Course:
01.012  Ag Leadership and Personal Development

Unit 7:
Parliamentary Procedure 
Lesson 2:
 Advanced 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.
Explain decorum in debate.

2.
Discuss the classification of motions.

3.
Demonstrate parliamentary motions: 

4.
Describe common parliamentary errors and misconceptions.

5.
Take official minutes.

Teaching Time:

5 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.
Materials and Equipment:
Dunbar, Shane.  Post-test Masters for Parliamentary Procedure Made Easy
Dunbar, Shane.  Parliamentary Procedure Word Puzzles
Dunbar, Shane.  Parliamentary Procedure Computer Game
Dunbar, Shane.  Parliamentary Procedure Test Questions
Dunbar, Shane.  Parliamentary Procedure Skill Sheets for Handling Motions
Dunbar, Shane.  Parliamentary Procedure True and False Test Questions
Shane Dunbar B 1-800-863-2256 B for information

Teaching Procedure

Introduction and Mental Set

What would you look for in a presiding officer? (Refer to the text.) List the students= responses on the board as they participate.  Break the list into two groups:

Group 1:
Routine duties

Open all meetings

Declare the meeting adjourned

Handle all business according to Robert=s 

Rules of order

Expedite the meeting keeping in mind the 

Rights of others

Group 2:
Specific duties

Receive motions

Handle discussion on the floor

End discussion

Discussion
1.
Decorum in debate:  What is decorum in debate?
Practices and customs observed by speakers and other members in making discussion smooth.

A.
Member's rights:


Has the right to speak twice on the same motion.


Cannot discuss twice if another member has not spoken on 
It.

Person who made motion has preference over other members.


Discussion must be relevant to pending motion.

B.
Member's responsibilities:

· Must address their comments to chairperson.

· Maintain a courteous tone.

· Avoid injecting a personal note.

· Not allowed to speak against their motion.

· Remarks must be relevant.

C.
Presiding officer=s rights:

Has the same right to discuss motion but must relinquish the chair to do so.

D.
Yielding to presiding officers:

· Members should yield at any time if the presiding officer rises to make a ruling, give information or make comments within privilege.
E.
Meeting disruptions:

· Members should make no comments while the presiding officer is discussing or making comments.

· Presiding officer should make sure no activity disturbs or hampers the meeting.

2.
Classifications of Motions B How are motions classified? 
Refer to the text for the ranking of motions. List on board and discuss.  There are five classifications of motions:

A.
Main motion:  is the basis of all parliamentary procedure.

B.
Privileged motions:  are of such urgency or importance that they are entitled to immediate discussion.

· Fix the time to adjourn

· Adjourn

· Recess

· Raise a question of privilege

· Call for the orders of the day

C.
Subsidiary motions:  are those that may be applied to another motion for the purpose of modifying it, delaying action on it, or disposing of it.

· Lay on the table

· Previous question

· Postpone definitely

· Refer to a committee

· Amend

· Postpone indefinitely

D.
Incidental motions:  usually relates to the way business is being transacted

· Appeal from the decision of the chair

· Division of the assembly

· 
Object to consideration of the question

· Parliamentary inquiry

· Point of order

· Suspend the rules

· Withdraw

E.
Other

· Take from the table

· Reconsider

· Rescind 


4.
Demonstrate proper procedures for handling a motion.  What is the purpose of a motion to fix the time to which to adjourn?

To set the time for the next meeting to continue discussion of the existing business of the current session, with no effect on when the meeting will adjourn.

A.
Provide a brief explanation of a motion to lay on the table.

 
$
If made while a motion is pending, it is a privileged motion.

· If made when no business is on the floor, it is a main motion and should be treated as such.

B.
Provide a summary of the descriptive characteristics.

· No recognition from the chair required

· Second required

· Not debatable

· Amendable

· Majority vote required

· Privileged motion

C.
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.

D.
Divide class into groups of six and ask them to write a script containing a motion to fix time to adjourn.  Assign parts and have students demonstrate the motion.

5.
Demonstrate proper procedures for handling a question of privilege.  What is the purpose of a question of privilege motion?

A request made by a member and granted or denied by the chairperson. Provide a brief explanation of a question of privilege as described in the text.  Usually relates to comfort or convenience of members

A.
Two types of privileges:  relates to whole group or to an individual

B.
Provide a summary of the descriptive characteristics.

· No recognition from the chair required

· No second required

· Not debatable

· Not amendable

· No vote required

· Privileged motion

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.  Divide the group into groups of six and ask them to write a script containing a question of privilege motion.  Assign parts and demonstrate the main motion.

6.
Demonstrate proper procedures for handling a motion to limit/extend limits of debate.  What is the purpose of a motion to limit/extend limits of debate?  Restricts time to be devoted to a debate or remove any limits on debate.

A.
Provide a brief explanation of a motion to limit/extend limits of debate.  

$
Can be applied to any immediate pending debatable on the floor.

$
Takes precedence over all debatable motions.
B.
Provide a summary of the descriptive characteristics.

$
No recognition from the chair required

$
Second required

$
Not debatable

$
Amendable

$
2/3 majority vote required

$
Subsidiary motion

C.
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.

D.
Divide class into groups of six and ask them to write a script containing a motion to limit/extend limits of debate.  Assign parts and demonstrate the main motion.

7.
Demonstrate proper procedures for handling a parliamentary inquiry.  What is the purpose of a parliamentary inquiry?  A question any member may pose regarding the use of parliamentary procedure.

A.
Provide a brief explanation of a parliamentary inquiry as described in the text.  

· Usually pertains to the business pending, but does not have to.

· Chair may answer the question or direct the parliamentarian to do so.

B.
Provide a summary of the descriptive characteristics

· No recognition from the chair required

· No second required

· Not debatable

· Not amendable

· No vote required

· Incidental motion

C.
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.

D.
Divide the class into groups of six and ask them to write a script containing a parliamentary inquiry.  Assign parts and demonstrate the main motion.

8.
Demonstrate proper procedures for handling a division of the question.  What is the purpose of a Division of the Question?  May be used to separate two main motions capable of standing alone.

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

· Must be clearly stated as to the manner of the division.

· Both parts must be capable of standing alone

B.
Provide a summary of the descriptive characteristics

· Recognition from the chair required

· Second required

· Not debatable

· Amendable

· Majority vote required

· Incidental motion

C.
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.

D.
Divide class into groups of six and ask them to write a script


containing a division of the question.  Assign parts and 


demonstrate the main motion.






9.
Demonstrate proper procedures for handling a motion to withdraw.  What is the purpose of a motion to withdraw?  Enables a member to withdraw a motion from consideration.

A.
Provides a brief explanation of a motion to lay on the table as described in the text.

· Can be withdrawn without consent form anyone if made before it is officially placed on the floor.

· After it is placed on the floor, it can be made before voting occurs.
B.
Provide a summary of the descriptive characteristics.

· Recognition from the chair required

· No second required

· Not debatable

· Not amendable

· Usually no vote required

· Incidental motion

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

D.
Divide the class into groups of six and ask them to write a script containing a motion to withdraw.  Assign parts and demonstrate the main motion.

10.
Demonstrate proper procedures for handling a motion to rescind.  What is the purpose of a motion to rescind?  Repeals or cancels a motion that has passed at a previous meeting.

A.
Provide a brief explanation of a motion to motion to rescind as described in the text.

· No limit in the terms of when a motion is rescinded

· Does not release organization from commitment

· Is not retroactive

B.
Provide a summary of the descriptive characteristics.

· Recognition from the chair required

· Second required

· Debatable

· Amenable

· Majority vote required - 2/3 if not in writing

· Unclassified motion

C.
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.

D.
Divide the class into groups of six and ask them to write a 


script containing a motion to rescind.  Assign parts and 


demonstrate the main motion.

11.
Demonstrate the proper procedures for handling a call for the orders of the day.  What is the purpose of a motion to call for the orders of the day?  May require the group meeting to follow the agenda or program.

A.
Provide a brief explanation of call for the orders of the day as described in the text.

· Two-thirds may decide that the agenda does not need to be followed.

B.
Provide a summary of the descriptive characteristics

· No recognition from the chair required

· No second required

· Not debatable

· Not amendable

· 2/3 majority vote required not to follow agenda

· Privileged motion

C.
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.

D.
Divide the class into groups of six and ask them to write a script containing a call for the orders of the day.  Assign parts and demonstrate the main motion.

12.
Making official meeting minutes.  

A.
How do organizations keep up with business? 

Answer: By taking minutes of the meetings.

B.
What are minutes? 

Answer: The official record of the proceedings of a meeting and should contain a record of what was done, not of everything said.

C.
What should be contained in the first paragraph of the minutes?

Answer: Kind of meeting, name of organization, date and time of meeting, the fact that regular chairperson and secretary were present or substitutes, whether the minutes of the previous were read and approved as read, or as corrected, whether there is the presence of a quorum.

D.
Have students practice writing a set of minutes.  Read to the students the business transacted in a mock meeting.

13.
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 contests are useful tools for youth organizations and school clubs.  By participating in contests, the principles of democratic leadership are instilled in the participating students.

Evaluation 

Students should form teams and conduct a mock career development event in class.  Use the state CDE rules to help direct the class activity.
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