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Parliamentary Authority Robert’s Rules 
of Order

1

2



9/13/2021

2

Effective 
Meetings

Voting

Debate

Motions

Time 
Management

Respect

Leadership

Meeting is 
structured

Everyone has 
the opportunity 

to speak

Business is 
discussed, not 

people

Reduce or 
eliminate 

conflict

Votes are 
conducted 
properly

Board members 
are engaged
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Facilitate 
meetings

Provide strong 
leadership

Demand proper 
conduct

Intervene when 
necessary

Treat everyone 
fairly

Remain 
impartial and 

tactful

Rule on every 
point of order 
(rulings can be 

appealed)

Be sensitive to 
timing and 

mood

Eliminate 
confusion

Policy BD, -R

The chair performs other duties as directed by law, regulation,
and by the board. In carrying out these responsibilities, the chair
will do the following:

Sign the instruments, acts, and orders necessary to carry out state requirements
and the will of the board.

Consult with the superintendent in the planning of the board’s agendas.

Confer with the superintendent on crucial matters which may occur between
board meetings.

Appoint board committees, subject to board approval.

Call special meetings of the board as necessary.

Act as the public spokesperson for the board at all times, except as this
responsibility is specifically delegated to others.

Be responsible for the orderly conduct of all board meetings.
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Does not lose his/her right as a member

May vote on any matter, but must vote if there is a tie

Has the right to make a motion; however, may not preside 
over that motion 

Maker of a Motion

• Has the right to speak first on that motion

• Cannot speak against the motion

• Can vote against the motion
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Step 1
Board 

member 
makes a 
motion

Step 2
Another 
member 
seconds 

the motion

Step 3
The chair 
states the 
question

Step 4
Members 
debate the 

motion

Step 5
The chair 
puts the 
question 
to a vote

Step 6
The chair 

announces 
the result 
of the vote

A motion to amend modifies the main 
motion, requires a second, is subject to 
debate, and is amendable.

A main motion is limited to an amendment 
and an amendment to an amendment.

Amendments are limited to the immediately 
pending motion and must be germane.
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In the minutes that are being amended, a simple notation should be made 
(e.g. revisions to the minutes can be found in the minutes of July 22, 2021).

The actual change will be reflected in the minutes where the change takes 
place.

Requires a majority vote

Should be included on the agenda

No time restrictions

The chair must restate the motion before debate so everyone is clear 
on the issue

Once the chair restates the motion, it “belongs” to the board 
and cannot be retracted

Board members should avoid discussing personalities, 
questioning motives, or making derogatory remarks

The chair cannot close debate as long as any member desires to 
speak

Every member must have the opportunity to speak once before 
members speaks a second time
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Common types 
of voting

General consent or 
unanimous consent

Voice vote Show of hands

Roll call

The motion must be 
restated before 

calling for a vote

The call for negative 
votes must be made 
during a voice vote

The  outcome of the 
vote (i.e. number of 

those in favor and those 
opposed) must be 

stated for the minutes

A tie vote is a lost 
vote

Absentee and proxy 
voting are not 

allowed

Abstentions count as 
an absence from the 

vote

The chair should vote 
on all matters and 
must vote if it is 

down to a tie
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A board member can change his/her vote 
before the result is announced.

After the result has been announced, a 
board member can only change his vote 

with the unanimous consent of the board 
(without debate).

Once the chair has moved on to the next 
order of business, no additional changes 

can be made.
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