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Preface
How This Text Is Organized
Introduction to Food Science makes teaching easy. The information is divided into four basic sections,
and chapters are based on a thorough, easy-to-follow outline.

• Section I: Introduction and Background provides the necessary background information

for understanding the science of foods. This includes an introduction to the industry, a new
chapter on the food systems and sustainability, the chemistry of foods, nutrition and digestion,
food composition and quality, unit operations, and food deterioration. These chapters are the
foundation.
• Section II: Preservation groups the chapters that relate to the methods of food preservation
including heat, cold, drying, radiant and electrical energy, fermentation, microorganisms,
biotechnology, chemicals, and packaging. These chapters are the basics of food science.
• Section III: Foods and Food Products includes chapters on milk, meat, poultry and eggs, fish
and shellfish, cereal grains, legumes and oilseeds, fruits and vegetables, fats and oils, candies and
sweets, and beverages. These chapters are the application of food science.
• Section IV: Related Issues includes chapters covering environmental concerns, food safety,
regulations and labeling, world food needs, a new chapter on food as it relates to health, and career
opportunities. These chapters represent the challenges of food science.

Features Of This Edition
Each chapter is designed to provide students with features to enhance learning and a learning pathway that enables them to easily navigate through food science topics:
LOGICALLY ORGANIZED, the text is divide into four sections, including content in context so
that information is presented in a relevant and meaningful way to reinforce learning
LEARNING FEATURES such as Learning Objectives, and Key Terms set the stage for the chapter
and help learners identify key concepts and information. Also included are National Agricultural

Section
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Chapter 11	Advanced Parliamentary Procedure
Chapter 12

Conducting Successful Meetings
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BASIC PARLIAMENTARY
PROCEDURE
Because parliamentary procedure
is a democratic process, its use
develops important leadership
skills. Specifically, parliamentary
procedure requires and
incorporates extemporaneous
speaking, critical thinking, decision
making, and many other leadership
skills. Other than local, state,
and national elections, the most
democratic experience occurs
when a person participates in a
meeting according to the rules
of parliamentary procedure.
Everyone has equal rights to discuss
every proposal and everyone
is guaranteed a vote. This is
democratic leadership in action.

Objectives

Terms to Know

After completing this chapter, the student should be
able to:

•
•
•
•
•
•
•
•
•
•
•
•
•

• Discuss the characteristics of a chairperson
• Demonstrate the proper procedure for handling a
motion
• Describe the standard characteristics of a motion
• Describe the purpose and types of voting
• Demonstrate the following motions:
• Main motion
• Amend
• Previous question
• Refer to a committee
• Lay motion on the table
• Take motion from the table
• Postpone definitely
• Postpone indefinitely
• Suspend the rules
• Rise to a point of order
• Appeal from the decision of the chair
• Division of the house (assembly)
• Reconsider a motion
• Recess
• Adjourn
• Explain the proper order of business (agenda)
• Discuss common errors in and misconceptions about
parliamentary procedure

•
•
•
•
•
•
•
•
•
•
•
•
•

parliamentary procedure
discuss
vote
chairperson
out of order
poise
parliamentarian
recognition from the chair
decorum
precedence
majority vote
two-thirds vote
general (unanimous)
consent
main motion
debatable
amendable
subsidiary motions
germane
primary amendment
secondary amendment
immediately pending motion
committee
standing committee
special committee
adjourned meeting
order of the day

•
•
•
•
•

incidental motion
violation
tie vote
vote by voice (viva voce)
privileged motio
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A

gricultural education and the FFA have
been credited with developing leadership
not only by many advocates of these programs but also by objective researchers. In Chapter 1, we discussed the areas within the FFA that
contribute to leadership development. One such
area is parliamentary procedure, which is a set
of rules and procedures for keeping a meeting
orderly and harmonious, and guaranteeing that
all persons have equal opportunity to express
themselves. The basic question is: How does parliamentary procedure contribute to leadership
development?
In Chapter 1, we discussed behavioral leadership as one of the seven categories of leadership.
Behavioral leadership includes democratic, authoritarian, and situational leadership. Except
in certain situations, Americans tend to favor
democratic leadership. If democratic leadership
is the best type of leadership, how do we learn to
be democratic leaders? The answer lies with parliamentary procedure.
Parliamentary procedure rules guarantee that
a meeting proceeds in a purely democratic fashion. Everyone has equal rights to discuss (talk
about a motion after being properly recognized)
every pro-posal, and everyone has a vote (method by which members express approval of or opposition to a particular action or motion). The
process ensures that the majority of members
support the actions taken by the organization.
Using correct parliamentary procedure in organization meetings is the most democratic way of
doing things.1
The rules of parliamentary procedure are based
on consideration for the rights of the majority,
individual members, and absentees. Under the
rules of parliamentary law, a group is free to do
what it wants while ensuring the greatest measure of protection for itself and consideration for
the rights of its members.2 Outside of local, state,
and national elections, the most democratic experience possible in our country occurs when
a person participates in a meeting according
to the rules of parliamentary procedure. This is
democratic leadership in action.
Though parliamentary procedure has evolved
over the years, its roots were a few basic rules instituted in the English Parliament. Because of its
efficiency and ability to support democracy, oth-

er democratic groups and societies started using
parliamentary procedure as well, and the rules
gradually expanded and changed. Today, Robert’s
Rules of Order has become the standard code of
parliamentary procedure.
This chapter introduces parliamentary procedure to anyone who has never engaged in this
useful activity. After reading this chapter, you
should be able to run a meeting as a capable
chairperson and as a committed member of the
organization in the audience. You should be able
to handle a variety of privileged, subsidiary, and
incidental motions.
After practicing and becoming competent
with the parliamentary procedures covered in
this chapter, you should be a capable, thinking,
and active chairperson or member of any organization that conducts its business according to
parliamentary procedure. The information presented here covers most of the parliamentary
procedure that a member would encounter in
most business meetings. Chapter 11 goes a step
further for those desiring more advanced, indepth knowledge of parliamentary procedure.

THE CHAIRPERSON
The presiding officer of a meeting is ordinarily
called the chairperson. In an organized group,
the chairperson’s title is usually prescribed by the
bylaws. In many organizations, the president is
assigned the role of chairperson. The term chair
refers to the person who is actually presiding at
the meeting, whether or not that person is the
regular chairperson.3

Addressing the Chairperson
The chairperson should be addressed by an official title. If the chairperson is also the president,
“Mr. or Madam President” is proper; if the person
is not the president but is the chairperson, then
“Mr. or Madam Chairperson” is always appropriate. Use of this designation is recommended as a
standard practice to avoid the common error of
saying “Mr. or Madam President” when someone
other than the president is the chair. The gender
of the chairperson is recognized by the use of
“Mr.” or “Madam.”4

© AISPIX/Shutterstock
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FIGURE 10–1 A good presiding officer, like the FFA member in this photo, should be fair, possess good judgment,
manifest poise, be deliberate and tactful, and have a working knowledge of parliamentary procedure. (Delmar/Cengage
Learning)

Qualities of a Good Chairperson
The chairperson should possess certain qualities
that guarantee the rights of the majority, the minority, and individual members. The chairperson
should maintain order and be in complete control of the assembly at all times. The chairperson
should:
Be Fair Respect and hear members on both sides
of the question. In fact, the chair should deliberately alternate pro and con speakers on a motion
as much as possible.
Possess Good Judgment Handle each situation thoughtfully and seriously. Always keep the
discussion directed to the topic under consideration.
Manifest Poise Poise is composure under pressure or stress. Demonstrate good posture and
speak with a strong, clear voice; face the group
with a confident manner. The chairperson’s leadership position should be obvious.
Have a Working Knowledge of Parliamentary
Procedure It is highly desirable for the chairper-

son to be well educated in parliamentary procedure, so that he or she can make quick and
correct rulings. The chair should refer to the

parliamentarian (an expert on rules governing
meetings who serves as an adviser to the chairperson) as little as possible.7
The chairperson in Figure 10–1 appears to be
poised and in control of the meeting.

PROCEDURE FOR PROPERLY
HANDLING A MOTION
One of the basic elements of effectively conducted parliamentary procedure is handling motions
in the correct manner. There are eight steps in receiving and disposing of a motion (Figure 10–2).
The presiding officer of a meeting is ordinarily
called the chairperson. In an organized group,
the chairperson’s title is usually prescribed by the
bylaws. In many organizations, the president is
assigned the role of chairperson. The term chair
refers to the person who is actually presiding at
the meeting, whether or not that person is the
regular chairperson.3 It is highly desirable for the
chairperson to be well educated in parliamentary procedure, so that he or she can make quick
and correct rulings. The chair should refer to the
parliamentarian (an expert on rules governing

20
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STEPS IN HANDLING A MOTION

Chairperson announces the result of the vote
Chairperson calls for the question (vote)
Members discuss and debate the motion
Chairperson states the question
Another member seconds the motion

Chairperson recognizes member
Member rises and addresses the chair

7

6

5

4

3
© AISPIX/Shutterstock

Member makes a motion before the assembly

8

2

1

FIGURE 10–2 Eight steps are needed for a single motion to go through the proper procedure. (Delmar/Cengage Learning)

meetings who serves as an adviser to the chairperson) as little as possible.
Step 1  A member rises and addresses the chair.
Step 2  The member gains recognition from the
chair.
Step 3  The member makes a motion before the
assembly.
Step 4  Another member seconds the motion.
Step 5  The chairperson restates the motion.
Step 6  The members discuss and debate the
motion.

It is vital for the chairperson to know and be
able to follow these steps automatically when
handling a motion. If a motion that requires a
second does not receive one, it dies from lack
of support. The chairperson states, “The motion
dies for lack of a second.” The chairperson can
then call for further business. If a motion that requires a second.

Example
1. Member rises and addresses the chair. Member
stands and says, “Madam Chairperson.”

2. Chairperson recognizes member.
Chairperson says, “Mr. Speaker.”
3. Member makes a motion by stating, “I move
that . . .”
4. Another member seconds the motion by
saying, “I second the motion.”
5. Chairperson states the question.
Chairperson says, “It is moved and
seconded that . . . [repeat the motion].”
6. After the chairperson asks, “Is there any
discussion?” members discuss and debate
the motion. Members debate the motion
while observing rules of decorum (the
propriety of debate).
7. After discussion has apparently ceased,
chairperson calls for the question (vote).
Chairperson says, “If there is no further
discussion, all in favor say, ‘Aye.’ All opposed
say, ‘Nay.’ ”
8. Chairperson announces the result of the
vote. Chairperson states, “The motion
passes,” or “The motion fails.” Member stands
and says, “Madam Chairperson.” All opposed
say, ‘Nay.’ ”

Chapter 10 Basic Parliamentary Procedure 21

STANDARD CHARACTERISTICS
OF A MOTION
The five major classifications of motions are main,
subsidiary, unclassified, incidental, and privileged. When each of these is applied to a motion
as a question, it helps the chairperson keep his or
her thoughts organized. Proper classification also
preserves correct parliamentary procedure during a meeting. When you know the characteristics of each motion, you will know how to classify
them by asking yourself certain questions:
• Does this motion take precedence or
priority over any other motion? What
motions can be pending without causing
this motion to be out of order? What
motions can be made and considered while
this motion is pending?
• 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 vote (majority, percentage rate, etc.) is
required for adoption of this motion?
• Can this motion be reconsidered?9

Purpose of Seconding a Motion
The purpose of seconding a motion is to keep
the assembly from having to waste its time on a
motion that only one member wants to consider.
A second shows that at least two people in the
assembly are in favor of considering the motion;
it does not, however, necessarily mean that they
are in favor of passing the motion. By requiring a
second on most motions, the assembly prevents
a single member from wasting everyone’s energy
with time-consuming motions that do not interest anyone else.
If a motion that requires a second does not receive one, it dies from lack of support. The chairperson states, “The motion dies for lack of a second.” The chairperson can then call for further
business.

Methods of Voting
There are five major methods of voting: voice,
hand, standing, secret ballot, and roll call. For
votes about which the chairperson is relatively
sure or most people feel the same way, a voice
vote is used. The chairperson often asks for a
voice vote for an 
adjournment. Raising the
right hand is the voting method of choice for
most meetings. For larger groups or more precise voting, a standing vote is often used. Most
organizations use the secret ballot. It is especially used when the voting involves electing
people in order to prevent hurt feelings and
causing anger among the group.
For local, state, and national government-elected officials, a roll-call vote is used. The votes are
a matter of record. With new technology, many
elected officials have vote-tallying equipment at
their stations. When they press the “aye” or “nay”
button, their vote is recorded and shown on a
display board.
If you ever begin to think that your vote does
not make a difference, consider the following:

• One vote made English rather than German
the official language of America.

• One vote admitted Texas to the Union.
• One vote gave Rutherford B. Hayes the

presidency.
• One vote gave Adolf Hitler leadership of the
Nazi party.11
Example
Member: Mr. [or Madam] Chairperson.
Chairperson: Mr. [or Madam] Speaker.
Member: I move that our FFA chapter sponsor a
science fair at our school.
Chairperson: Is there a second to the motion
that our chapter sponsor a science fair?
Another Member: I second the motion.
Chairperson: It is moved and seconded that our
chapter sponsor a science fair at our school [Figure 10–3]. Is there any discussion? [There may or
may not be discussion.]
Chairperson: If there is no further discussion,
all in favor say, “Aye.” [Response.] All opposed say,
“No.” [Response.] The motion passes [or fails].
Note: Either way the vote goes, the chairperson then
asks for further business.
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Rationale
The motion to amend is probably the most widely used of the subsidiary motions (motions that
relate to some other motion on the floor and can
change or alter the main motion). The purpose of
the motion to amend is to modify or change the
wording, and in some cases the meaning, of the
motion to which it is applied. A motion to amend
may also be referred to as an amendment. There
are three ways to amend a motion:
• Insert (or add)
• Strike out (or subtract)
• Strike out and insert or substitute
Note: The chairperson takes a vote on the motion to
amend and, if it passes, proceeds to attend to the
main motion as amended. If the motion to amend
fails, the assembly returns to discussion of the unaltered main motion.

Explanation
If a point of order arises concerning business
that is currently pending, the point of order must
be ruled on before the business can proceed. If
the chair rules incorrectly on a point of order, a
member should appeal from the decision of the
chair (see the following section). A point of order
is used when a rule has been broken either intentionally or unintentionally. Members should also
correct the chair’s willful violations of accepted
procedures by rising to a point of order.
These are the steps in rising to a point of order:
• A member rising to a point of order should
rise without recognition and say, “Mr. or
Madam Chairperson, I rise to a point of
order.”
• The chairperson replies, “State your point.”
• Member explains the violation.
• The chairperson then rules on the point of
order.
If the ruling is incorrect or a member does not
agree, the member can appeal from the decision
of the chair. If a motion that requires a second
does not receive one, it dies from lack of support.
The chairperson states, “The motion dies for lack
of a second.” The chairperson can then call for
further business.

© AISPIX/Shutterstock

MOTION TO AMEND

FIGURE 10–3 Parliamentary procedure is simply a process for majority
rule or democracy in action. If the FFA chapter votes to sponsor a science
fair and school policies are not violated, then the chapter will hold a science fair like the one being held in this photo. (Courtesy of Georgia Agricultural
Education.)

Example
There is a main motion pending before the assembly that “our FFA chapter participate in June
Is Dairy Month.” During discussion, a member
moves to lay the main motion on the table. The
chair receives a second on the motion to lay on
the table and calls for discussion. An observant
member realizes that the motion to lay on the table is undebatable and unamendable; therefore.
Member: Mr. Chairperson, I rise to a point of order.
Chairperson: State your point.
Member: Since the motion to lay on the table is
undebatable and unamendable, the chair should
not have called for discussion.
Chairperson: Thank you, Madam Speaker. Your
point is well taken. The chair should not have
called for discussion, and we will proceed to vote
on the motion to lay on the table.

APPEAL FROM THE DECISION
OF THE CHAIR
Rationale
Any member of the assembly who does not agree
with a ruling of the chair may appeal from the
decision of the chair. The appeal must take place
immediately following the ruling. The purpose of
an appeal is to prevent the chair from improperly
controlling the meeting.
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Explanation
Most commonly, an appeal from the decision of
the chair is made after a point of order. However,
an appeal can be made after any ruling by the
chair. Members should not criticize a ruling of
the chairperson unless they appeal from his or
her decision.
The appeal from the decision of the chair requires a second; it is debatable but not amendable. A tie vote (the same number for and against
a motion) sustains the chair. This is an application of the rule that a motion is automatically
lost in the case of a tie vote. Here, the motion is
to overrule the chair. In the case of a tie vote, the
motion to overrule is lost; thus, the decision of
the chair is sustained. Why? Common sense recognizes that the chair would vote for himself or
herself anyway, so time is saved.
Example
A member makes a main motion “that our class
have a cookout.” Before receiving a second, the
chair calls for discussion on the main motion. An
alert member notices the breach and rises to a
point of order, stating, “The main motion did not
receive a second.”
The chair hastily replies, “I am sorry, Mr. Speaker, but your point is not sustained since a main
motion does not require a second.” At this point,
it becomes obvious that the chair is trying to
push this motion through the assembly, because
he rules incorrectly on the point of order. The
procedure the assembly should use to keep the
chair from improperly controlling the meeting is
an appeal from the decision of the chair. Therefore, a member rises after the chair rules on the
point of order and the following business occurs.
Member: Mr. Chairperson, I appeal from the decision of the chair.
Chairperson: Is there a second?
Note: It may be necessary for the chairperson to ask
what the appeal is.

Another Member: I second the appeal.
Chairperson: Those who agree with the decision
of the chair, please raise your right hand. Thank
you, hands down. Those who do not agree with
the decision of the chair, please raise your right
hand. Thank you, hands down.

FFA MEETING AGENDA
1. Opening ceremony.
2. Minutes of the previous meeting.
3. Officer reports.
4. Report on chapter program of activities (chairpersons of
the various sections of the program of activities are called
on to report plans and progress).
5. Special features (speakers, special music, and the like).
6. Unfinished business.
7. Committee reports.
    a. Standing
    b. Special
8. New business.
    a. Plateau Experiment Station 50th Anniversary
    b. State FFA Dairy Judging Contest
    c. State Fair
    d. State FFA Livestock Judging Contest
    e. Forestry Conclave
    f. FFA membership dues deadline
    g. Ag Day—Varsity Visit
    h. National FFA Convention
    i. District Parliamentary Procedure Contest
    j. National FFA Week
9. Degree and installation ceremonies (if appropriate).
10. Closing ceremony.
11. Entertainment, recreation, refreshments.

If the appeal from the decision of the chair sustains the chair, the assembly returns to discussion of the main motion “that our class have a
cookout.” If the appeal from the decision of the
chair does not sustain the chair, the chair must
go back and ask for a second on the main motion.
A second must be received before the main motion can continue. Remember, a tie vote sustains
the chair.
If the appeal from the decision of the chair sustains the chair, the assembly returns to discussion of the main motion “that our class have a
cookout.” If the appeal from the decision of the
chair does not sustain the chair, the chair must
go back and ask for a second on the main motion.

24
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DIVISION OF THE HOUSE
(ASSEMBLY)
Rationale
Whenever a member doubts the result of a vote
that was taken by voice, he or she may request
a revote by calling for a division of the house. A
member can demand a division from the moment the negative votes have been cast until the
question is stated on another motion. A request
for a division is ordinarily granted by the chair
as long as there is a reasonable doubt about the
outcome of the previous vote. When a division of
the house is called, the revote should be taken by
a more accurate means, such as standing (or rising), ballot, or roll call.

Explanation
A single member cannot order a counted vote by
calling for a division of the house. Only the chair
or assembly can order a counted vote.
If after a vote by voice (viva voce), in which
the chair-person asks for verbal responses, the
chair is unsure which side has won, the chairperson may initiate a division by explaining the
circumstance and calling for a revote by standing
(Figure 10–6).
Other phrases that would serve the same purpose include:
Mr. Chairperson, I call for a division of the assembly.
Mr. Chairperson, I doubt the vote.

BASIC PARLIAMENTARY PROCEDURE MOTIONS OVERVIEW
RECOGNITION
FROM THE CHAIR
REQUIRED

SECOND
REQUIRED

DEBATABLE

AMENDABLE

VOTE
REQUIRED

CLASS OF
MOTION1

Main motion

Yes

Yes

Yes

Yes

Majority

M

Amend

Yes

Yes

Yes

Yes

Majority

S

Previous question

Yes

Yes

No

No

Two-thirds

S

Refer to committee

Yes

Yes

Yes

Yes

Majority

S

Lay on the table

Yes

Yes

No

No

Majority

S

Take from the table

Yes

Yes

No

No

Majority

U

Postpone definitely

Yes

Yes

Yes

Yes

Majority

S

Postpone indefinitely

Yes

Yes

Yes

No

Majority

S

Appeal from the decision of the chair

No

Yes

Yes

No

Majority2

Division of assembly

No

No

No

No

Revote

I

Reconsider a motion

Yes

Yes

No

No

Majority

U

Recess

Yes

Yes

Yes/No

Yes

Majority

P

Adjourn

Yes

Yes

Yes/No5

Yes/No5

Majority

P

Suspend the rules

Yes

Yes

No

No

Two-thirds

I

Point of order

No

No

No

No

None

I

3
4

1. M = motion; S = subsidiary; I = incidental; P = privileged; U = unclassified.
2. Majority vote. However, a tie vote sustains the chairperson.
3. Yes, if original motion is debatable.
4. Recess as a main motion is debatable and amendable. Recess in privileged form is undebatable but amendable to time only.
5. Adjourn as main motion is debatable and amendable. Adjourn as a privileged motion is undebatable and unamendable.
FIGURE 10–8 An overview of the basic parliamentary procedure motions covered in this chapter. (Courtesy of the National FFA Organization.)

I
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MOTION TO ADJOURN

VIGNETTE

Explanation
There are two types of motions to adjourn: unqualified (privileged motion) and qualified (main
motion).
Unqualified (Privileged) Motion The privileged
motion to adjourn is a motion to close the meeting immediately. It takes precedence over all subsidiary and privileged motions except a motion
to fix the time to adjourn. It requires a second. It
is undebatable and unamendable and requires a
majority vote to pass.
Qualified (Main) Motion When the motion to
adjourn is made in its qualified (main motion)
form, it is debatable and amendable as a main
motion. It is used in the following situations as a
main motion:
• When the motion is qualified in any way,
such as a motion to adjourn at, or to, a future
time
• When a time for adjournment has already
been established
• When the effect of the motion to adjourn
would be to dissolve the group (an example
would be a last meeting of a convention).
Instead, they begin a new meeting with a
new agenda.

THE FOLLOWING STEPS CONSTITUTE THE
GREATEST LISTENING EXERCISE ON EARTH:
• With classmates, or with friends and family, form
groups of five.
• Using small strips of paper, write down as many good
things as you can think of about each member of your
group.
• Make sure everyone has a large piece of paper labeled
“Me” at the top. Have lots of tape on hand.
After everyone has finished writing, the listening and
compliments begin.
• One person must sit quietly—not talking or responding—and just listen to all of the good things each
member of the group has to say about him or her.
• As each good trait is mentioned, the person listening
to the comments said about them, takes the comments
which were written on the small stripes of pa-per and
tapes them on a sheet of paper labeled “Me”.
• When each member of the group has given his or her
compliments and pieces of paper to the person who
was listening quietly.
At the end of the exercise, everyone should have not only
a great description of what others think of him or her but
also a realization of how hard it really is to listen.42

SUMMARY
The chairperson of a meeting is ordinarily called
the president. The chairperson should be fair,
possess good judgment, manifest poise, have a
working knowledge of parliamentary procedure,
be deliberate, and be tactful. The chairperson
should maintain complete control of the assembly at all times.

KIND OF MOTION

SECOND
REQUIRED

DEBATABLE

AMENDABLE

VOTE REQUIRED

Main

Yes

Yes

Yes

Majority

Amendment

Subsidiary

Yes

Yes

Yes

Majority

Division of the
house

Incidental

No

No

No

None

Lay on the table

Subsidiary

Yes

No

No

Majority

Previous question

Subsidiary

Yes

No

No

Two-thirds

Main motion*

*In this problem, when the main motion is voted on as a result of a previous-question passage, the main motion requires a two-thirds majority vote. Therefore, a rising vote is necessary.
Note: Properly, secretaries introduce orders of business. Items of business come from the floor.

© AISPIX/Shutterstock

Rationale
The motion to adjourn is used to legally end a
meeting. When a group meets again following an
adjournment, its members do not take up at the
point at which they left off on the agenda (as in
the case of a recess). Instead, they begin a new
meeting with a new agenda.

ABILITIES TO BE
DEMONSTRATED

THE GREATEST LISTENING EXERCISE ON

6-1 EARTH
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SAMPLE OF PARLIAMENTARY PROCEDURE USED IN A MEETING
Note: We assume that the opening ceremony has been completed and each officer knew their part and did a good job. It is time for the
president to ask the secretary for the first order of business. Your meeting could and should proceed along this general pattern:
President:
“Mr. Secretary, what is our first order of business?”
Secretary:
“Minutes of the previous meeting, Madam President.”
After the minutes are read,
President:	“You have heard the minutes of the previous meeting. Are there any corrections? If not, the minutes stand approved
as read.”
(Do not say “of our LAST meeting.” It sounds like there will never be another.)
President:
“Thank you, Mr. Secretary.
What is our next order of business?”
Secretary:
“Officer reports, Madam President.”
President:
“Are there any officer reports to be presented?”
Treasurer:	“Madam President, I should like to present the monthly treasurer’s report. We began the month with a balance of
$871.35. Our receipts for the period were $786.42 and our disbursements totaled $411.19, leaving a balance
of $1,246.58. As the members entered the meeting room, a copy of the month’s report was distributed. Madam President, I move the acceptance of this report.”
President:
“Is there a second to the motion?”
Member:
“I second the motion.”
President:	“You have heard the motion and the second. Is there any discussion? If not, all in favor say ‘aye.’ All opposed say ‘no.’
The motion is carried.”
(In a chapter meeting, the secretary can easily identify the person who seconds a motion. By the way, one does not say “I second THAT.”
“THAT” was not the motion under consideration).
President:
“Are there any other officer reports to be presented?
Reporter:	“Madam President, during the past month we have published a total of 137 column inches of news and put on one
five-minute radio broadcast about our summer camp. Madam President, I move acceptance of this report.”
President:
“Is there a second to the motion?”
Member:
“I second the motion.”
President:
“You have heard the motion and second. Is there any discussion?”
Member:
“Madam President.”
President:
“Julie.”
Julie:
“I wish to know why the article in The FFA New Horizons magazine was not included?”
President:
“Will the reporter please respond to the question?”
Reporter:	“The article was not included since it did not appear during the month covered in the report. It will be included in the
next month’s report.”
President:	“Is there any further discussion on this motion? Hearing none, all in favor of the motion say ‘aye.’ All opposed say ‘no.’
The motion is carried and the report is accepted. Are there any other officer reports to be presented? Hearing none, Mr.
Secretary, what is our next order of business?”
Secretary:
“Reports on Chapter Program of Activities committees.”
Committee
Chairperson:	“Madam President, this is the report from the leadership committee. After reviewing the applications, our committee
recommends that Todd Jackson, Jason Erickson, Martha Mork, and Donna Anderson be this year’s finalists for the Star
Greenhand award. I move the acceptance of our committee report.”
President:
“Is there a second to the motion?”
Member:
“I think Tommy Kawalski should be included.”
Member:
“I rise to a point of order.”
President:
“State your point.”
Member:
“Since the motion had not received a second, discussion was not in order.”
FIGURE 10–10 Scripts such as this one provide the opportunity to build your confidence as you learn the correct parliamentary procedure techniques. Your
teacher can assign you a part in the script. (Courtesy of the National FFA Organization.)
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Explore parliamentary procedure on the Internet. Use
your favorite search engine and look up “parliamentary
procedure” or “Robert’s Rules of Order.” When you find a
suitable Web site, print the first page of the site. Write a
summary of the site or of an article in the Web site. The

summary should include why you feel the Web site is useful.

Chapter Exercises
REVIEW QUESTIONS
1. Define the Terms to Know.
2. Discuss five characteristics of an ideal chairperson.
3. List the eight steps in properly handling a motion.
4. What are eight questions the chairperson should ask when a main motion is received?
5. What is the purpose of seconding a motion?
6. What are five methods of voting?
7. What is the purpose of a main motion?
8. List the order of business for an FFA meeting.
9. Identify and explain five common errors and misconceptions about parliamentary procedure.
10. What policy on which our country is built is an application of parliamentary procedure?
11. Whose rights are protected by parliamentary procedure?
12. Name four motions that do not require a second.

COMPLETION
1. The __________________ is the person who is actually presiding over a meeting.
2. A __________________ is necessary so the assembly does not waste time on a motion that only
one person wants to discuss.
3. If there is no opposition on a question of little importance, the motion may be adopted by
________________.
4. The FFA organization has a motion to __________________ built into its closing ceremony.
5. A(n) __________________ is the order in which business is presented in an assembly.
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6. If a motion is ___________________, discussion on its merits is allowed.
7. Ninety members are voting, which means _________________ are needed for a two-thirds majority.
8. A motion that has been tabled must be taken from the table at the __________________ meeting or
the __________________ meeting, or it will cease to exist.
9. Motions to postpone definitely must include a _______________ when the original motion will be
back on the floor.
10. Every ______________ has a right to express an opinion when parliamentary procedure is being
used.

MATCHING
_____

1. Recess.

_____ 2. Amend.
_____ 3. Vote required on suspend rules.
_____ 4. Vote required on postpone indefinitely.
_____ 5. Postpone indefinitely.
_____ 6. Division of assembly.
_____

7. “I make a motion.”

_____ 8. Bring back a motion that has already received a vote.
_____ 9. A member makes a parliamentary error.
_____ 10. You disagree with the ruling of the chairperson.
_____ 11. You want to end the debate now.
_____ 12. A subgroup can deal with this matter better and more efficiently.
_____ 13. Undebatable motion to put off original motion until later.
_____ 14. Short or extended break for informal discussion.
_____ 15. Add to original motion.
A. modify; change
B. motion to amend
C. incorrect terminology
D. majority vote
E. recess
G. kills a motion
H. appeal from the decision of the chair
I.

rise to point of order

J. reconsider
K. refer to a committee
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L. lay on the table

ACTIVITIES
1. Participate in the following “Parliamentary Procedure” game in class: stand with your classmates in
line in the classroom as you would for a spelling bee. Your teacher names a motion. The first person
must state whether or not it requires a second; the next person, whether or not it is debatable; the
next person, what vote it requires; and the next person, what other motion is directly above it in
the order of precedence. (For incidental motions, the correct answer is “No order of precedence.”)
A student missing any of these responses must be seated. The teacher continues asking questions
about motions until only the winner remains standing.
4. Write a 100-word essay on why you think some motions are debatable and others are not.
2. Write a paragraph on the circumstances under which it is advisable to table a motion.
3. Write a paragraph on the circumstances under which it is advisable to refer a question to a committee.
4. Conduct a mock meeting, with each class member taking a turn serving as chairperson. After the
meeting, discuss the problems each of you had while acting as chair. The class should be divided
into three groups. The chairperson and three to six class members will study the problems in the
following Skills to Be Demonstrated sections. One chairperson can do all three problems with each
demonstration, or different students can serve as chairperson for each problem.
Skills to Be Demonstrated
• Main motion
• Amendment to the amendment
• Previous question
• Motion to reconsider
Problem 1
a. Member moves that each member is to have a minimum of four exhibits at the state fair.
b. Motion receives a second.
c. Motion is discussed by at least two members.
d. Member moves to amend the motion by substituting the number five for four.
e. Amendment is discussed by at least two members.
f. Member moves to amend the amendment by adding the words at least one of which will be a
crop or horticulture exhibit.
g. Amendment to amendment, amendment, and main motion all are passed.
Problem 2
a. Member moves to reconsider action taken at the previous meeting when this motion was
defeated: “Jackie moved that FFA dues must be subtracted from state fair premium money
before the member receives the balance of the award.” Second was by Ruth. After much
discussion, motion was defeated.
b. Motion to reconsider receives a second.
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c. Motion is discussed by at least two members.
d. Motion is passed.
e. Chair announces that the original motion is now on the floor in its debatable form.
f. Motion carries.
Problem 3
a. Member moves that we sponsor an all-school harvest dance.
b. Motion receives a second.
c. Motion is discussed by at least three members.
d. Member moves the previous question.
e. Previous-question motion is defeated.
f. At least one member discusses the original motion.
g. Motion is defeated.
Skills to Be Demonstrated
• Main motion
• Division of the house
• Lay on the table
• Amendment
• Previous question

NOTES
1. D. B. Jameson, Leadership Handbook (New Castle, PA: LEAD, 1978), p. 31.
2. S. C. Robert, The Scott, Foresman Robert’s Rules of Order, Newly Revised (Glenview, IL: Scott, Foresman, 1990),
p. xliv.
3. Ibid., p. 440.
4. Jameson, Leadership Handbook, p. 40.
5. Robert, Robert’s Rules of Order, p. 23.
6. Ibid., p. 38.
7. R. E. Bender, G. S. Guiler, and R. J. Woodfin, Mastering Parliamentary Procedure, rev. 4th ed. (Columbus:
Department of Agricultural Education, Ohio State University, 1983), p. 5.
8. Robert, Robert’s Rules of Order, p. 46.
9. Ibid., pp. 80–81.
10. Ibid., pp. 52–53.
11. “One Vote (Your Vote) Could Make a Difference,” The Volunteer Voice (newsletter of the Tennessee
Association of Parliamentarians), February 1994, p. 12.
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Appendix A
The “Shotgun Approach”: Implementation of Key
Principles of Learning
At the beginning of every unit, a list of terms is
presented. The following explains how this material can best be taught. The purpose of presenting
this information is simply to illustrate one method of teaching as teachers pursue the “educator”
level of teaching. Many principles of learning also
are reviewed, implemented, and illustrated in the
“Shotgun Approach to Teaching.”
One of the older methods of teaching is rote
drill. Many teachers used this in teaching spelling, states, and the state capitals. Agricultural education teachers have used this method in teaching the identification of breeds, shop tools, and
other subject matter used in basic agricultural
production courses. Was it effective? Generally,
I’m sure that it was, depending on the teacher.
The shotgun approach as a method of teaching
is similar, but there is much more to this method
than just rote drill. The later part of this section
will attempt to explain why the shotgun method
should be used more often in education today.
Now, an overview of the shotgun approach will
be given.
The reason for the name shotgun approach is
primarily the fact that it covers everything in one
class period. In other words, the lesson is introduced, the subject matter is presented, and testing occurs within the same class period. Another
reason for the name is that it is hard to miss with

this method if you are “aiming in the right direction.”
The shotgun approach can be used in presenting almost any subject matter, but the author
will use as an example teaching the definition of
terms. The teaching objective will be for this students to learn the definition of twenty new terms
in a one-hour class period, with 80 percent of the
class scoring 100 on a multiple-choice test at the
end of the class period. For the sake of clarity, the
following steps will be written in the form of a
“job operations sheet.” The steps are as follows.
1. Write all the terms on the board before the
class starts. (Tell the class that you expect
that at least 80 percent of them will score
100 at the end of the class and that they will
possibly do even better.)
2. Ask a student, “Do you know the definition
of the first term?” If the student does not
know the answer, ask another student. Draw
on information from the students.
3. Thoroughly build up the interest and seek
answers to questions by using problemsolving type questions. (The purpose here is
to make the students think.)
4. After drawing information from the
students, present the definition as it should
be or restate what one of the students has
said.
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5. Present some extra information about the
term, to make it relevant. (Present examples
so that students can relate the information
to something that is recorded in their
perceptive field. Jesus made information
relevant by using parables.)
6. Ask the question repeatedly to several
students until you are sure that the
information (term) has been thoroughly
understood and perceived. (Ask the question
in several different ways if necessary.)
7. Praise the students when they answer
questions correctly. (When questions are
not answered correctly, do not react with a
negative comment. Thank the student for the
response and make him/her feel that a positive
contribution has been made.)
8. Proceed to the second term and repeat steps
2 through 7.
9. After thoroughly covering the second term,
go back and ask the first term again. (Do not
proceed to the third term until you are sure
everyone understands and perceives what is
presented.)
10. Proceed to the third term and repeat steps
2 through 7. Do not continue with the next
term until the third term is thoroughly
understood and you ask for and receive the
answers to questions about the first and
second terms.
11. Proceed to the fourth term and repeat the
same procedures already mentioned.
One of the older methods of teaching is rote
drill. Many teachers used this in teaching spelling, states, and the state capitals. Agricultural education teachers have used this method in teaching the identification of breeds, shop tools, and
other subject matter used in basic agricultural
production courses. Was it effective? Generally,
I’m sure that it was, depending on the teacher.
The shotgun approach as a method of teaching
is similar, but there is much more to this method
than just rote drill. The later part of this section
will attempt to explain why the shotgun method
should be used more often in education today.
Now, an overview of the shotgun approach will
be given.
The reason for the name shotgun approach is
primarily the fact that it covers everything in one

class period. In other words, the lesson is introduced, the subject matter is presented, and testing occurs within the same class period. Another
reason for the name is that it is hard to miss with
this method if you are “aiming in the right direction.”
The shotgun approach can be used in presenting almost any subject matter, but the author
will use as an example teaching the definition of
terms. The teaching objective will be for this students to learn the definition of twenty new terms
in a one-hour class period, with 80 percent of the
class scoring 100 on a multiple-choice test at the
end of the class period. For the sake of clarity, the
following steps will be written in the form of a
“job operations sheet.” The steps are as follows.
One of the older methods of teaching is rote
drill. Many teachers used this in teaching spelling, states, and the state capitals. Agricultural education teachers have used this method in teaching the identification of breeds, shop tools, and
other subject matter used in basic agricultural
production courses. Was it effective? Generally,
I’m sure that it was, depending on the teacher.
The shotgun approach as a method of teaching
is similar, but there is much more to this method
than just rote drill. The later part of this section
will attempt to explain why the shotgun method
should be used more often in education today.
Now, an overview of the shotgun approach will
be given.
The reason for the name shotgun approach is
primarily the fact that it covers everything in one
class period. In other words, the lesson is introduced, the subject matter is presented, and testing occurs within the same class period. Another
reason for the name is that it is hard to miss with
this method if you are “aiming in the right direction.”
The shotgun approach can be used in presenting almost any subject matter, but the author
will use as an example teaching the definition of
terms. The teaching objective will be for this students to learn the definition of twenty new terms
in a one-hour class period, with 80 percent of the
class scoring 100 on a multiple-choice test at the
end of the class period. For the sake of clarity, the
following steps will be written in the form of a
“job operations sheet.” The steps are as follows.

Glossary/Glosario
A
abilities—competencies in an activity or occupation
abilities—competencies in an activity or occupation
academic skills—skills and subject-matter material
learned in a formal school situation, such as science,
English, and math
academic skills—skills and subject-matter material
learned in a formal school situation, such as science,
English, and math
accommodator—person who learns by doing and
feeling; also, a conflict-resolution style in which the
person sacrifices his or her interests and concerns while
helping others to achieve their interests
accommodator—person who learns by doing and
feeling; also, a conflict-resolution style in which the
person sacrifices his or her interests and concerns while
helping others to achieve their interests
accountability—being answerable or capable of being
explained
accountability—being answerable or capable of being
explained
acronym—a word formed from the initial letters of a
phrase or title, such as FFA, NASA, USA
action—a state of motion, either physical or mental
adjourned meeting—a continued meeting set to meet
again at a certain time; similar to recess
affective attitudes—the emotions attached to a person,
object, or event
affective learning—learning that has to do with
intelligence in the personality or human relations arena
affinity—attraction among or similarity of group
members
agenda—a list, plan, or the things to be done; matters to
be acted or voted on during a meeting
agricultural education—program of instruction in
agriculture in high schools
alternatives—different courses of action that one might

take; solutions
ambiguous—having more than one possible meaning
ambitious—showing a desire to achieve or obtain power,
superiority, or distinction; being alert, energetic, willing
to work, and caring about what one does
amendable—modifiable or changeable; in parliamentary
procedure, when it is possible to modify or change the
wording, and in some cases the meaning, of the motion
to which an amendment is applied
animate—possessing or characterized by life
anxiety—an uncomfortable feeling or uneasiness about a
situation or event
apathy—lack of interest or concern
applicants—those who apply for a job
application form—a general form that applicants fill out
when seeking employment
aptitude—quickness in learning and understanding;
a natural or acquired talent, ability, inclination, or
intelligence
ardently—with warm or intense feeling
articulation—refers to the way the tongue, teeth, palate,
and lips are moved and used to produce the crisp, clear
sounds of good speech; similar to diction
assimilator—person who learns by observing and
thinking
attitude—disposition toward others and ourselves; strong
belief or feeling about people, things, and situations
attributes—qualities or characteristics
authenticity—genuineness; realness
authoritarian—behavioral leadership style in which
the leader leads and makes decisions regardless of the
wishes of the group
autocratic leadership style—a leadership style in which
the leader makes decisions independent of the group
avocational (part-time) job placement—a job or
occupation that supplements a full-time job
avoidance learning—negative reinforcement
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avoider—a conflict-resolution style that denies the very
existence of a conflict, changes the subject, ducks
discussion, and is noncommittal

B
barriers—obstructions or hindrances; for example,
mental obstructions that keep us from communicating
clearly
barriers—obstructions or hindrances; for example,
mental obstructions that keep us from communicating
clearly
behavior—the actions or reactions of persons or things
under specified circumstances
behavior—the actions or reactions of persons or things
under specified circumstances
behavioral attitudes—the tendency to act in a particular
way toward a person, object, or event
behavioral attitudes—the tendency to act in a particular
way toward a person, object, or event
behavioral leadership—leadership according to one’s
personality style; in the context of this book, refers to
authoritarian or democratic leadership
behavioral leadership—leadership according to one’s
personality style; in the context of this book, refers to
authoritarian or democratic leadership
belief—the state of believing that certain things are true
or real; an individual’s conviction or acceptance that
something is true or real
bodily-kinesthetic intelligence—involves the skillful
control of one’s body, especially when handling
objects, and includes the timing and reflexes related to
manipulating those objects
body—(1) the bulk of the speech, which carries the
central theme and main ideas; (2) the group members
of an assembly
body language—the nonverbal way one communicates
brainstorming—the unrestrained offering of ideas or
suggestions
brainstorming method—the process of suggesting many
alternatives, without evaluation, to solve a problem;
most effective for discovering numerous possible
solutions to a problem
buzz groups—groups of six to eight members, each with
a leader and a recorder, with the purpose of generating
ideas, solutions, and possibly common ground in a
given amount of time
bylaws—standing rules governing the regulation of an
organization’s internal affairs

C
capability—one’s potential for being able to do the job
capability—one’s potential for being able to do the job
captivate—hold an audience’s attention; fascinate or

charm
captivate—hold an audience’s attention; fascinate or
charm
career—a series of jobs that is pursued more or less in
sequence to achieve the ultimate occupation desired by
the individual; something you really want to do—and
be—for the rest of your life
career—a series of jobs that is pursued more or less in
sequence to achieve the ultimate occupation desired by
the individual; something you really want to do—and
be—for the rest of your life
career planning—mapping out your life mission, or what
you see as the meaning of your life
career planning—mapping out your life mission, or what
you see as the meaning of your life
chairperson—the presiding officer of a meeting; also
called the chair
channel—the means by which the sender communicates
the message
chapter—a local branch of an organization or club
choleric—personality type with a bossy, quick, active, and
strong-willed temperament
classified ad—a newspaper job advertisement; the
section of the newspaper in which job advertisements
are collected
clone—an exact copy
cognitive attitudes—set of values and beliefs that an
individual has toward a person, object, or event
cognitive learning—learning based on theoretical
symbols (numbers, words) as well as logical reasoning;
academic learning
coherence—sticking together; an orderly or logical
relation of parts that affords comprehension or
recognition
cohesiveness—the bonds among members as well as
members’ bonds with and closeness to the group as an
entity
collaborate—work together to reach a decision that
brings mutual gain
collaborator—the conflict-resolution style of an active
listener who focuses on the issues
combination leadership—leading by combining all
styles of leadership
commitment—applying oneself to a task until it is
completed; dedication
committee—a chosen group of members with specified
responsibilities
communication—the process of sending and receiving
messages through which two or more people reach
understanding

Index
Note: Page numbers followed by an “f ” indicate figures.

A
Ability, 103–104, 106–108
Absenteeism, 614
Academic skills, 598, 604–606
Acceptance, by group, 102
Accommodator, conflict style, 456
Accommodators, learning style, 81–83
Accomplishments, rewarding, 115, 391
Accountability, 121–122, 421
Achievement, habit of, 118, 437
Adams, J. Stacy, 438
Adams, John Quincy, 96
Adaptation, 161
Ad hoc committees, 146
Adjourn, motion to, 288–289, 306
Adjourned meeting, defined, 282
Administrative ability, 116
Aesthetic values, 518
Affective attitudes, 496
Affective learning, 74–76
Affective skills, 202
Affiliation, 140, 437
Affirmation statement, 58
Agenda, meetings, 289, 335
Aggressive leadership style, 62–63
Aggressors, group discussions, 156
Agricultural education, leadership and, 6–9, 24
Agriculture, careers in, 549–551
Alderfer, C. P., 433–434
Alessandra, Tony, 58
American flag, 18
Amendments, motion for, 278–279
Anecdoters, group discussions, 156
Anger management, 460–461
Apathy, 331
Appeal process, employment, 616–617
Appeals, motions for, 285–286
Applications, employment, 574–578

Appreciation, showing, 115
Apprenticeship programs, 552
Articulation, public speaking, 210
Assertive communication style, 63–64
Assertiveness, 526
Assimilators, learning style, 84–86
Atmosphere, group dynamics, 151–152
Attitude
behavior and, 498–500
changing, 504–506
defined, 98
democratic leadership and, 139
employment and, 506–508
formation of, 496–498
importance of, 494–496, 502–504
job success and, 606–608, 609
relationships and, 500–502
types of, 496
Audience, public speaking, 202–203, 207–208, 224–225
Auditory learners, 79
Authentic leaders, 14–15
Authoritarian atmosphere, 151
Authoritarian leadership, 16, 20–21, 25–29, 63
Authority, exercising, 105
Authority, respect for, 526, 613, 614–615
Autocratic leadership, 138–139, 371
Availability, of leaders, 112
Avocational job placement, 552–553
Avoidance learning, 439
Avoider, conflict style, 456

B
Bailey, Larry, 541
Bannister, Roger, 101, 495
Beecher, Henry Ward, 251
Behavioral attitudes, 496
Behavioral leadership, 16, 22
Behaviorism, 438
Beliefs, 516–517
Bennis, Warren, 5, 148
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Berne, Eric, 441
Bin Laden, Osama, 15
Blanchard, Kenneth, 5, 442
Blockers, group discussions, 156
Boards, corporate, 146
Bodily-kinesthetic intelligence, 76–77
Body language, 187–189, 261, 584
Body posture, 211–212
Boss vs. leader, 4
Brainstorming, 124, 159, 344–345, 368
Branden, Nathaniel, 470–471, 484–485
Brothers, Joyce, 468
Bush, George W., 15, 16, 112
Butler, Samuel, 112
Buzz groups, 159, 344
Bylaws, 332–333

C
Call for orders of the day, 310–311
Career Development Events (CDEs)
Creed Speaking event, 216–217
Extemporaneous Public Speaking event, 251, 252,
258–259, 261–265
Job Interview Career event, 588
leadership and, 8, 11
Parliamentary Procedure Contest, 313–321
Prepared Public Speaking event, 225, 238–240
Careers
academic and technical skills, 604–606
in agriculture, 549–551
application, letter of, 574–576
application forms, 577–578
attitude and, 506–508
authority, response to, 614–615
characteristics of success, 606–612
complaint and appeal process, 616–617
desired job skills, 596–598
employer, employee responsibilities, 612–614
ethics, 615–616
job interviews, 578–588
job offers, 588
job placement, agriculture, 551–553
job search, 553–559
job selection, 545–549
leaving a job, 618
personality and, 64–65
personal management skills, 598–602
planning for, 542–545
promotions, 616
résumés, 568–574
safety issues, 617–618
teamwork skills, 602–604
terminology, 542
work, reasons for, 540–541
Carnegie, Andrew, 96, 102
Cell phones, 414–415, 529
Chairperson, 302–303, 304, 340
Change, coping with, 125–126
Chapter development, goals for, 394

Charisma, 14–15
Childers, Curtis, 255, 260
Choleric personality, 44–45, 47–50, 55, 57
Churchill, Winston, 205
Citations, sources, 229–230
Citizenship skills, developing, 9
Cliques, 146
Coaching, 115, 143–144
Coercive power, 14
Cognitive attitudes, 496
Cognitive learning, 73–74
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