of a vote?

Answer:  To determine if the group is in favor or opposed of that motion.

Question: What kind of votes do most motions require?

Answer: Majority, defined as more than half of the votes cast by those legally entitled to vote. (Lead students in determining the number of students required to favorably pass a motion when using the class as those legally entitled to vote.)
Question: When is a two-thirds vote taken?

Answer: It is required on motions that take away the rights of members, such as the motion to suspend the rules, previous question, rescind, or the motion to limit debate. (Lead students in determining the number of students required to favorably pass a motion when using the class as those legally entitled to vote.)
Question: What is general consent?

Answer: Tool used in cases when there seems to be no opposition. Use of this tool speeds up the process. (Give examples of general consent.  If no one objects, we will eat pizza for lunch @...)
Question: What are four major methods of voting?

Answer: 

· Voice-used most often when chairperson is relative sure of the outcome.

· Hand-choice of vote for most meetings

· Standing Vote-more accurate than hand

· Roll Call-most accurate with most elected officials

5. Demonstrate proper procedures for handling a main motion.

A. Question: What is the purpose of a main motion?

Answer: Introduces new business before the assembly.

Provide a brief explanation of a maim motion.
A. Foundation of parliamentary law

A. Only one main motion on floor at a time

A. Takes precedence over no other motion

A. Therefore, has to be made when no other motion is on the floor.

A. Should begin with AI move@ or AI move that@

B.
Provide a summary of the descriptive characteristics.

1.
Requires a second

2.
Is debatable

3.
Is amendable

C.
Refer to the example assigning students with each part in the example, and have them demonstrate the example in front of the class.

D.
Divide class into groups of six and ask them to write a main motion, assign parts and demonstrate the main motion.

6.
Demonstrate proper procedures for handling a motion to amend.
A.
Question: What is the purpose of a motion to amend?

Answer: To modify or change the wording, and in some cases, the meaning of the motion.  (May also be referred to as an amendment)

B.
Question: What are the three ways a motion may be amended?

Answer: To insert (or add), to strike out (subtract), to strike out and insert or substitute.

C.
Provide a brief explanation of a motion to amend as described in the text.

1.
Must be GERMANE-meaning that it is closely related and or have bearing on the motion to which it applies.

2.
Two types of amendments: Primary-applied to a motion to amend, it is debatable but not amendable.

3.
Therefore, there may be only two motions to amend pending on a motion at a given time.

D.
Provide a summary of the descriptive characteristics.

1.
Requires recognition from the chair

2.
Subsidiary motion

3.
Requires a second

4.
Amendable

5.
Debatable

6.
Majority vote to pass

E.
Refer to the example in the text. Assign students with each part in the example and have them demonstrate the example in front of the class.

F.
Divide class into groups of six and ask them to write a main motion with an attached amendment, assign parts, and demonstrate the abilities.


7.
Demonstrate proper procedures for handling a previous question.
A.
Question: What is the purpose of a previous question?

Answer: The purpose is to end discussion and bring a motion to a vote.

B.
Provide a brief explanation of previous question as described in the text.

1.
Primarily used when a member feels the majority knows how they will vote.

2.
Stops debate

3.
Prevents from making of any other subsidiary motion except lay on the table and privileged motion

4.
Used by groups to stop debate before the opposing side can gain support

C.
Provide a summary of the descriptive characteristics.

1.
Requires recognition from the chair

2.
Second required

3.
Is not debatable

4.
Is not amendable

5.
Requires a two-thirds vote

D.
Question: Why would this motion require a two-thirds vote?

Answer: It takes away the rights of members by cutting off discussion on a motion.

E.
Refer to the example in the text, assign students with each part in the example and have them demonstrate the example in front of the class.

F.
Divide class into groups of six and ask them to write a script containing a main motion, an amendment, and previous question.  Assign parts and demonstrate the abilities.

8.
Demonstrate proper procedures for handling the motion refer to a committee.
A.
Question: What is the purpose of the motion refer to a committee?

Answer: Used on items of business that cannot or should not be disposed of immediately by the group. Motion sends the business to a committee to give the group more detailed study on a time consuming or complicated matter.

B.
Question: What is a committee?

Answer: A body of one or more persons, elected or appointed by an assembly to consider, investigate, or take action on certain matters.

C.
Provide a brief explanation of a motion to refer to a committee as described in the text.

1.  Two types of committees:

· Standing-has continuing existence (Give examples of FFA Program of Work Standing Committees).

· Special (ad hoc)-created for a special purpose and goes out of existence as soon as it has completed a specific task.

2.
May include certain details as follows:

· How many members on the committee

· Who are the members on the committee

· When the committee should report back

· Whether the committee has the power to act

· The duties the committee is to perform

· The type of committee: special or standing

D.
Provide a summary of the descriptive characteristics.

1.
Recognition from the chair required

2.
Second required

3.
Debatable

4.
Amendable

5.
Majority vote required

6.
Subsidiary Motion

E.
Refer to the example in the text, assign students with each part in the example and have them demonstrate the example in front of the class.

F.
Divide class into groups of six and ask them to write a script containing a main motion, an amendment, and refer to a committee.  Assign parts and demonstrate the main motion.

9.
Demonstrate proper procedures for handling the motion lay on the table.
A.
Question: What is the purpose of a motion to lay on the table?

Answer: Temporarily lays aside an item of business so the assembly may handle a more urgent matter.

B.
Provide a brief explanation of a motion to lay on the table as described in the text.

1.
Is not intended to kill the motion

2.
Out of order to lay on the table if no other urgent matter is before the group.

3.
No other motion on the same subject is in order as long as the motion is tabled.

C.
Provide a summary of the descriptive characteristics.

1.
Recognition from the chair required

2.
Second required

3.
Not debatable

4.
Not amendable

5.
Majority vote required

6.
Subsidiary motion

D.
Refer to the example in the text, assign students with each part in the example and have them demonstrate the example in front of the class.

E.
Divide class into groups of six and ask them to write a script containing a main motion, an amendment, and a motion lay on the table.  Assign parts and demonstrate the main motion.

10.
Demonstrate proper procedures for handling the motion take from the table.
A.
Question: What is the purpose of take motion from the table?

Answer: Bring before the assembly a motion or series of adhering motions that had previously been laid on the table.

B.
Provide a brief explanation of take the motion from the table as described in the text.

1.
Is in order when no other question is pending.

2.
If this motion passes, it brings back the motion and pending subsidiary motions.

3.
If it fails, the motion remains tabled.

C.
Provide a summary of the descriptive characteristics.

1.
Recognition from the chair required

2.
Second required

3.
Not debatable

4.
Not amendable

5.
Majority vote required

6.
Unclassified motion

D.
Refer to the example in the text, assign students with each part in the example and have them demonstrate the example in front of the class.

E.
Divide class into groups of six and ask them to write a motion to take from the table, pass the motion and carry out the motion taken from the table.  Assign parts and demonstrate the motion.  Each group should develop its own example and demonstrate.  Teacher should encourage participation and help with group’s creativity in creating motion.

11.
Demonstrate proper procedures for handling the motion to postpone definitely.

A.
Question: What is the purpose of a motion to postpone definitely?

Answer: Puts off action on a pending motion and fixes a time for its future consideration.

B.
Provide a brief explanation of a motion to postpone definitely as described in the text.

1.
If it passes, the motion to which it is applied is taken up at the time that was specified in the motion, the motion becomes the order of the day.

2.
If it fails, it returns to the motion under discussion.

C.
Provide a summary of the descriptive characteristics.

1.
Recognition from the chair required

2.
Second required

3.
Debatable

4.
Amendable

5.
Majority vote required

6.
Subsidiary motion

D.
Refer to the example in the text, assign students with each part in the example and have them demonstrate the example in front of the class.

E.
Divide class into groups of six and ask them to write a main motion to postpone definitely.  Assign parts and demonstrate the abilities.  Ask certain groups to fail the motion to postpone definitely.

12.
Demonstrate proper procedures for handling the motion to postpone indefinitely.
A.
Question: What is the purpose of a motion to postpone indefinitely?

Answer: Is to stop passage of a main motion without letting it come to a vote by the assembly.

B.
Provide a brief explanation of a motion to postpone indefinitely as described in the text.

1.
Can be used when it is not of the assembly’s best interest to take a position.

2.
Used in disposing of bad motions

3.
If the motion to postpone indefinitely passes, it kills main motion for meeting

C.
Provide a summary of the descriptive characteristics.

1.
Requires second

2.
Debatable

3.
Not amendable

4.
Requires majority vote

5.
Subsidiary motion

D.
Refer to the example in the text, assign students with each part in the example and have them demonstrate the example in front of the class.

E.
Divide class into groups of six and ask them to write a main motion, assign parts and demonstrate the motion to postpone indefinitely.  Each group should develop its own example and demonstrate.  Teacher should encourage participation and help with group’s creativity in creating motion.

13.
Demonstrate proper procedures for handling the motion suspend the rules.
A.
Question: What is the purpose of a motion to suspend the rules?

Answer: Temporarily suspends the written rules of the assembly.  

B.
Provide a brief explanation of a motion to suspend the rules as described in the text.

1.
Only rules of procedure can be suspended

2.
It is an incidental motion.

C.
Provide a summary of the descriptive characteristics of a motion to suspend the rules.

1.
Recognition required

2.
Second required

3.
Not debatable

4.
Not amendable

5.
Two-thirds vote required

6.
Incidental motion

D.
Refer to the example in the text, assign students with each part in the example and have them demonstrate the example in front of the class.

E.
Divide class into groups of six and ask them to write a motion to suspend the rules, assign parts and demonstrate the motion to suspend the rules.  Each group should develop its own example and demonstrate.  Teacher should encourage and help with group’s creativity in creating motion.

14.
Demonstrate proper procedures for handling the motion rise to a point of order.
A.
Question: What is the purpose of a rise to a point of order?

Answer: Draws attention to a violation of the rules and insists on the enforcement of the proper rules.

B.
Provide a brief explanation of a rise to a point of order as described in the text.

1.
If a rise to a point of order is called, it must be ruled upon before business continues.

2.
If chair rules incorrectly, an appeal from the decision of the chair is in order.

C.
Provide a summary of the descriptive characteristics.

1.
No recognition required

2.
No second required

3.
Not debatable

4.
Not amendable

5.
No vote required

6.
Incidental motion
D.
Refer to the example in the text, assign students with each part in the example and have them demonstrate the example in front of the class.

E.
Divide class into groups of six and ask them to write a main motion, assign parts and demonstrate the rise to a point of order.

15.
Demonstrate proper procedures for handling the motion appeal from the decision of the chair.
A.
Question: What is the purpose of an Appeal from the decision of the chair?

Answer: To prevent the chair from improperly controlling the meeting.

B.
Provide a brief explanation of an appeal from the decision of the chair as described in the text.

1.
Most common occurrence is after a point of order.

2.
May be made after any ruling a chair makes

3.
A tie vote sustains the chair

C.
Provide a summary of the descriptive characteristics.

1.
Does not require recognition

2.
Required second

3.
Debatable

4.
Not amendable

5.
Requires majority vote

6.
Incidental motion

D.
Refer to the example in the text, assign students with each part in the example and have them demonstrate the example in front of the class.

E.
Divide class into groups of six and ask them to write a script using an Appeal from the decision of the chair, assign parts and demonstrate the motion.  Each group should develop its own example and demonstrate.  Teacher should encourage participation and help with group’s creativity in creating motion.

16.
Demonstrate proper procedures for handling the motion division of the assembly.
A.
Question: What is the purpose of a division of the assembly?

Answer: To request a revote anytime a member doubts the result of a vote.

B.
Provide a brief explanation of the motion division of the assembly as described in the text.

1.
A single member cannot order a counted vote by calling for a division of the house.

2.
The chair may call for a division if unsure about the outcome of the vote.

3.
Must be handled immediately.

C.
Provide a summary of the descriptive characteristics.

1.
No recognition

2.
No second required

3.
Not debatable

4.
Not amendable

5.
Revote required

6.
Incidental motion

D.
Refer to the example in the text, assign students with each part in the example and have them demonstrate the example in front of the class.

E.
Divide class into groups of six and ask them to write a main motion and Division of the assembly, assign parts and demonstrate the motion.  Each group should develop its own example and demonstration.  Teacher should encourage participation and help group’s creativity in creating motion.

17.
Demonstrate proper procedure for handling a motion to reconsider.
A.
Question: What is the purpose of a motion to reconsider?

Answer: To bring back before the group a motion that has already received a vote.

B.
Provide a brief explanation of a motion to reconsider as described in the text.

1.
Makes it possible to change the vote on an original motion.

2.
Voting to see if you want to revote.

3.
Must be made by a person on the prevailing side.

C.
Provide a summary of the descriptive characteristics.

1.
Requires recognition

2.
Requires second

3.
Is not debatable

4.
Is not amendable

5.
Majority vote

6.
Unclassified motion

D.
Refer to the example in the text, assign students with each part in the example and have them demonstrate the example in front of the class.

E.
Divide class into groups of six and ask them to write a motion to reconsider, assign parts and demonstrate the main motion.  Each group should develop it s own example and demonstrate.  Teacher should encourage participation and help with group’s creativity in creating motion.

18.
Demonstrate proper procedure for handling a motion to adjourn.
A.
Question: What is the purpose of a motion to adjourn?

Answer: Used to legally end a meeting.

B.
Provide a brief explanation of a motion to adjourn as described in the text.

1.
Two types of motions to adjourn

2.
Unqualified (privileged) motion-used to close the meeting immediately

3.
Qualified (main) motion-is debatable, amendable and treated as main motion

C.
Provide a summary of the descriptive characteristics.

1.
Recognition required

2.
Second required

3.
Adjourn as main motion is debatable and amendable

4.
Adjourn as a privileged motion is undebatable and unamendable.

5.
Majority vote required

6.
Privileged motion

D.
Refer to the example in the text, assign students with each part in the example and have them demonstrate the example in front of the class.

E.
Divide class into groups of six and ask them to write a motion to adjourn, assign parts and demonstrate the motion.  Each group should develop its own example and demonstrate.  Teacher should encourage participation and help with group’s creativity in creating motion.

19.
What is the proper order of business that should be followed in an FFA Meeting? (Define what an order of business is.)
It is the sequence of activities that should be taken up in a meeting.

Write on the board or transparency the order of business that should be followed by an FFA meeting.

20.
Discuss common parliamentary errors and misconceptions.
A.
Members should use proper terminology.

B.
Votes should be case by those legally entitled to vote.

C.
Members should wait for recognition.

D.
Because a member makes a motion or seconds does not mean they have to vote for it.

E.
Statements such as “I so move” should avoided.

21.
Students should form teams and conduct a mock Career Development Event in class.  Use the State CDE rules to help direct the class activity.

Summary

Parliamentary procedure is based upon fairness, rights and common sense.  It is a useful, vital skill that is necessary to practice the democratic process in action.

Evaluation
1. Develop own test on parliamentary procedure appropriate for the group of students in your class.

2. Refer to Dunbar’s Tests at the end of each unit.

3. Students should form teams and conduct a mock Career Development Event in the class.  Use the State CDE rules to help direct the class activity.
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