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FOREWCRD

This mudule was deve1opedifor Florida }ollow Through by
Janet Reehm, Hillsborough County.Foflow Thrdugh,’for use by
parents who make quthe Policy Advisory Committee (PAC). Its
purpose is to byi]d parents' skills in'areaé which contribute
to effective Teadership—~how'to conduct Business méetings, elect
ofticers, pian.agendas, and write minutes of PAC meetings.

The materials were fieid-tested in'Tahpa’s Pakeﬁt Leader-
/ 4 éhipﬂProgram°over a two-year period, using three monthly sessions
//' of épproximate1y three hours each. An additional tryodﬁ was B
/ ' carried out in GaineéVi]]e, Fiorida, in Juné,.1977, using a one-
day workshop.as a time frame. Participants in'this”létter sess{on

were parents and staff members from eleven geographité]]y separate

Follow Through sites which follow Ira J. Gordon's Florida Parent

Education Follow Through Model.
When using this module, plan two to .three hours to carry'dut“

P )
foe —

Part 1. Parts (I and I1I can be completed in approximately two i
- hours each. | ~/‘
Appreciation is extended to the Hillsborough County Fo]iow,

fhrough staff for their generosity in sharing thi% document with

other Florida educators. For furthe% information, contact CTaré

Nuccio, Director, Follow ThrShgh, 8412 13th Street, Tamba, Florida

- 33609.

~The activity which is the subject of this report was stpported -in whole !
or in part by the U.S. Office of Education, Department of Healthy Educa-
“tion, and Welfare. However, the opinions expressed herein do not

' nécessarily reflect the position orpolicyof the U.S. Office of Fduca-

~ - tion, and no official endorsement by the U.S. Office.of Education should ..

-be inferred. . . Lo
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6.

7.

O

ERIC

Aruitoxt provided by Eic:

Instructions for Administefing the Module

Prepare the physical arrangements of the room Ior actlvztles
which are prlmarlly small group oriented.

Read the module through especially noting the flow-chart.
(p. 3-6)

Secure materlols and equlpment llut&d {p. 7)
Preview the record and film desxgnated.

Make copies of the following sieeis fqueach participant:

Preassessment  (p. 9)
conducting a meeting = (p. 11) : Enabling‘Act; 1
Quiz #1 Order of Busiﬁess fp:‘IS{' "fQuiz‘#l .
Motions & Amendmenté ‘ (b. 20) o Enabling Act. 5
\
Qﬁiz.#Z Motions & ﬂﬁéndments (p. 25) bujz 2
Oniz‘#B Officers' Role “:(p. 32y - Qui; #73
Rules for minutes‘ (p. %4) Enabling Act. 12
'Samplé minutes (p.'36:4l) ”,f i Enablinq Act. 1$
Quiz #4 Minutes (p; 44) | ' AQuiz #4. )
Sample Agendas | (p. 48-525 '
Conducting FElections (p. 56)  ~ Enabling Sct. ?8
. Byv-laws ' :' . . Appendix ;
; ‘ ; . Enabling Actl. 19
Ouiz #5 Agendas {(p. 53) Cuiz #5
Final Exam (p.'6§f6A)" : ' Final Exam
Make up cards 55 called for 1in Lnabllng Actlvxty 6 P, 22} .
Make transparenc1cs for mabLerSA— A
Lonductlng a Meeting  ;., : ’ " Enabling Act. 1
&Moéions and Amendméﬁts A.uﬂ‘ Enablina Act. 57
Conducting Elections ' A Enabling Act. 18.




8. Read introduction script or play tape.

9. Administer the preassessment (p. 9.) If participants answer
"yes" to any qguestion, they should continue in the module.
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Materials & Equipmené List

Item

Source

A Primer of Parlia-
. mentary Procedures

]
)

3

8.

- New York, N.Y.

~

IS

. Bureau .of Communications

National Board of YWCA
600 Lexington Ave.

10022
30¢ each 50 for $12.50

16 mm. film projector
"record player ,
overhead projector
cassette tape player

Use
Act. 2, 8, 9, 11,
15, 19
Act. 4 - o
Act. 3, .7, 10 ~

Act. 7, 5, 18
~Intro., Act. #16, 18

Film-328-8 Parlia-
mentary Procedures-
B/W 16 min. ’

. Act. 4

Order ffom Media Center

Transparency of

"Conducting a Meeting"
-"Motions & Amendments”
"Conducting Elections"

Act. 1
Act. 5
Act. 18

See enclosed masters .

Record - "Say It
Right With Parlia-
"mentary Procedure” ,
by Bernard F. Phelps,
Ph.D.

Act. 3, 7, 10

Scott Publishing Co.
1719 Ravenwood Ave.
Dayton, OH 45406

Price: $6.25

‘Copy of Club's By- - ° Act. 19

Laws and/or

constitution

Cassette Tape of Act. 16,..18 3 Included in module
Narrative Introduction :

15



Introduction

Instructions to Resource Person - Read the following script or play
tape.

When people take an office in an organization or become involved.
in the business of the Qrgaanation, they want the meetings to go .
‘smoothly. Most clubs and groubs adopt specific pfocedures to keep

the business meetings flowiﬁé smoothly. Robert's Rules of Order are

‘usually used as a basis'for the procs ''res but most gro
1nformal enough to use a modified set of rules.

The first part of this m!%ule W1ll cover the vrder of business’
Ve

~and how to make motions 51ncefthese two aspects of group leadershlp

‘are the most urgently needed by a new participant.
Part.I1 covers the duties of the officers, writing minutes and
writing agendas.

A

Part III>covers election of officers and using by-laws

b}

Instructions to Participants -

This Leadershib.TrainingVModule has been designed*tOAbe acbbm;'
plished as a group pfogram to be»doﬁe in three eessions of from thw
,to'tHree'hours each; The Resource Person should help prov1de tﬁe

‘mafefialsvand'equipment you need, clarlfy any portlons of the pro—»
“eedﬁres which are unclear, help you ;ake de0151ons aboutiyour_progress,

‘serve as an evaluator and generally facilitate attainment of your

goals.:

“Turn off tape and wait for instructions from the ‘Resource Person.

16




Pre—-Assessment
Answer yes or no to each question. :

If you answer yes to any of these guestions you should take this -
module. ©

1. Have you been elected to an office in your organization? Yes  No
2. Do you plan to run for office soon? N Yes © No
3. " Would you like to see thé meetings that you attehd run Yes': No

. more smoothly and_properly?

The Resource Person will begin Enabling Activity 1.

5y

17



Conducting Bu51ness Meetlngs Effectlvely

Part I

A

© Part I will help you learn about: .

Order of Business _ 3 (Activities 1 - 4)

- Motions & Amendments ' ‘ ' (Activities 5 -~ 9)
 You will need the following Equipment for this part:

‘.cassette tape player
overhead,grojecﬁor
16 mm. projector

record playver

Materials: - . R o

Conductlng a meetlng transparency

Motlons and amendments transparency

=
@ . .

A Pllmer of Parllamentarx Procedure

2

Racord, “Say It Right ‘With Parllamentary Procedure

Film, Parllamenta;x Procedure

Copies ochqi? #1 and Quiz #2 .

* . ' - ki

RE

10

o




Enabling Activity #1
051ng ‘the "Conductlng a Meeting"” Transparency
D1rectlons ‘to Resource Person.

1. Discuss the order of buslness using the transparency to:
illustrate.

2. State each order of business and have participants read
‘ off the correspondlng reply from the "What to Say“ column.

% 3. Select partlclpant to take the role of chalrman, secretary,
) committee chalrmen, etc.,and practlce following the order
-of business. . .

4. Select either Enabling ACthltY 2 or 3

Note:
: AnnouncementsAmay follow minqteg} committee'reports or new business.
The order of business may be‘changed,for_special needs if there.are

no objéctions.

'_* Optional Activity

19 .




Conducting a Meeting

. ]
What To Say
1. Call to order - "The meeting will please come to
‘ ' : order."
2. Reading of the minutes "Will the secretary please read the
: oo ‘minutes of the .previous meeting."
(minutes read) - -
" there < JBErgo cions or
additions tc the minutes?"
—==""""{f no e "The minutes stand apRroved as read{“
= if yes 7——--4—7—fef~—~+ “If there are no furthechOrrectiohé,,
o the mlnutes stand appr ed as ..
corrected. o e
you may mmm o "Do I hear a motion to dispense with
.  the reading of the minutes?"
3. Committee reports (if "We will now hear the‘reporﬁﬁef:the'
-any). RN o committee."’
‘ (report’ read)
\ ‘ "You have heard the report of the :

L _ committee. 'What is your pleasure?"

rif.aqcepped B ,’.‘"The“repdrt'éf"the 2 committee

__ | -. i'S _accepted." — . .
if rejected —---==---=>\  "The report of the. committee
’ : | is-rejectéd
, \
4",  Unfinished business . ©. , "Is there any unflnlshed bu51ness°"
5. New business ) . "Is there any new bu51ness°" '
. 6. ' Announcements ‘ ' _ "Ars there any announcements to be
' maﬁe at this time?" : - N
_ . 7. _Adjornment o ' "If there is no further bu51ness,
W ' _ ' s the meetlng stands .adjorned.'
or h«—;—;—-—é-h--44ﬁ4+ "Mnu Charrman, I move we adjorn.
_ - &Mbtlon vot=d on).

s

12




Enabling Activity #2

1. Read pp. 4 - 9 of A Primer ‘of Parliamentary Pr0cedure, beglnnlng
: w1th the call to order. {(p- 4)

2. Gulde your readlng with the follow1ng questlons.
a. Who calls the meetlngwppwprder? (p- 4)
,:b‘ Wh o doééy " gont W HER calling on the secretary?

_How does this differ from what you dlscussed on the
transparency° (p- 4)

. c. What follows the reading of the minutes? Why?is it only
"received"? (p. 6) ‘ o o

“d. Only very formal organlzatlons “have the Pre51dent s and -
: fCorrespondrng Secretary S report. Why, do you thlnk° (p- 7)

;e. Why is it important for the Pre51dent to call commlttee
. .chairmen by name? (p-- 7)

f. What does the President“do$dering the reports? (p. 8)
g. 1Is a motion'necessarylafter a reéort? (p;.B),

'h. Which comes first new or old business? Why?ﬂ (p. 8)(
i...When are”anneu;cements made? -(é. 7, 8) 4
j;‘FCéﬁlthe orderlof'business'by'cﬂénged’ How’I»(p. 9)"

3. 4Check your answers with the key on page 14

ﬂ,HaQelResource Person conduct Enabling Acinpruﬁd.

21
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bAﬂéwenA to EhabﬂingvActiuLty #2 | /;’“
a;‘,The P@eé@denﬁ o "‘ )
b; "Tie “ang; MLA&‘Mdny Smith, will nead,the‘MinuteA 04
WS plcu@uug;meeiing." | | |
The secnetary i catled by name. |
C. Tﬁéaéu&en’é Repont.  Time does noi. peamdit membens 2o check
the accunracy 0§ this nepénf. |
‘d.' Answens. wLKK vany. ‘
e, Evenry memben pant&cutantg a new memben Ahoutd krow who 5

_bLLng catled upOn and why.

In onden Lo~ JLUQ the committee chainman the Apotﬂ&ght . the -

.pnesLdent nemasnsd éeated
‘g. No motion L3 neceééang aﬁten a nepont unless thene haue bccn
o nLcomandatconé 504 action &nctudcd An AL,

h. 0ed on unﬁcncéhed business 4Lbs 5¢n5t AO that any bué&neéé )

cumptcfed that maq e{éect new bub&neéé

e

"l Paion 10 ad;outnment oh dun&ng Pneuxdant 5 nepont

Yes o with the penm¢¢slon 0f. ther pneéent

ta,

<




__Enabling- ACtiV_ity‘v §3

i

mmcord “Say'It Riﬁht With Parliamentary Procedures"

: . e ‘ . :
Directions to Resource Person:

4-;-.

1. Play Slde 1 - Part 2

2. On the board write or have wrltten the ‘6rder of business
as each is mentioned on the record. (See record jacket
back.) ‘
Stop the record for questions.

3. Use the follqwing,questions to discuss the record:
a. Why'haVe‘a definite order of business?
b. What 1s a quorum’

c. Why have commlttee Leports before any bu51ness is
conducted?

d. What is: pendlng busxness called° (0la or‘unfinished"
; bu51ness) ~

e.” How can committeé or meeting be adjourned?

4. Have ResourceQPerson'COnduct Enabling Activity #4.

o
w2



J—

Answens fon Enabling Activity #3

# A bLue print for the meeting 40 evény memben knows what comes
! next
b. Minimum numben o§ membenb that must be pneéent fon the g&oup

f to take ac{&on?lggaﬁty o

‘ec. Because memban neiﬂ to know what Lnﬁonmaiion haA beén gathened

s 4

/ﬁ by commLtieeﬁ beéone they uote unden new buA&nQAé on comm&tiee
4 ‘ necommendaiionA- “

:d. 'OKd on uné&n&bhed buALnebA | A

e. By a mot'On 5&om a memben on the pneALdeni may cZer ihe meeting
: 4§ thene is no furthen business

,M\\\\\ .

.\\\ ~~~~~~ )
. h ‘\\

™

16



Enabling Activity #4

Directions to Resource Person:

-

1. Introduce the film explaining that the plot centers around
’ high school children organizing a club.- Have participants
anticipate what comes next in order of business.

<

2. Ask for questions concerning film or any previous matter.

3. .Administer Quiz #1.

17



Quiz #1 ORDER ‘OF BusINEss

lﬁ LIST IN NORMAL ORDER THE ITEM OF BUSINESS AT A MEETING,
A' ,
B
ot |
D.
E.
A .. . F
G.

~‘\

ENTER ENABLING ACTIVITY #5 IF ALL ANSWERS ARE CORRECT.
DO THE ALTERNATE ACTIVITY (2 or 3) IF YOU MADE ERRORS._

26
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Answen Key - Quiz "
a. Caﬂﬂ'to onden -
b.‘ Reading of the 'inutes . . Co
c. Committee neponts |
d. Unfindished bubineb# (ofd business)
e. New business
6 Announogmeﬁtb

~g. Adjounnment

bl

Scoring:

Announcements may follow minutes, committee reports or new
business.

Accept any reasonable explanations for deviation from the
answer key. ‘

Other items such as Treasurer s Report President's Report, .

Program, may be accepted but the list’ should include all of
the basic seven. .

27
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‘. Enabling Activity #5
Directions to Resource Person -

“Uge transparency, "motion & amendments." Cover "amendments"
section with a sheet of paper. Discuss each stép of presenting
a motion. Emphasize the foliowing points:

‘1. The chairman (or President) calls the person by name so
that the group knows who is. speaking and the secretary
can include the name in the minutes.

2. The proper way to start a motion is to say "I move that"
not "I make a motion." This mistake should be avoided.

3. The presiding officer need not recognize the "seconding"
mempbor by name.

4, TheTChairmaﬂ restates the motion at least twice so that
- all can hear it through the microphone and understand it.

- 5. A motion cannot be voted upon unless two people want it
' - to be. This is the purpose of the "second.' :

6. The chairman asks for discussion but a motion may be voted :
-on without anyone.discussing tha pros & cons of the proposal.

7. 'The president may call for the vote if there is no dlscu551on~
oy “the discussion seems to be finished. .

8. A member usually calls for the vote; when this is done it
stops discussion.” IE others want more discussion, then
the group must vote on the "question.'

9. It is out of order to discuss other matters unrelated to
the main motion being considered.

Do not discuss voting procedures other than-the voice vote (v1va voce)
until Enabling Act. #9. .

Uncover and discuss each step in the "amendﬁents"’secfipn emphasizing
the following points: ; ‘

1. An amendment is voted on before the main motion it amends.

2. Amendments require a second.

20




‘TRANSPARENCY FOR MOTIONS & AMENDMENTS

Motions

Member rises and addresses

‘chairman

Chairman recognizes (calls name
of) member :

Members states motion
Another members seconds
Chairman restates motion
Discussion lead by chairman

The vote: member (s) calls out

Chairman calls for vote

if passed --——---———-r———-

if not passed -----—------

Amendments

Main motion is made and seconded
¥ ”

¢

Motion to amend is made and seconded

Amendment is voted upon first.

Main motion is then voted on 'with

amendment. attached if passed in
step 3. :
29
21

"Madam Chairman?"

"Mrs. Smith."

"Madam Chairman, I move that
.." (Not I make a motion
that )

"I second the motion." (not
recognized by chairman)

"It has been moved and seconded
that ..... e e *

"Is there any discussion?"
(chairman recognizes the
~members who speak for or:
against the motion.)

"Are you ready for the vote?"

"I call for the vote."”

"It has been moved and seconded
that .......... " ; '

"All in favor say 'Aye'."
"These opposed say 'No'."

"The ayes have ita
The motion® is carried."

“The .noes have it. :
“The motion is defeated."

above) .

"I move to amend the motion by
(state change)."

(see anve)



Enabling Activity #6

Directions to Resource Person: Have the_following statements
written on numbered index cards, one to a card.

1) You want the group to buy candy for the children
at Christmas. Make a motion.

2) You agree with $#1, second the motion.
3) Give reasons Why we should get éandy.

- {
4) You want the group to also buy toys. Make an
amendment to the main motion.

i

5) Second the amendment.
6) Call for the vote‘ongthe amendment.

7) You want the group to have a spring picnic. Make
a motion.

8) Call for the vote on the main motion.

-

Select various participants to roleplay these parts. Give
each a card. They should do. what the card says in numerical
order. Select a chairman who will conduct business. Make
appropriate comments as the role playing progresses. The'
accompanying script may be used as reference.

Repeat the procedure (with new participants if group is
large). This time allowihg them to correct their own
mistakes.

30

22



First Member:

President:.

' First Member: .

Second Member:

President:

Third Member :

President!

Third Membefx;

“SCRIPT -

For Enabling Activity #6

Madam President

Mrs.

(First Member) - _ .

"I'move that we buy candy for the children at

Christmas."

(Note: the word "move" rather than "I make a

motion.“)
"I second the motion."

(Notei the President need not recognlze Lhe
secondlng member by name.)

"It has been moved and seconded that we buy

candy for the children at Christmas.- Is there

L

any discussion?”
Madam President

Mrs. (Third Member)

I- think Me's%ould buy"candy because the‘children .

! . \grght not 'get any from home.”
Fourth Member : rdam President ' .

President:

Fourth Member:

Fifth Member:

'President:

) Slxth Member'

) Presldent.

Mrs. (Fourth Member)

I would like to amend the motion to read "and also.

toys”

I. second the motion. ' ‘ , o~

It has been moved and seconded to amend the motion

to read "and also toysj.

Is there any &1scns51on°

I call for the vote.

‘It has been moved and seconded that we amernd the

motion to read and also toys"™ All ir favor say

no".

"n "

aye

(?ause.) All opposed say

31 R
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President:

President:

The "ayes" have it. The amendment is carried
{(or passed).
Are you ready for the vote on the main motion

(or previous question)?

Seventh Member: Madam Presidenty I move we have a Spring Picnic.

President:
Eighth Member:

President:

-2

I'm sorry but your motion is out of order.
I call for the vote on the main motion.

It has'beén_movedtand_seconded'that we buy candy

and toys for the children at Christmas. All in

favor, say "aye". (Pause.) Oppoged "no". The

aye's hdve it: Motion carried.

32



: —
. RMIZ #2  MoTIioNs & AMENDMENTS

" CtrcLE TRUE OR FALSE. (IF /FALSE BE READY TO EXPLAIN WHY).

1. THE PRESIDENT ALWAYS RECOGNIZES MEMBERS BY. NAME.

l2Q YOU VOTE ON THE AMENDMENT BEFORE YOU VOTE ON THE
. MOTION IT AMENDS.

. THE PRESIDENT RESTATES THE MOTION AT LEAST TWICE.
+ THE PROS AND CONS OF ALL MOTIONS MUST . BE DISCUSSED.

3

4

5. THE PRESIDENT MUST CALL FOR THE VOTE.
6. CALLING FOR THE VOTE STOPS DISCUSSION.
7

+ ALL MOTIONS MUST HAVE A SECOND IN ORDER TO BE VOTED
UPON.

8, 1T 1S OUT OF ORDER TO DISCUSS THINGS UNRELATED TO
" THE MOTION THAT IS ON THE FiOOR.

To PAss b OR BETTER -
[F NOT PASSED GO TO ENABLING AcTIVITY #/ OR #3.

33
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Answen Key - Qudiz #2

7.

- = =

-

The president need only necognize the makexr 0§ the
main motion not the seconden. Tit 45 polite fo
recognize othen speakens, however.

This 4is done &0 all will know exactly what i8 being

voted on.
Discussicn i4 asked jon but not requined.
Any membern on the president may call forn the vote.

The president may also call gox the vote.

If you missed more than two questions above choose Activity #7 or
Activity #8 before going on the Activity #9.

~
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Enabling Activity $7

1. Listen to the record, Say It Right With Parliamentary Pro-
- cedure, Side 2, Part 2.

' Enabling Activity #8

i.; Read A Primer of'Parliamentary Procedure,.p. 10-13 and p. 21.

Enabling Activity #9

g

2
B

Dirgctions to Resource Person:

,;l.flPrepare to discuss types of voting procedures by‘studying
_*pp 28-30 of A Primer of Parliamentary Procedures

2. Distribute worksheets with the eight voting tenms llsted
" leaving space for the participant to take netés from vour
lecture.

. 3. Discuss vcting procedures u51ng the following Xist of
’ deflnltlons and examples of when each kind of wote is used.

TYPE DEFINITION | WHEN USED
Voice Vote members vote by call- most motions
(viva vece) ing out "aye" or "no"
Show of members raise their ~when a wvoice viite
Hands . hands or stand to have =~ 1is too close tc
(rising vote: their votes counted determine the winmer
Ballot B members vote by writing.. for elections or when

(secret bellot) their votes on slips of and exact record of .
' paper or electronically -the vote must be kept

~General : The President asks, "If approzing minutes,
- Consent there are no objections commiztesé report:,
S i e " y . or cther routrime
' . busimess

27




Majority
Plhrality

" Two-thirds.,
Vote

Unanimous

at least one more than
half the votes cast

the most votes

requires two-thirds
of the votes to pass

every member votes
the same way

28

most motions

elections

- when a motion takes

away or limits the
rights cf members;
constitutional amend--
ments k '

uncontested decisions



Voice Vote (viva voce)

Show of Hands (Rising Vote)

Ballot (Secret Ballot)

General Consent

Majority

Plurality

Two~Thirds Vote

Unanimous

. Voting

28a
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Part II ofrthis Module will help vou iearn about:

Role of officers : Activity #10, 11
Minutes ‘ ' Activity $12-15
Agendas‘. : ) Activity #16

You will need the following:
' Record Player ' Activity #10

Cassette Tape Player Activity #12, 16

Materials:

Record, "Say It Right With Parliamentary procedure"” - Side 1,
Part 1

Primer of Parliamentary Procedure

Lo

Copies of "Quiz #3 and -#4
Copies of "Rules for Writing Minﬁtes“
Sample Minutes

‘Tape of Narrative

38
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Enabling Activity #10

Directions to the Resource Person - Before playing record "Say
It Right With Parliamentary Procedure" ask following questions:

1. What are the normal officers of a group? (Answer should
include President (chairman), Vice (or Co-) Chairman,
Secretary, Treasurer and Parliamentarian.)

2. Where can you look for specific duties of these off1cers°
(Club's by-laws, constitution, National Guldellnes, etc.)

3. The record explains the jobs of the first four of the
officers. Have group listen to record Side 1, Part 1.
As the participants mention duties write them on the
board under each office.

4. 'Refer if possible to club by-laws for cross-checking and
any additions.’

The accompanying list comes from the record.

PRESIDENT
calls to order
guides assembly through agenda
leads the discussion of motions .
anncunces results of votes taken
enforces correct procedures
sets time and agenda

VICE PRESIDENT

stands in for president when president is absent or
participating in debate

program chairman

liaison between president's various comittees

'SECRETARY

keeps simple and brief record of decision mad and actions
taken . ' '

Roll i

Committee assignments and appointments

Give pertinent -data to committees

Correspondence (if no correspondlng secretary)

-TREASURER"
(\ . .
Keeper of ﬁands (dues, grants, donations, money making
. projects) -
- ' Pay bills when directed by society and over signature

of President
Report financial condatlon of group




PARLIAMENTARIAN {Not on record)

Serve as authority. on ‘proceaures

Calls members ‘out of order' when necessary
Keeps physical needs of the meeting —-
Property (ventilation, microphones, =atc

| 40
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] oF
2

QUIZ #3  OfFicers’ RoLes N

MATCH THE OFFICERS WITH THEIR JOBS.

- WRITE THE INITIAL OF EACH OFFICE*IN FRONT OF THE JOB.

SEE THE LIST AT THE BOTTOM OF THE: PAGE.

i

W 0 ~N T U1 & W N

—
-~ O

o i

. STANDS IN FOR PRESIDENT

FoLLOWS AGENDA

SEES THAT RULES ARE FOLLOWED

'KEEPS THE RECORDS

LEADS THE DISCUSSING OF MOTIONS

SERVES AS PROGRAM CHAIRMAN

SERVES AS AUTHORITY ON PROCEDURES OF BUSINESS
KEEPS A LIST OF COMMITTEE ASSIGNMENTS AND APPOINTMENTS
REPORTS FINANCIAL CONDITION OF GROUP ' «

SERVES AS LIAISON BETWEEN PRESIDENT AND VARIOUS COMMITTEES

- KEEPS FUNDS

PAYS BILLS AS DIRECTED BY PRESIDENT AND SECRETARY
CALLS MEMBERS "OUT OF ORDER” WHEN NECESSARY

TAKES CARE OF CORRESPONDENCE

CALLS MEETING TO ORDER - ¥

ANNOUNCES RESULTS OF VOTES TAKEN

TAKES OR KEEPS ROLL - - E _ \

SETS TIMES AND AGENDA |
STANDS IN FOR PRESIDENT WHEN THE PRESIDENT PARTICIPATES IN DEBATE
TAKES CARE OF PHYSICAL NEEDS OF MEETING AS DIRECTED BY PRESIDENT

RESI ENT OR CHAIRMAN T = TREASURER
ICE RESIDENT - Co~CHATRMAN X = PARLIAMENTARIAN
SECRETARY ‘

To PASS 15 CORRECT; IF LESS THAN 15 6o To ENABLING AcTiviTY #11. IF
PASS GO TO ENABLING AcTiviTY #12. , : A

41
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Answen Key - Qudiz #3

1. vp 11 T .
2 P 12,5 T
3 X 13 X
‘ 4 S 14 s
. 5 P 15 P
6. VP rre\ P
7 X 17 S
§ S 18 P
9. T R P
o, | | - 720. X

15 of 20 to pass. If you 'diﬂd_not pass desEnabling Activity #11
before going on to Activity #12. . ’ '

42
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Enabling Activity #11

1. Read pp. 3 and 37 in A Primer of Parliamentary Procedure.

Enabling Activity #12

Rules for Writing Minutes

1. The first paragraph should 1nclude answers to the following . .
questions: '

What - name of organization

Who = the person and title presiding.

When -~ date, year and time - .
Where~ location of meeting '

Why - redson for meeting where appllcable

2. Speakers should be‘identlfled by name and title.

3. Descriptive comments about programs and speakers should
not be uscd.

4. The name of the person making the motion. should be
included along with the exact words of the motion and
its disposition.

The name of the person seconding a motion is not necessary
unless the motion is very controversial.

(&)

6. The secretary should sign the minutes followed by the
secretary's title. "Respectfully submitted", 1s considered
old-fashionad. 4

7. After the minutes have been approved the secretary should
write the word "approved" at the bottom with. the date and
the secretary's initials. : :

/
8. Pecrsonal pronouns (such as we, us) shéuld be avoided.

A
‘

Directions to Resocurce Person:
' A

pDiscuss the need for correctly written minutes. Distribute
and discuss the following rules. '
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Enabling Activity #13

Directions to Resource Person -

Have participants review samples of minutes noting correct
and/or incorrect procedures, using the check list from
Enabling Activity #12.

iy
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HILLSBOROUGH COUNTY»FOLLON THROUGH PROJECT.
‘ : . Midutes ‘ o ) o
Date: September 29, 1975 Meeting (Check Oue)
Center: Tampa - o - Mini PAC

Cotmittee .
Other City Wide PAC

_The f\rst City- N1de PAC meet1ng of Prqgec* Follow Througp was held

._at Sulphur Spr1ngs Srhool on Honday nlght Segtember 29, 1975 with Rosetta

A~

Floyd, Co-Chairman presiding.

The meeting was ggened with meditation offering by Claudine Sutton, -

onzof our Follow Through Homeroom Mcthers

A mution was passed to amend the by laws.

An election of off1cers fo]lowed with the fo]low1ng persons elected -

to offices for Proaect Follow Through

Rosetta F]oyd-—Thono -~ City Wide PAC Cha1rman

Wilma Dooley - Sulphur Springs School'- Co-Chalrman

Jewell Hett. -- 0ak Park - Secretary

Sherry Coniglio - Thono. - Co—Secretary

Doris Emilut - SS§ - Treasurer

\ Betty Leport - SSS - Parlimentaraan

Aftertelectiohs, a'talk was presented by Mr. Lawreﬁte.wordena Geheral

T

‘Director‘af the Depart of Elémentary Educat]un The subject'covered the

s deve]opment of you* child as a whole child. A quest1on ‘ahd answer period

fo]lowed which was benef1c1a] to all parents present

The door pr1ze was awarded and the meeting adJourned at 8 50 P m.

L]

Submitted by _Jewe’l'lv"Hett '
Secretary
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HILLSBOROUCH coUuTY FOLLOW THROUGH ‘PROJECT

Minutes

Date: 107277175 - ) Meeting (Check One)
- \

Center: Tampa " o ’ Mini PAC "
: Coarittee

. Other City Wide PaAC

___n_lhe.senondemeetlngﬁoi_Ernlegt_ﬁollonelhrough_uaﬁeheJd at Sulnhur
Springs Schoo].nn Monday. October 27th-at 7:3C p.m.

Presidjnq was Rosetta F]ovd Citxyw1de PAC. Cha1rwoman

First on_the agenda was the read1nggof the minutes by dewe]] Hett, .
City Wide PAC Secretary. Next Mrs F]oxg exp1a1ned to. the group Wnut

happened at the emergency. budqet comm1ttee meeting Q;;g;g: ZZ:h, SZQ,QQQ

“risc the Fo]]ow Through Program allotment for medical and dental care.

CHELSA wants $10,122.46 for the1r serv1ce which 1s over half of the tota1

‘money budgeted for - hea1th services. Parents, who werepresent ware vin

'agreement to seeing if we* cou]d do w1thout CHeLSA and gettimg dumctors -and

dent1sts to service our ch11dren without go1ng through CHELJA

We were then honored with a ta1k¢by Roseina.Seigel;, Supmrv?sor of the

Dept. of Schoo] Psychology of Hi]isborough County, Tampa, Florida. -The

< topic was- in gener51 “The. Emot1ona1 Prob]ems of Our Children."  A-dis-

<

~

;‘jcuss1on with the ‘parents followed.

0 7
A program fo]]owed presented by the Parent Educators of Oak Park,

£

Sohool ent1t1ed "Dances Through the Ages. The'Parent Educators. dressed‘

as ghou]s, monsters ‘and ghosts performed the fol]owing dances® "First’

Halloween Minuet, the.Waltz,-the Charleston, Tango, Boogie WOogié.”Chal

Cha, the twist and the modern'day monsters-Sump. The presentation. was

“enJoyed by all. A treat was passed out to‘the chi]dren by the performers.

Announcements of com1ng events Were presented by’ Dor1s Em11ut, City-

" Wide PAC Trea”urer

<L Oak Park Schoo]lwonvthekjttendance»Banher and a door prize was won |

by Mrs. Margaret Baker.

a7 o ) Continued:

I » - . . N
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. The meeting adjourned at 8:45 p.m. . — - — ,

!
' Al
. N
“Senmiftted by’ Jdewell Hert -
© Tity-Wide FAT Secreta
Ty
{ .
41 "
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38 )
t
i
- - -
- . "

O

ERIC

Aruitoxt provided by Eic:



HILLSBOROUGH'COUNTY FOLLOW TH20UGH PROJECT

. . Minutes
Date: 12/15/75 : : Meeting (Checlk One)
Center: _ Tampa, Fla. Mini PAC _
Counittee . .
Other  City Wide PAC

“in_the Sulphur,

. City-uide PAC meetig uas.held on Decenber 15th at 7:30.p.0.
_Snnlngs Scnggl Auditorium. Rosetta Floyd, chairwonzn, opened tne meeting.

Medi~ n was Q1ven by Gloria Lewis, parent/parent educator at dak Park School.

Betry Leport,*chairwoman of He- 1th & Nutrition, gave ‘the-remort of that

committee. . ] ) ' .

Dorws Em*lut, PAC- treasurer, gave the budget report

New business was on political actign. It was decxded_xe*take the Follow

Thrzugh contingent.of parents to'a public hearing wtth Semator Laewton Chiles

Dez=mber 16th at 9:00 a.m. Volunteer names were taken. /.

Or. Ra]ph Swank, a ped1atr1crsurgeon, was then introduced by Virginia Evans,

-

—fgtéow Through nurse. Dr. Swank spoke’ on "Cond1t1ons in Children That Can be

E]

Corrected by Surgery", with a slide presentat1on.

-

Mr. George Bruce introduced the program for the evening. Mrs. Dixon's and

“Mrs. Bvown s first grade classes gave the program ent1t1ed “The Toy Shop"

The audience. part1c1pated in- the 51ng1ng of carols before the meet1ng was

adjourned.

Submitted by Doris Emilut ~

v . . Acting Secretary
39
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HILLS?KOZ{OUCI COUNTY FOLLOY THIOUCH PRUJECT

’ Minutes _
Date: “llzﬁ[]t.Lw:“w”»_4 Mocting {(Chev o One
Center: _Tampa, florida _ Minl PAC
Cormnittee .
Othor ngl~l > v

_____Rnselia_Elcyd‘,Clty~u1de_EAC*£hﬂirnﬂmn1a Qaﬁwgd Proloct Follow Throuqh C1~1_pxde e
. PAC meeting on Monday1 January 26%h at 7:22 p.m. 1n the Su1phur Spr1qg§ School Auﬁxtorlum.

I

" Emma McCullough ‘gave med1tat1on in the form. of p]ay1ng ‘the "Lord's Prayer“ on the

p1ano with G]or1a Lewis, Eunice Ge0rge ard Mary water (0ak Park P.E.'s) singing.

Minutes were omitted by ma30r1ty consent of the parents of “Follow Throun* ‘Reosetta

F]oyd gave her report on Jacksonv111e and " then presanted awards to ‘JoAnn Lang, Virginia

Evans, FT Nurse, and Doris Emilut for part1c1pat1ng and passing the course 1n r1r°t Axd

- Doris Em1]ut prpsented a motion which was passed to transfer monies so that tnree

or four parsnts from FT schoo]s could part1c1pate in the fonference that w111 be hpld

e e i e e —

_in Miami on_ March 15th and 16th.

Doris Emilut, City-Wide PAC Tréasurev gave the following announrementﬁ Thonotoqaqsa r

Mini-PAC meeting, van. 27 at 1:15 p.m in the schnol lunchroom, GFD »1agses every Monday ,

and Friday at 9:30 a.m. to 2:00 b m. in the Parent Portab]e. Basqc Adult hdurat1on

classes every Monday ar! wnﬂnnsday Pvenxng from L.?ﬂ-gk 3 p.om. L Pa\enL H03~qb]8

Parent vu.unteers e e%ked to serve on the fo]TOwing county-wide committees: Lee

Osborne, Superv1sow of Marh and Nanyy Ty1nr superv'gor of Ilementan/ Schools. Thcy wi]]

review the state mathema 1Cs and commun1cat1ons sk1!1s objectlves For staLe assessmont

for next year for.grades ? & 5 county«wide yr Wal Ler Jtanford, pdrent _from

%
Park will serve as an a]ternate.' Mrs. Saggy Hancoc@”§ name waam§ggmjtted.gg_yqu with

the committee on commun1cataon skills. o ' , .

_Rosetta Floyd & Donna MWoodard yeggvgjected to_represent Tampa in helpind orqganize

-~

a state PAC to :elp the parPnt ‘nvolvement movement throughout ;he state, . One other __

volunteer is reeded to work with th1s_grouu of parents.

Oak Park Parent Educators put on a Bxcentennan Program They preﬁentcd LGS?UNES

48 S Continued
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Rl Submitted by _ Jewell Hett -
City Wide Secretary



Answens Lo Enabling Activdity #13

Septemben ‘ Octoben . Decemben Januany

1. X X X X
2. X X X X
3. “ C X X
4. ' X
5. : - X
6. X X X X
7. //

Note: Reganding #7 from the checklist. An approval signatunre

wsually does wot appear on a mimeoghaphed covy of minutes since
these minutes ane distrnibuted before the meeting (n which they

would be approved Only the secretary's official copy need be

s4gned as approved vr cornnected.

>
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Enabling Activity #14

Directions to Resource Person:
1 Have'participants write the minutes of the present session.

‘2. oOrally review the contents of at least one participant's
minutes for correction.

3. A large group can be broken into smaller "groups for. this
- _discussion. -

59
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Quiz #4 MINUTES N . ' .

THE FbLLdWING MINUTES HAVE IMPORTANT ERRORS. ERT ADDITIONS
AND CROSS  OUT UNNECESSARY PORTIONS. .

THe FoLLow THrRoueH PoLicy ADVISoRY COMMITTEE MEETING WAS CALLED
TO ORDER AT 7:30, - N

2

-

Mrs. JEAN JONEs READ THE MINUTES OF THE PREVIOUS MEETING. THEY
‘WERE APPROVED AS READ.
MARIE JOHNSON GAVE AN, EXCITING AND ENTERTAINING TALK ON "OUTDOOR
ACTIVITIES". | : | o - N
AFTER A REPORT BY THE EVALUATION COMMITTEE A MOTION WAS MADE BY
K ﬂJENNIE JACKSON AND SECONDED BY GERT HOWARD TO SEND A COPY To THE
jNEwspAPER
JACKIE SMITH, TREASURER, GAVE THE REPORT OF THE BAKE-SALE.'EA
MOTION WAS MADE BY CYNTHIA KELLY AND SCCONDED BY JULIE ANDERSON:TO.
SPEND THE ENTIRE PROCEEDS ON A NEW SPEAKERS' PLATFORM,
RESPECTFULLY SUBMITTED,
- JEAN JONES |

2

Pass 9 oF 11 CORRECT; IF PéSS GO TO, ENABLING ACTIVITY #16. [IF FAILED,
GO TO ENABLING ACTIVITY #15 FIRST. .
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Answen Key - Quiz 4

Additions in parentheses; defetinns cnossed through. ' -

3 : -

The Follow Through Policy Advisony Cdmmittee meeting was cafiﬁd
£6 cnden at 7:30, (May 24, 1974 in the Sulphur SpILLngA Schooﬂ
Auditordium with Den&be Dozdien, PAC Chacnman - presdiding. )

"Mas. Jean ]Cneé (Secretany) read :the minutes of the pne@¢ou¢
meeting. Thej wene approved as ne;d j
" Qak@e Johnéqn, (Supenvwéon 05 Puggicaﬂ Educatcon) gave an
exeiting and en{ei%atntng takk on "Ogi&oon Activities.”

- Aftern a nepont by the Evaluation Committee (Chasiriman, Llaunra
wiﬂﬁiaméon), a motion was made by Jennée Jackson and seeonded by.

Geri Hewa'sd to send a copy Zo the‘newépapen. o 4(/'
Jack e Smith, Treasuren, gave. tue mepont of the Bake Safe. A
motion was made by anthca KQZPU axd seco onded by Julie Andenbon to

Apend th@ entiae pnucaadg on‘a new speakens' platfonm.
. . - 153 R 7

Respectfutly Submittedsjbg)‘

. Jean Jones
B {Secretany) ' S

~

~,

Note: In pamagnaph §ive, the game of the perscn seconding the motdon -
44 4mpuntant bzcaube of the Lange experditure o4 money. 14 a queét&on
" should andise as to why all the proceeds wene spend on a speakerns' plat-

fonm, one would have two people fo check with.

[N

9 of 11 correct to pass. If'yoq did not pass do'Enabling Activity #15‘
before going on the Enabling Activity #16.
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Enabling Activity #15

1. Read Primer of Parliamentary Procedures, pp. 5-6.

Enabling Activity #16

Read or play tape of the following:

One of the main jobs of the Presideht of any 6rganiéation
is to prepare the agenda of sthe meeting. The President may call
on the executive committee or officers to help formulate the
agenda. _ . .

-[‘ An agenda is merely a list of items to be done or discupsed
at the meeting. Sometimes an organizaticn mails out or publishes
in a newsletter the agenda so that members will know t will be
going on in advance. Sometimes copies of the list are distributed
to the members as they enter the meeting room. However, even if
the President makes only a rough list to use, it should be made in

advance.

~

The order of items on the agenda should be carefully thought
‘out in.advance; if important items are not brought up early; some
members may have to leave and” the meeting 'may be left without a
quorum. : s : -

The list should follow the "Order of Business" recommended
elsewhere in this module. Tt should includé the names 'of committees
which are to report along with the chairman and the person giving
the rernrt. :

A distributed agenda should also include the name of the pre-
siding officer, secretary who will read the minutes and speakers
on the program. It is also wise to have announcement dates written
out on a distributed agenda. All this should ‘be on the.presiding
officer's copy in any case. '

In preparing the. agenda the president should know, if at all
possible, who will be presenting motions and have a written copy of
" the motion for reference. o

A well-prepared agenda will insure a smoothly run meeting and

it will alsc make writing the minutgs>easder for the secretary
after the meeting is over. ' -

Go to Activity #17.
55
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Enabling Activity #17

Directions to Resource Person:

Have the participants review the sample agendas on
following pages. These pages were distributed prior to
respective meetings so thathmembers could follow along.
also would be helpful to take home for-future reference
the announcements are written out.

506
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PROJECT FOLLOW THROUGH
8412 13th Street
Tampa, Florida
932-6409
932-4676

City-Wide PAC Agenda
Rosetta Floyd, ,
City-Wide PAC Chairwoman
November 24, 1975

Prelude MUSTC . .n e e s e et e e e Emma McCullough
" Health Aide
Meditation ..........icoeiveenenennns P Wilma Dooley
Reading of Minutes ........c.eiiiivnieminennnennennnanns Jewell Hett ;

City-Wide PAC Secretar
- 0ak Park School

Reports : ‘. .
Florida Model Conference .........oeveeveeuvenn..... Sarah Mosley
: Mini-PAC Co-Chairwoman.
Thontosassa School
Wilma Dooley
Mini-PAC ‘Chairwoman
Sulphur Springs School
Developing the Whole Child ..voeeiiiiiierannnniiineanns Marie Howard .
Physical Activities for . ~© Physical Tucation-
Small Children o . - Supervisor
Coming Events ...t e e Betty Leport
City-Wide Parliamentarian
Sulphur Springs Schools
A Thanksgiving to Remember"” e e Parent Educators

Thontosassa School
Health & Nutrition Committee Meeting, 12:00 noon, November 25, 1975
To elect officers and establish year's calendar - Parent Portable
Pruposal Nriting, November 25, 1:00 p.m., Parent Portable

Sulphur Springs School Homie Room Mothers' Meeting, Decerber 2, 8:30 a.m.,
Parent Portable .

Cake Decoration C1a§s, December 3, 11:15 a.m., Parent Portable

Sewing Class, December 9, 8:00 - 10:00 a.m. and 10:00 - 12:00, Parent
Portable g , :

L

57

48 .




I1.
L LI
IV.

VI.

AGENDA
'COUNCIL FOR COMMJNITY ACTION
WEST TAMPA NEIGHBORHO0OD SERVICE CENTER
2103 North Rome Avenue, Tampa, Fla.
' Wednésday, February 4, 1976
2:00 B M,

CALL TO ORDER

ROLL CALL AND ATTENDANCE RECORD

APPROVAL OF PREVIOQUS MINUTES (January 7, 1976)

| S—

COMMITTEE REPORTS,

1

EXECUTIVE DIRECTOR'S. REPORT
1.

.. Housing Committee

R

Acceptance of Supplementary Grant Action for Project Year "J",

‘0ctober 1, 1975 thru September 31, 1976, in the amount of $35,000 -

for the funding of Heath Start Program- Account #26 Handicapped
Efforts. ‘

Approval,of Modification to Addendum to Agreement for Delegation
of Activities under Grant H-3035 for the period October 1, 1975

to September 30, 1976 stipulating compliance with all. Off1ce -of
Human Development/Office of Child Development Guidelines, specifi-
cally Transmittal Notice - Head Start Policy Manual 70.1 and 70.2
for the HEW Program Accounts #22A, #22C and #23.

Neighborhood Service Centers Overview Presentation

Mr. Ken Nuznoff, Sulphur Springs NSC
Mr. Charles Davis, West Tampa NSC -
Mr. Robert Lavoy, Plant City NSC

Mr. Joe Scionti, Ybor City NSC

ITEMS FOR INFORMATION

1.

. Budget Position Statements Dated September 30, 1975; October 31,

1975; November 30, 1975 and December 31, 1975 for the Board of’
County Commissioners.

. 'Conso11dated Budget Position Statement (Federal and Non-Federal
" Share) for Community Servwces Adm1n1strat1on Programs as .of

December 31, 1975.

58
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Agenda
Council for Community Action o
‘February 4, 1976 : ' N

VI. ITEMS FOR INFORMATION. (Continued).

3. CSA Standards of Effect1veness, Special Cond1t1on required by
- Regional Office documenting progress cf CSA Programs.

4. Current Status of Project Head Start
_ VII. OLD BUSINESS '
VIIT. Nﬁw BUSINESS
IX. ADJOURNMENT'
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- AGENDA :
SCHOOL BOARD OF HILLSBOROUGH COUNTY FLORIDA
March 2, 1976 :
(7:30 P.M.)

- o e e o m e e

KN

INVOCATION
PLEDGE OF ALLEGIANCE .

RECOGNITIdN ROTC Recipients of Leg1on of Valor Bronze oross for
Achievement i

Cadet Major Cytel? Lynch of Hiilsborough H1gh School
Cadet MaJor James Alty of Brandon High Schoo]

- APPROVAL OF MINUTES: February 3 and_lO, 1976. .

"SFCTION A: REPORTS OF BOARD MEMBERS e ‘
. Transportation Studx,(Cnairman Frank)

SECTION B: BIDS (11sted on -page- 7)
SECTION C: R[PORTS AND,. RECOMMENDATIONS or SUPERINTENDENT _

1.00 ADMINISTRATION AND OPERATIONS DIVISION (M. Wharton)“

Va

1.01 Accen{ange of Caroet Projects: . (Naffco, Inc.)

a. Robinson High Schoof
b. Kingswood Elementary Schoo]
" C. Mott E]ementary Schoo1 - )
*1. 02 Acceptance of« Remode]1ng and Renovation PrOJect at Burney E]ementary
School" (Architects: Dykes and Assocwates, Contractor Michael-
v Lawrencel . . _ .
*1.03 Request for Extension of T1me (55 CD) on Remode]1ng and Renovat1ons
- at West Shore Elementary School (Architects: Gottfried & Garcia;
Contractor - Bodnar & Ka]emer1s) .

1 6.00 SUPPORTIVE SERV%CES'DIVISION-JMr B1ng)

*6.01 Correction of Dates on. Agreement with Un1vers1ty of South Florida
_ for "Computer Assisted Instruction. Program"

.7too UNCLASSIFIED |
" 7.01 buard's Bargaining Team (Dr. Sickles)

7.01" PTA Legislative Platform (Mrs. Charlotte- Barres)
(deferred from'prev1ous neet1ngs)

. - 60
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Board Agenda

March 2, 1376
Page 6 -
SCHOOL BORRD ATTORNEY N\ )
o ‘ . o | .
AUDIENCE oo L *
- \ ¥
T ADJOURNMENT

Note: Work Session, Tuesday, Warch 5. i776 at 7:3C P.M.
Board Meeting, Tuﬁgday, March 17 1076 at 7:30 P.M., Room 214 B,
" County Courthouse, Tampa, Flcrida

§ .




Quiz #5 AGENDAS

WRITE AN 7.GENDA THAT WOULD INCLUDE ALL THE NECESSARY ITEMS. You
'MAY MAKE-UP FICTITIOUS NAMES. USE SAMPLE AGENDAS FROM ACTIVITY #17
FOR FORMAT,

A MOTION TO-WRITE LETTER TO THE CONGRESS ABOUT A CURREN. ISSUE

MiNUTES

L
~ SPEECH ABOUT GOOD NUTRITION

REPORT FROM THE CURRICULUM COMMITTEE
ANNOUNCEMENT, ABOUT A COOKING CLASS

x

A MOTION 'ABOUT GOING TO A STATE-WIDE CONFERENCE WHICH WAS DISCUSSED
AT THE LAST MEETING ‘ ’

THE PRESIDENT WILL PRESIDE

62
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Answen Key - Quiz #5 ‘
The panticipant shoufd wrnite an ajenda similar to the following:

City-wWide PAC Agenda
Manch 17, 1976

PRESAAING «vveeeeennn. T Mrs . X
‘ o ' © Presddent
“Reading of Minutes ...... F Mrs. Vv -
. g Secretanry
o N = ! , . : ¢
Committee Reponrnts ) '
Curnniculum CommiALee ..ot innenenns LoMrs. 2
' Chainman
rQZd BUSENEAS oottt ettt e ~v..... State-Wide Confencnce
New BUSLRESS o vvn it P Letten on Medicad
, N E ) to Congnress
"Good Nutrd£{on" .. ... ... iii.... e Dr. M
‘ Dirnectorn of . Feod
Proghams
Announcementsd ... e e [T Mas. A
'COak(ﬁg Ctass - Manch 31, 9:00-12:00 a.m., Schoot Lunch&oom
.//'
- 63
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Part III

Election - Activities 18-19
By-Lzws -~ Activity 20

Equlpment needed for Part III - cassette tape player
- . overhead projector

64



Eanabling Activity #18

Directions to Resource Person:
As each item is discussed, point

Play tape or read script.
to it on the transparency "Conductlng Electlons

The election of officers step is probably the most important

made by any group because those elected will s2t the pace and charac-

ter of the gtoup for the entire term of office.
Because of the importance of the election it should be the only
buslness at the designated meeting. Election night, however, is not
when the business of the electlon should be begun.
At the previous meetlné a nomlnatlng committee should have been
appointed by the Presldentl if the by laws provide. Three to flve
people will suffice and thcy should not be those likely to seek

Past pre51dents and present officers may be good choices

office.

along with'other'interested people~

The nominating commlttee selects one person per offlce and checks
Care '

with them to see if they W1ll accept, the office, if elected.

should be taken to see that all nominees are gualified and meet re-

qu1rements as set forth in the by-laws.
is read on election

|

The list of nomlnees (called "the slate")
i ) : ;
‘night. But nominations arc usually taken from the floor also. (See - |
-~laws). ' :
by »m) _ : | f
is more than one candidate for each office, a secret f
/
/

. If there
ballot may be used or the candidates may leave the room so a show

Prior to- the meeting the Presldent should

{
|

The secretary
/

of hands may be made.
\
more persons to collect and _count ballots.
As each office |
S

select two o
\d and helps tally'votes.

wr1tes nominees on the boar
: =
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comes up fer electien-the Presi&ent should state the requirements,
duties and term of office as ouflined in the by-laws.

In a large group when peopie,do not know each other well, 1t
is wise and proper to have each candidate come to the podium and
briefly outline their qualifications. All potential candidates
should be forewérned of this procedure. They should ineiude previbus
offices held, 1engtE of membership, committee memberships end out-
side jobs which might heip qualify them for the offices they seek.
it ﬁay be necessary for the President to limit the speeches to a
certaLn time . limit.

The new President is usuallv elected first so that the moet
hiéhly gualified person may be chosen. Other quallfled persons
may then seek lesser offices. To open the election the President
says, "THE ELECTION QoF OFFICER§ IS NOW OPEN._ THE OFFICE OF PRESIDENT
15 NOw OPEN. THE NOMINATING COMMITTEE HAS.PRQPOSED LORETTA RODREQUEZ.
. ARE THERE ANY ”UETHER NOMINATIONS FROM THE FLOOR?" /

After nominations are all made the chairman calls for the nomina-
tions to ceasc. The chairman may say, "DO I HEAR A MOTION FOR THE )
NOMINATIONS TO CLOSE?," oxr the chairmen may say. "IF THERE ARE NO
FURTHEE NOMTNATIONS, 1 DECLARE THE NOMTNATIONS CLOSED. JWILL THE
CANDIDATES PLEASE)COME FOEWARD, STATE YOUR NAME AND ANY QUALIFICA-

' TIONS FOR OFFICES.

After this procedure the President calls for the vote in the
order nomlnated or alphabetlcal order.

The Presldent announces the results by saylngk"MARIA MARTINEZ
HAS BEEN ELECTED PRESIDENT. CONGRATULATIONS!" It is not as kind to

‘call out the exact telly of votes but this may be done. After all

66
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t . R 1

officers are elected the President may call them to the front for

recognition: Installation ceremonies may then follow.

" .
Tf you feel like you know enough about elections, go'on to study
the by-laws of your organization regarding elections. (Enabling
Activity $#20.) If you want detailed reading on elections, do
Enabling Activity #19. :
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9.

B, . - Conducting Elections

Appoint Nominating Committee
(At least one month before
election.) :

‘Select Slate of Officers

Ask nominees

Reconvene Nominating Committee

(if there are any refusals)

e

Open Elections

Present Slate

(Done by Nominating Commlttee

Chalrman)

Call for nominations from the

floov. " .

Close the nominations

Introduce Nominees .

68
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come forward,

What to Say

"I have appointed the
following people to the
nominating committee...

"Would you accept the
office if elected?"”

"The Vlectlon of Offlcers
is now open.

"The Nominating Commlttee
has proposed the follow1ng,
members for election to
office:

President....c.ec... {name)
Vice President...... (rame)
Secretary...........(name). "
TreasSUrer.......e..- {name)

Parliamentarian .... (name)
"The ocifice of President
is now cpen. The Nominat-
ing Committee has proposed
(name). Are there any
further nomlnatlons from
the floor?"

"Do I_hear. a motion for the
nominations to close?*

OR .

"If there are no further
nominations, I declare
the nominatigns clgsed."

"Will the candidates please
state your

name and nay gqualifications
for the office." -




. H . - N . ' o .
0. call for the vote "All ‘in favor of ‘(name) #

for the president, please
‘ raise your hand." .

1. Announce results " (Name) has been elected
President. Congratulations.”

69
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Enabling Activity #19

L]

‘Réad‘ézprimer of Parliamentary Procedure, pp. 31 - 33.

\

!
Go ﬁQ{Enabliqg Activity #20.

k]

it

T Enabling Activity #20°

"Read and study the by-laws of your organization and answer the
following guestions. Include the section number of reference.

.

Example:

a. Do your by-laws have a section exclusively on elections?
Yek. Section E. ‘ R

.

1. What are the offices to be elected?
. - ~ [

“
1l

2. 'Who is eligible to vote im election? ., ;-

3. What is the term of office for each officer?

r

4. What épeciél qualificatiors must a President ‘have (if any)?

+ " e "
°

5. Is a nominating cormittee provided for? -

.

o

6. .By what kind of vote must an officer be éleCted?

- Answers will vary.

:

Take Final Exam pp. 63-64
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Answens fon Enab2ing Activity #20

Accoad&ing to the By-Laws of Hduboiu}ugh County Foflow Through
Parent Advisony Committee: ' )

1. cC1
2. D3
3. E2
4. EI1 ’
5. E4 (NO)
6. ES .
- "
"
4
- )
.\ /
A, o
. 71 ©
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OPTIONAL FINAL EXAM'I' "'”‘"””"?TT‘ C T e
o THE‘BEST“PGST TEST FOR THIS MODULE WOULD BE FOR THE PARTICIPANT:
TO SUCCFSSFULLY CONDUCT OR PARTICIPATE IN A BUSINESS MEETING.
THE FOLLOWING WRITTEN TEST IS AN OPTIONAL ACTIVITY FOR THOSE

PARTICIPANTS WHO WANT TO TEST THEIR SUCCESS IN LEARNING THE CONTENT
OF THIS MODULE."

1. ____ WHICH OF THE FOLLOWING IS NOT INCLUDED IN THE MINUTES?
A) NAME OF.PERSON PRESIDING B) 'LOCATION OF MEETING
C) TITLES OF SPEAKERS D) DESCRIPTIVE COMMENTS ABOUT
SPEAKERS R

2 WHICH OF THE FOLLOWING DOES~A'PRESIDENT‘NQI‘NEED‘ON HAND?
| A) THE AGENDA B) THE MINUTES C) THE NAMES OF COMMITTEE

. CHAIRMEN D) A COPY OF THE BY-LAWS
.‘ ~ ‘ N - ‘ . “ : . » . . , <
3. - WHICH OF THE FOLLOWING IS NOT A RESPONSIBILITY OF THE -
VICE PRESIDENT?
L JA) FROGRAM CHATRMAN B). STAND=-IN FOR PR:SIDENT ~ -7

/ C) CORRESPONDENCE D) COMMITTEE LIAISON

4, — WHICH OF THE FOLLOWING IS NOT INCLUDED IN OLD BUSINESS?
/' A) ANNOUNCEMENTS OF COMING EVENTS B)LUNFINISHEO BUSINESS
C) BUSINESS POSTPONED FROM LAST MEETING D) PENDING BUSINESS

Y THE RULES OF THE ORGANIZATION SHOULD NOT ORIGINATE IN )
A) THE BY-LAWS B) THE CONSKITUTION c) THE PARLIAMENTARIAN -
D) RoBeRT’s RuLEs oF ORDER- |
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:w6r LM%,wwaICH~OF THE: FOLLOWING 1S NOT GENERALLY INCEUDED ON-
AGENDAS? o N
| A) A LIST OF ITEMS TO BE DISCUSSED R) NAMES OF COMMITTEES
; | TO REPORT C) THE SLATE OF ‘OFFICERS D) THE ORDER oF BUSINESS

7. ____ WHICH OF THE FOLLOWING WOULD NOT NORMALLY BE SAID BY THE
PRESIDENT? o R )
A) "l SECONb_THE MOTION?” B) “THE ‘AYES’ HAVE IT”
) "ARE THERE ANY NOMINATIONS FROM THE FLOORS?" | '5{

D) "ARE YOU READY FOR THE VOTE?” -

8, ___~ WHICH OF THE FOLLOWING IS NOT NORMALLY INCLUDED IN BY-LAWS?
. A) WHO IS ELIGIBLE TO VOTE B) QUALIFICATION FOR OFFICERS
C) TERMS OF OFFICES D) MAIN MOTIONS

-

9. ______ WHICH OF THE FOLLOWING IS NOT A TYPE OF VOTiNC PROCEDURE?

A) VOICE VOTE B) PARLIAMENTARY VOTE C) SHOW OF HANDS =
D) GENERAL CONSENT

10, —__ WHICH OF THE FOLLOWING ITEMS DOES NOT FOLLOW COMMITTEE
| " REPORTS IN THE -NORMAL ORDER OF BustNEss:- >‘
~A) ADJOURNMENT B).READING OF THE MINUTES C) NEW.BUSINESS
" D) UNFINISHED BUSINESS - D

-




f*
#
B ’ & '
Answen Key - Final ?\Xam '

JORAN
1

I
N

&, .d .
9. b
1o, b
[

o

ERIC

Aruitex: provided by Eric

-
l
A
!
/
1
.
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Enabling,Activity’#21

Dlrectlons to Resource'Person~
~ Have participants put together a reference notebook for offlcers
which might .include "the follow1ng items:
Officers'Notebdok
Table of Contents ~
Parliamentary Procedures
Conductlng a meetlng
Motions & Amendments °
Conducting Elections
ByFlaws
Committee Functions
£2" . PAC Budget
‘0fficers' telephone directory
- ‘ . 'Federal Guidelines
"Calendars & Agendas

.Mlnuteq /

Copy of A Primer ‘of Parliamentary pProcedure

PR

Appreciation is extended to the Hillshorough County Follow Throuqh -
Project for their gencr051ty in.s harlng this document with ot’™.
- Florida educators.

5
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