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The Capital District Firefighters Association (CDFFA) has designated Robert's Rules of Order as the authority on matters relating to parliamentary practice and the conducting of all official meetings.

Following is a very brief summary of how Robert's Rules of Order are applied to CDFFA meetings.

What Is Robert's Rules of Order?

It is a set of rules for conducting meetings that allow participants to be heard and to make decisions without confusion. It is often referred to as parliamentary procedure.

Why is Parliamentary Procedure Important?

Because it's a time tested method of conducting business at meetings and public gatherings. It can be adapted to fit the needs of any organization. Today, Robert's Rules of Order newly revised is the basic handbook of operation for most clubs, organizations and other groups. So it's important that everyone know the basics.

Organizations using parliamentary procedure usually follow a fixed order of business. Below is the format generally followed by the CDFFA:

1. Call to order.

2. Roll call of members present.

3. Welcome.

4. Approve minutes of previous meeting(s).

5. Committee reports.

6. Old business

7. New business

8. Points from the floor

9. Adjournment.

Members express themselves by discussing and making motions. A motion is a proposal the entire membership takes action on. Members can:

1. Make motions (move to adopt items on the agenda).

2. Second motions. 

3. Debate motions. 

4. Vote on motions.

There are two basic types of motions:

1. Main Motions:  The purpose of a main motion is to introduce items to the membership for their consideration. They cannot be made when another motion is on the floor but yield to subsidiary motions.

2. Subsidiary Motions:  The purpose of a subsidiary motion is to change or amend a main motion; it is voted on before the main motion.

How are Motions made?

Only CDFFA members may make motions.  The process is as follows:

1. Obtains the floor:

a. Waits until the last speaker has finished. 

b. Addresses the President

c. Waits until recognized by the President.

2. Makes the motion:

a. Speaks in a clear and concise manner. 

b. States the motion affirmatively. "I move that we..." rather than, "I move that we do not… ". 

c. Avoids personalities and stay on your subject.

3. Waits for another member to second the motion.

4. Another member seconds the motion or the President calls for a second.

5. If there is no second, the motion dies.

6. If the motion is seconded, the President re-states the motion:

a. The President will say, "It has been moved and seconded that we..." Thus placing the motion before the membership for consideration and action. 

b. The membership then either debates the motion, or moves directly to a vote. 

c. Once the President presents your motion it becomes "assembly property", and cannot be changed without the consent of the membership.

7. Discussing a motion:

a. The mover is always allowed to speak first. 

b. All comments and debate must be directed to the chairman. 

c. Keep to the time limit for speaking if one has been established. 

d. The mover may speak again only after other members wishing to speak have spoken, unless called upon by the President.

8. "Calling the question":

a. The President asks, "Are you ready to vote on the motion?" 

b. If there is no more discussion, a vote is taken.

How are motions voted on? 

There are a number of ways a group can vote on a motion. However, the first two are generally employed by the CDFFA:

1. By General Consent:  When a motion is not likely to be opposed such as those listed under the consent agenda, the President says, "if there is no objection..." The membership shows agreement by their silence, however if one member says, "I object," the item must be put to a vote.

2. By Voice:  The Chairman asks those in favour to say, "aye", those opposed to say "no". Any member may move for an exact count. 

3. By Roll Call:  Each member answers "yes" or "no" as his name is called. This method is used when a record of each person's vote is required.

4. By Ballot:  Members write their vote on a slip of paper, this method is used when secrecy is desired.

Parliamentary Procedure is the best way to get things done at meetings. But, it only works if it used properly.

1. Only allow motions that are in order. 

2. Require speakers to obtain the floor properly. 

3. Speakers must speak clearly and concisely. 

4. All comments must be directed to the President

5. Most important, courtesy is to be observed at all times. 
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