Roberts Rules of Order – Newly Revised (several times)

Parliamentary Procedures
· Parliamentary procedures are a set of operating procedures by which a group of people can move forward with business in an orderly manner while guarantying some inherent rights.

· They are generally not mandatory, most groups that use them do so voluntarily. Therefore, it is important that the body values the will of its process over the will of any one individual.
· The simplest form is to use a brief agenda and attempt consensus building for all matters.
· Consensus is that process where no one in the room disagrees with that being considered to the degree that they are willing to voice their objection.

· In smaller groups order can usually be maintained while conducting business in a relatively informal manner.

· In larger groups the flow of business needs a greater degree of chorography to ensure chaos doesn’t reign over progress.

· In a medium sized group an adept chair can easily switch between consensus and formal motions/voting when either is appropriate.
Motions
· Primary unit of action is a main motion, no business happens without one.

· A resolution is a formalized, usually written main motion.

· Other motions are subsidiary, incidental or privileged and generally serve to act upon main motions or upon the meeting.

·  Subsidiary act to modify a main motion and take precedent.
· Amend, point of information/clarification, previous question, table, postpone, etc.

· Incidental act on the proceedings and take precedent over subsidiary.

· Withdrawal of a motion, suspend rules, objections to consideration, etc.

· Privileged act upon the meeting and take precedent over all others
· Adjourn, orders of the day(get to business), question of privilege (turn down the heat), etc. 
· Motions are usually carried or failed, rules for debate vary, majority required varies.
Quorums
· Voting requires members to vote; in general a quorum protects the right of the majority to call the action.

· Are generally a simple majority (51% of the membership)

· They can be higher (55%, 2/3, etc) or lower (a specific number e.g. any ten members)

· They can also require constituent diversity (e.g. at least one student, one administrator, and one faculty)

· Are often difficult to attain for many lesser meetings such as sub-committees.
Agendas and Minutes
· Agendas should categorize business into the following groups:
· Open(roll call), agenda approval, introductions(guests, new members), reports, old business, new business, announcements, adjourn.

· Minutes should be brief, and therefore readable in that the reader can quickly assess what happened at the meeting, what actions were taken, who is responsible for doing what, what follow up will occur and when that is due.

· They can follow the form of the original agenda or break out the follow up/action items to the front for easier access.

· Groups preferring highly detailed minutes should consider a front page summary action report.

· After adoption minutes can be amended at any time in the future by any members. (requires 2/3 vote in most cases)
The Brown Act
The Key

· A commitment to openness and access to information as opposed to mere compliance with the law
What does the Brown Act cover? 
· The Brown Act applies to the meetings of all legislative bodies (GC 54952) which includes:

· The Board of Trustees

· Any subcommittee or task force created by the Board with a majority of Board members serving on the group

· Any subcommittee or task force created by the Board which has a definite, ongoing charge (either decision-making or advisory) OR has a regular meeting schedule set by the Board, regardless of Board membership 

· A meeting of a legislative body (GC 54952.2) occurs whenever a majority of members gather to discuss business within their charge. A majority can meet in the following provided they do not discuss among themselves any business within their charge.

· attendance at a conference

· an open meeting of some other group to address local issues (even a Board-recognized group under the definition of "legislative bodies")

· social gatherings 

Agendas

· Include time and place

· Mail agenda one week before meeting 

· Post agenda 72 hours before meeting.

· Special meetings require 24 hours notice and are limited to agenda items.

· Senates do not call emergency meetings (which do not require 24 hour notice).

· Allow for public comments before or during discussion of agenda items 

· Include all action items on the agenda, with a brief description. 

· Use resolution format for action items.

· Have a first reading at a meeting before action is taken at the subsequent meeting. 

Meetings

· All meetings are open; closed session are for litigation (e.g. the senate is or will be sued), personnel matters (e.g. senate has the responsibility for evaluating a senate employee) or negotiating with a bargaining agent (the senate does not do this).

· All votes are open; no secret ballots. 

· Action is limited to those items on the agenda.

· Exception: action may be taken on a non-agenda item, but this requires:

· that the need for immediate action was discovered after the agenda was posted, and 

· a vote of two-thirds of members present if more than two-thirds of the total membership are present, or a unanimous vote if less than two-thirds of the total membership are present. 

· Members may respond to public comments but not take action (time limits may be used).

· All items distributed by the Senate before or during meetings must be available to the public at the meeting (reasonable fees may be charged for duplication).

· Exception: items under Title 1 Sections 6253.5, 6254, or 6254.7. 

· Bring extra copies of documents.

· If others bring items to distribute, offer to send copies later to those who request them in writing.

· Be careful what you distribute at meetings-these are now public documents.

· Set time limits for discussion, particularly for public comments.

· Use the public comments section of the agenda for items not on the agenda.

· Keep discussion within the scope of the agenda item. 

Enforcement

· Demand to cure or correct

· Threat to sue

· Lawsuit
