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LEARNING CONTEXT 

Purpose or Focus of Experience
This lesson represents an introduction to parliamentary procedure.  Its focus is on conducting a simple meeting using the principles of parliamentary procedure.  Terminology is introduced and students will have the opportunity to participate in a mock meeting. 

Connection to Standards

CDOS # 2 - Integrated Learning:  Students will demonstrate how academic knowledge and skills are applied in the workplace and other settings.

· Demonstrate the integration and application of academic and occupational skills in their school learning, work, and personal lives.  

· Use academic knowledge and skills in an occupational context, and demonstrate the application of these skills.

CDOS # 3a - Universal Foundation Skills:  Students will demonstrate mastery of the foundation skills and competencies essential for success in the workplace.

· Listen to and read the ideas of others and express them both orally and in writing.

· Use ideas and information to make decisions and solve problems related to accomplishing a task.

ELA # 1 - Students will read, write, listen, and speak for information and understanding.

· Interpret and analyze complex informational texts and presentations, including technical manuals, professional journals, newspaper and broadcast editorials, electronic networks, political speeches and debates, and primary source material in their subject area courses.

· Present a controlling idea that conveys an individual perspective and insight into the topic.

· Use a wide range of organizational pans such as chronological, logical, cause and effect, and comparison/contrast.

ELA # 4 - Students will read, write, listen, and speak for social interaction.

· Engage in conversations and discussions on academic, technical, and community subjects, anticipating listeners' needs and skillfully addressing them.

· Express their thoughts and views clearly with attention to the perspectives and voiced concerns of the others in the conversation.

· Use appropriately the language conventions for a wide variety of social situations, such as informal conversations, first meetings with peers or adults, and more formal situations such as job interview or customer service.

· Make effective use of language and style to connect the message with the audience and context.

SS # 5 – Civics, Citizenship, and Government:  Students will use a variety of intellectual skills to demonstrate their understanding of the necessity for establishing the roles, rights, and responsibilities of citizenship.

· Understanding how citizenship includes the exercise of certain personal responsibilities.

Essential Question

Why are the rules of Parliamentary Procedure necessary for conducting a professionally run meeting?  How do these rules help keep a meeting running smoothly and effectively? 

Content Knowledge

 Declarative, Procedural

	 Declarative 
	Procedural 

	 The student demonstrates:
	 The student is able to:

	· The ability to organize important information
	· Effectively work together in a team setting

	· Understanding of terminology common to Parliamentary Procedure
	· Effectively use proper Parliamentary Procedure to conduct a meeting


PROCEDURE

· Introduce what Parliamentary Procedure is

(Use PowerPoint slide show - students take notes)

· Go over PowerPoint notes with students

· Review terminology with students (Use slides)

· Hand out - demonstration meeting and have students participate in a mock meeting 

· Quiz on Parliamentary Procedure (evaluation)
INSTRUCTIONAL/ENVIRONMENTAL MODIFICATIONS
Modifications will be provided in accordance with a student’s IEP.  Possible modifications include the following:

· Offer assistance with a spell check and grammar check

· Time extension

· Use of a modified keyboard

· Accommodation for physical modifications (e.g. one-handed typist)

· Larger print for written material

· Printed copy of PowerPoint visuals

· Allowed to go to Resource for quiz

TIME REQUIRED

This lesson should take approximately three (3) forty-five minute class periods to complete.

Day 1:

Introduce topic, PowerPoint slideshow - students take notes.

Day 2:

Handouts and review of slideshow - Introduce Demonstration Script

Day 3:

Demonstration Script, Quiz

RESOURCES
Chalkboard

LCD projection unit

Computer/keyboard/monitor

TECHNOLOGY

· PowerPoint - slide show for notes

· Computer - Word Processing - students take notes via the computer
PRE-REQUISITE SKILLS

Students will possess proficiency in keyboarding.

ASSESSMENT PLAN

Students will participate in a mock demonstration of a meeting that is being run following Parliamentary Procedure.  This demonstration will not be formally graded, but will be repeated, if necessary, to stress the adequate understanding of conducting a meeting properly.  Individual student assessment could be incorporated to assess individual behavior during participation. (Attached)

Students will take a quiz to assess their individual understanding of key terms involved in this lesson. (Attached)

STUDENT WORK

REFLECTION

This lesson will be introduced in a new course we are hoping to offer called Youth Leadership.  Students will have the opportunity to experience Parliamentary Procedure and to actually see it in action during class.  Many class members will also be members of the youth organization - Future Business Leaders of America.  Parliamentary Procedure is used during all FBLA meetings. 

Parliamentary Procedure

The basic set of rules for governing a deliberative assembly in conjunction with the assembly’s by laws.  The rules of parliamentary procedure protect the basic rights of:

· The majority

· The minority, especially a strong minority

· Individual members

· The absentees

· All these together
The purpose of a meeting is to promote and carry on the business of the organization in an effective and efficient manner.
Order of Business

Call to Order:

The president calls the meeting to order by saying:


“The meeting will come to order.”  (May tap gavel)

Announcement of Attendance:

The secretary checks the roll.  Secretary reports the number of members and guests present.  (May announce the percentage of members in attendance)

Special Programs:

A special program may consist of a speaker, music, initiation of new members, installation of officers, or any other activity of interest to the members.

Reading and Approval of Minutes:

The president of the organization announces that the secretary will read the minutes from the previous meeting.

After the minutes are read, the president asks if there are any corrections to the minutes.  

If no corrections are necessary:  The president announces that the minutes stand approved as read.  

If corrections are noted:  The president announces that the minutes are approved as corrected.

Officer’s Reports:

· Treasurer’s Report:

No motion is necessary to accept the report of the treasurer.  The president should ask if there are any questions concerning the report.

If not, the treasurer’s report is entered into the minutes.

· Other Officers’ Reports:
Any other reports are read here.

Committee Reports:

Committee reports should be written and a copy provided for the secretary.

It is not necessary to make a motion to accept routine committee reports.

Unfinished Business:

Postponed motions or other unfinished business is now in order.  

The president of the organization should indicate the nature of this unfinished business.  

New Business:

The president announces that the meeting is now open for the consideration of new business.

Adjournment:

President adjourns the meeting with the gavel tap and says:  “This meeting is now adjourned.”

Recreation and Refreshments:

Social activities may follow the close of the meeting.

The Main Motion

· A motion whose introduction brings business before the assembly

· This type of motion can only be made while no other business is pending

Main motions are divided into two categories:

· Original main motions

· Incidental main motions
Original Motion

A main motion that introduces a substantive question as a new subject.

It brings new business before the assembly.

Incidental Main Motion

A main motion that is incidental to or relates to the business of the assembly, or its past or future action.

How to Make a Main Motion

· In order for a member to make a main motion - they must first obtain the floor.

· After obtaining the floor, the member proceeds by rising and saying:

"I move….."

Example:  "I move that this organization sponsors a dance to be held on December 1, 2001."

· After the maker of a motion has stated his/her motion, the member should be seated immediately.

· A second for the motion is then required.    

· Any other member can second the motion.

A second merely implies that the seconder agrees that the motion should come before the assembly.

It does not necessarily mean that the seconder agrees with or supports that motion.

The seconder is not obligated to vote in favor of that motion.

After the question has been moved and seconded, the chair will than state the question:


"It has been moved and seconded that this organization sponsor a dance to be held on December 1, 2001."

Now the motion is officially pending and is than open for debate.

The maker of the motion has the right to debate the motion first but is not obligated to do so.

In order to debate a motion, the member must be recognized by the chair.

When the debate appears to have closed, the chair may ask "Are you ready for the question?"  If no one rises to claim the floor, the chair proceeds to state the question:

"It has been moved and seconded that this organization sponsor a dance to be held on December 1, 2001." 

In most cases a vote is taken by voice (Viva voce).

The chair asks for the affirmative vote first:

"All in favor of sponsoring a dance to be held on December 1, 2001, say aye."

"All those opposed say no"

 The chair must always call for a negative vote, no matter how nearly unanimous the affirmative vote may appear.

The chair will then announce the results of the vote.

 Demonstration Script

Order of Business - Main Motion

Scene:  

· A regular meeting of Future Business Leaders of America.  

Participants:

· President - Chair

· Secretary

· Treasurer

· Member 1

· Member 2

· Member 3

· Member 4

· Member 5

· Members of the Organization
Chair:  I now call this meeting of Future Business Leaders of America to order. (Tap gavel)

Chair: Would the secretary please take roll?

Secretary: We have 30 members in attendance, 5 members absent.  This represents 85% of our membership in attendance.

Chair: Would the secretary please read the minutes from the last meeting?

Secretary: Reads minutes.

Chair:  Are there any corrections to the minutes as read?  (Pause)

Chair: The minutes stand approved as read.

Chair: Would the treasurer please give the treasury report?

Treasurer: We currently have a balance of $456.25.  We have no bills outstanding.

Chair:  Are there any questions regarding this report?  (Pause)
Chair:  Please enter this report into the minutes.  Thank you.

Chair: The meeting is now open for the consideration of new business.

Member 1: (stands) I move that the Canastota Chapter of FBLA sponsor a dance on December 1, 2001 to benefit the March of Dimes.

Member 2:  I second the motion.
Chair:  It has been moved and seconded that the Canastota Chapter of FBLA sponsor a dance on December 1, 2001 to benefit

 the March of Dimes.  Is there any discussion?

Member 3: Where would the dance be held?
Member 4: We could hold the dance in the gym.  We would need to obtain permission from the principal first.

Member 5:  What about a dj?
Member 2:  We could hire the same dj we used last year.  

Chair:  Is there any other discussion?  (Pause)  If not, let's take this to a vote.

All those in favor of sponsoring a dance on December 1 please say aye.  

Members:   Aye

               All those opposed, say no.

Chair:   The ayes have it; we will sponsor a dance on December 1.

 
   Could we please have members willing to serve on a committee to coordinate this event?

Members 1, 2, 3, 4:  Raise their hands as the secretary takes their names.
Chair:  Is there any other new business?

Chair:  If not, I would like to adjourn this meeting.
Member 3:   I second.
Chair:  I now declare the meeting adjourned.  (Tap gavel)

Parliamentary Procedure

Quiz

Part 1:  Select the appropriate term for the following definitions:  (4 points each)

1.  _____
Any postponed motions or other unfinished business.

2.  _____
A motion whose introduction brings business before the assembly.

3.  _____
The closing of the meeting.

4.  _____
A main motion that introduces a substantive question as a new subject.  

5.  _____
A main motion that is incidental to or relates to the business of the assembly, or its past or future action.

a. Adjournment

b. Incidental Main Motion

c. Main Motion

d. Original Motion

e. Unfinished Business

Part 2:  Put the following steps of a meeting in proper order.  (3 points each)+

Adjournment



1.  







Announcement of Attendance

2.  







Call to Order



3.  







New Business



4.  







Reading and Approval of Minutes

5.  







Reading of Committee Reports

6.  







Reading of Officers' Reports

7.  







Recreation and Refreshments

8.  







Special Programs



9.  







Unfinished Business


10. 







Part 3:

Select 5 meeting sections from Part 2 and briefly describe what happens during each section.  (10 points each)
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DEMONSTRATION SCRIPT - RUBRIC

Name:
_________________________________________________________________

Shows respect for others in the group.


_____

Participates in a positive manner.


_____

Is quiet while others are talking.



_____

Follows rules of Parliamentary Procedure.

_____

1 point for each

4 = A

3 = B

2 = C

1 = D

0 = F

 

