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WHAT WE WILL COVER TODAY

• Roberts Rules of Order and the overall role of the Chairperson

• The meeting agenda

• How new committee action is introduced –
Making a motion and handling debate

• How to change an existing motion that is being discussed –
Amending a motion and handling debate

• Motion to stop the debate

• Voting on the motion and announcing the results

• Your body language is as important as what you say – even on Zoom



WHY DO WE USE 
ROBERT’S RULES OF ORDER?

• We use Robert’s Rules of Order to set procedures for 
arriving at group decisions.  Following the rules gives 
you the knowledge to determine:

• Who speaks when

• How disagreements are handled

• How to keep a meeting on track

• How to make sure everyone present is heard

• In other words - Robert’s Rules
make meetings meaningful!



ROLE OF THE CHAIR

The Chairpersons role is critical to running a 
successful meeting.  And as part of this role, 
there are some essential rules to follow:

• You must be and remain impartial 
and neutral.

• You cannot take part in motions, debates 
or votes unless to break or create a tie.

• You are in control of the meeting.

• You should ensure that the rights of all 
members are protected.



IT ALL BEGINS CALLING THE 
MEETING TO ORDER – ON TIME

• Once there is a quorum present (more than half of 
active committee membership) the Chair can call 
the meeting to order.

• Although technically not part of the agenda as far as 
Robert’s Rules is concerned, this is how most 
meetings begin.  The Chair will say “I now call this 
meeting to order”.



THE AGENDA

The Chair should be very familiar with all the items on the agenda and the 
business to be dealt with at the meeting. Good agenda items provide focus 
and structure.

• The agenda may simply be used as a guide to keep the meeting on track. 

or

• Another option is to have the committee adopt the agenda at the beginning of 
the meeting.  Adopting the agenda takes a majority vote and makes it binding. 
And adopting the agenda confirms the committee is in agreement with the 
meeting plan.

• Once adopted, the agenda can only be changed by a two-thirds vote.  
Bay East committees will most likely begin adopting their meeting agenda’s 
starting in 2022.



MOTIONS –
WHAT ARE THEY GOOD FOR?

• Business gets accomplished in meetings by debating motions.

• A motion is a formal proposal by two committee members (the one who 
moves and the one who seconds) that allows the committee to take a 
particular action.

• The main motion is the starting point on the way to making a committee 
decision and is how business is introduced for discussion. 
Ultimately, it will result in a decision made in the name of the committee.



A SIMPLE MOTION FROM BEGINNING 
TO COMPLETION

• 1) The Chair recognizes a committee member 

• 2) The Committee member will state “I move that we…..”  The motion is then 
put on the screen or displayed at the meeting so everyone is clear on what the 
motion says.

• 3) If another member of the committee seconds the motion, the motion can 
now be discussed.  If no one immediately seconds the motion, the Chair will 
ask if there is a second.  If there is no second then the motion does not come 
before the group.

• Note:  A motion requires a second mainly to ensure that at least one other person on 
the committee thinks the motion should be discussed.  A second is not necessarily an 
endorsement of the idea but is a second member who wants have a discussion.



STATING THE MOTION

• 4) The chair states the motion saying “It is moved and seconded that …” and 
then reads the motion to the members. 

• 5) The chair then asks if there is any discussion.  This puts the motion in the 
control of the group. 

• 6) The committee members are now able to discuss the motion.



DISCUSSING THE MOTION

• Once the motion is up for discussion the Chair has several 
responsibilities.

• You must make sure everyone has the chance to be heard.

• Once a member has spoken on a motion you must give other 
committees members a chance to speak before calling on that 
member again.

• Bay East Corporate Policy & Procedures state that a committee 
member may speak two times on a motion for no longer than 5 
minutes total.  

Hint:  You may want to ask the committee members in advance to state 
whether they are in favor of the motion or against the motion
as they begin to speak. 



ORDER OF DEBATE

• There is an order of debate – the Chair must always 
recognize the speaker before that person can talk.  
Committee members cannot just blurt out comments or 
questions.  Such action would be considered out of order.  

• In person or on a Zoom meeting typically people are called on 
in the order in which they raised their hands.

• Note:  The exception to this could be if the first few people you call 
on are all in favor of the motion – you can ask if there is some one 
who would like to speak against the motion.  If there is, you can let 
them speak, if not you can ask the committee if they would like to 
continue the discussion since they all seem to be in agreement.



CLOSING DEBATE

• Debate ends when members have no more discussion, 
questions or comments to share.  

• At that time, the chair re-states the motion, and a vote 
is taken.  

• Once counted  - The Chair will announce “The ayes 
have it, and the motion is carried” or “The noes have it, 
and the motion fails.” 

• Note:  Another way debate can end is if someone ”Calls for 
the Question” which we will talk about a little later



MOTION REVIEW

•  Committee Member obtains recognition by the chair 

•  Member states the motion 

•  Another seconds the motion

•  Chair restates the motion for the assembly

•  The motion is debated

•  A vote is taken

•  The Chair announces the result of the vote



I  WANT TO MAKE A CHANGE-
AMENDING A MOTION

• When a committee member wants to change the 
wording of the motion under consideration they will 
move to “Amend the motion to say…”

• An amendment can be used to make a good or not 
so good idea better. 

• Amendments are really at the heart of the process 
of perfecting motions before a final vote. 

• If an amendment is adopted, the motion to which it 
is applied changes. 



MAKING AN AMENDMENT

• An Amendment:

• Must be seconded

• Is debatable

• Can be amended, but only one amendment to an amendment can be 
considered at any one time

• Requires a majority vote for adoption, even if the main motion requires a 
different vote for its adoption



HOW DO YOU AMEND A MOTION?

• By inserting (or adding, if placing at the end) words, sentences, or paragraphs

• By striking out words, sentences, or paragraphs

• By striking out and inserting words (with the words inserted replacing the 
words struck out)



AN AMENDMENT IN ACTION

• Motion on the floor for debate:

Bay East create a Wine Committee that meets every Monday at 10AM

• Amendment:

Bay East create a Wine Committee that meets every Friday at 4PM

• Amendment to the Amendment:

Bay East create a Wine Committee that meets every 4th Friday at 4PM



STOPPING DEBATE-
CALLING FOR THE QUESTION

• There are times when a member or members of the committee may feel that 
debate on a pending motion is no longer productive. 

• They may desire to end the debate and vote immediately on the pending 
motion. 

• However, if debate is ended too soon, the group might fail to consider relevant 
information or some members might not have had a chance to have their 
views heard. 

• The correct procedures to close debate need to balance the need to move 
ahead efficiently with the need to deliberate the matter fully and fairly. 



MOTION TO STOP DEBATE

• Can’t interrupt a speaker who has the floor 

• Must wait to be recognized by the Chair

• Can only Call for the Question – can’t speak first and then 
ask to end debate

• Must be seconded 

• Isn’t debatable – there is no discussion

• Isn’t amendable 

• Requires a two-thirds vote 



A COUPLE MORE THINGS TO CONSIDER

1) The legend of the Friendly Amendment –

• Once a motion has been made, seconded, and stated by the chair, it belongs to 
the group as a whole, not to the individual who first proposed it. It is the group 
that must accept or reject any proposed amendment.  The maker of the motion, 
and the seconder, have the same rights as the other members of the group – no 
more and no less.

• When someone offers a friendly amendment, the Chair can say, “A friendly 
amendment is handled just like any other amendment. Is there a 
second?” This language sets the group on the right procedural path.

2) What happens if the vote ends in a tie?

• If a vote on a motion ultimately ends in a tie – the motion fails.



SO HOW DOES THE CHAIR 
CONTROL THE MEETING?

During the meeting the Chair Will:

• Open the session by calling the members to order.

• Recognize the members to speak and give them ‘the floor’.

• Facilitate and announce the results of any votes.

• Keep the direction of the meeting on the topic according to the agenda.



ANY 
QUESTIONS?



LET’S SPEND A 
MOMENT ON 

BODY LANGUAGE 

Why should we be concerned 
about body language – either 
virtually or in person?

• Because if you are not 
reading body language you 
are missing half the 
conversation.

• Before you have said 
anything – you are already 
communicating!



BODY LANGUAGE IN 
THE VIRTUAL 

WORLD

Some tips in reading body language 
to help keep your committee 

engaged in your meetings

• In a virtual meeting make sure to position your 
camera back far enough so your shoulders and 
arms can be seen.  Watching a talking head can 
make some people feel uncomfortable, and it 
also restricts any reading of body language to 
just your face.  

•



WHAT TO DO 
RIGHT 

BEFORE YOUR 
MEETING 
STARTS

• Before your meeting starts think about what 
you want to say and why do you care about 
the topics on the agenda?  Doing so will help 
your facial expressions and initial gestures 
automatically align with your intent.

• The tone of your voice is also responsible for 
the message you are communicating.  Tone 
involves the volume you use, and the level 
and type of emotion that you communicate. 

• Then start with a smile. Smiling is one of the 
behaviors that makes us feel good and a smile 
can influence how other people respond to 
you. Because facial expressions trigger 
corresponding feelings, your smile makes you 
and your committee members feel more 
upbeat and positive and that is a good way to 
start a meeting.



DURING YOUR MEETING

• As you are speaking you need to be watching to see if people are engaged or disengaged 
with you.  Are they looking back at you, nodding their heads, smiling, sitting open or are 
their heads down looking at their phones, picking at their clothes, or sitting to the side 
with their shoulders to you. 

• If you see disengagement, one trick is to lean forward.  People will know you are about 
to say something important.

• You want to look confident and comfortable.  How does that come across? Stay relaxed, 
keep your movements small, and gesture with your palms up. Keep your shoulders back 
and face the camera straight on. If someone is asking a question – you can lean forward 
to show you are listening.



SOME HABITS TO AVOID

• Here are a few habits you want to avoid that may be sending the wrong 
message to anyone watching you:

• Slumped shoulders – can make you look less competent and professional

• Leaning over with your hand in your head

• Any gestures that make you look nervous, twisting your ring, playing with a necklace, 
fidgeting, rubbing your neck, rocking or swaying. I have seen Chairs who are clearly 
nervous being fidgety and swaying as they speak. Sometimes we are not even aware 
we are doing these things.



TO SUM UP BODY LANGUAGE 
WHEN CHAIRING A VIRTUAL OR 

IN PERSON MEETING

• Stay engaged - smile, nod

• Lean forward from time to time – show you are focused and listening

• If in a virtual meeting, look at your camera – keep your eyes forward.  You 
never know who is watching you – but chances are someone is.    

• Try to eliminate negative expressions. Bring your best face.  Relaxed 
comfortable and engaged.

• Remember that body movements don’t just happen.  They are a true measure 
of what we are feeling at the moment and convey feelings and information that 
sometimes our words cannot. 

• Having a good understanding of body language gives you the ability to adjust 
your own body language so as to enhance the message you are trying to 
communicate to others.  



ONE LAST THING!
ACTIVE LISTENING

• Try to make a conscious effort to hear not only 
the words being spoken but also the entire message 
being communicated.

• Don’t allow yourself to become distracted by whatever else 
is going on around you, or by forming counter arguments in 
your head while the other person is still speaking. 

• Remember to listen, then respond!


