Parliamentary Procedure and Group Discussions

Groups such as clubs or committees often follow principles of parliamentary procedure to maintain order and to be sure meetings run smoothly and orderly.

1. The meeting follows a step-by-step agenda.

2. The chairperson calls the meeting to order.

3. The secretary reports details of the last meeting.

4. The treasurer makes a report. 

5. Unresolved issues or actions are discussed.

6. New issues or actions are discussed.

7. The chairperson adjourns or ends the meeting.

The meeting has specific procedures for discussions.

· Anyone wishing to speak must raise his or her hand until recognized by the chairperson.

· A participant may introduce a motion by saying, “I move that…”

· To support a motion or suggestion, a participant other than the one who made the motion must say, “I second the motion.” If no one seconds it, the motion is then dropped.

· If a motion is seconded, it is discussed by the group.

· After discussion, the motion is either tabled (saved for discussing at another meeting, usually to allow time for research or investigation) or it is put up for a vote by the group. The chair person usually votes only in case of a tie.

Group Discussions

Group discussions or cooperative learning groups work best when the group has a specific purpose to accomplish. This purpose may be

· to share ideas and cooperate in group learning 

· to suggest solutions for solving a problem

· to make an evaluation, recommendation, or a decision

To establish the purpose, first decide what task is to be completed. Then the group can determine a plan of action depending on the time allotted to reach a goal.

Assigning Roles for Discussion

Each participant takes a role with specific responsibilities. Sometimes the groups are assigned by a teacher or governing official, and other times the groups may be formed independently. The group selects or elects a chairperson which will help keep the discussion moving along. Another may be the secretary, reporter, or recorder with the responsibility of taking notes of the discussion.

The group leader or chair will establish an agenda, or outline of the order that they will following their discussion. Setting the agenda is often the responsibility of the chair person, but the agenda may often be decided by all the members. 

A Chairperson’s Responsibilities

· Announce the topic and establish the agenda
· Follow the agenda

· Encourage each member to participate

· Manage group conflict

· Present a final report to shareholders/community/class (can also be the job of the speaker, if there is one.)

A Secretary or Reporter’s Responsibilities
· Record significant information and developments

· Read the minutes (notes) from the previous meeting

· Prepare a final report (can also be the speech writer’s responsibility, if there is one.)

Speech Writer’s Responsibilities
· Read and interpret the secretary’s notes about decisions made

· Prepare a short briefing about the decisions made

· Prepare a PowerPoint presentation (optional)

Quality Control Person’s Responsibilities
· Encourage each member to participate

· Manage group conflict

· Keep members on task

· Ensure volume of group is at a reasonable level

Speaker

· Present a final report to shareholders/community/class

· Maintain good eye contact with audience

· Present with a clear, projecting voice

All Participants’ Responsibilities

· Take part in the discussion

· Cooperate and share information 

· Listen actively

· Be considerate and courteous

