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NATIONAL ASSOCIATION OF PARLIAMENTARIANS
Training, study courses, and credentialing in parliamentary procedure — a go-to source for members who want to keep 
learning:  www.parliamentarians.org

Resources for the Rhythm 

1. Robert’s Rules of Order (12th Edition) 
2. Robert’s Rules of Order Revised In Brief (3rd Edition)
3. Robert’s Rules for Dummies (4th Edition)
4. The Complete Idiot’s Guide to Parliamentary Procedure Fast-Track 

(FAVORITE, but is has not been updated following the release of the latest 
edition of Robert’s Rules)

5. Thirteen Ranking Motions – Plastic Card
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The board should strive to 
conduct business in an open 
and public manner but also in 
an organized and orderly 
manner.

The intersection of parliamentary procedure and the SC 
Freedom of Information Act

T H E M E  S O N G

“Eternal Light” — The Jackson 5
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From the Boardroom to the Livestream

T H E N • In the room, in real time

N O W • Streamed live and on demand

T HE M E  S ON G :   “A Change Is Gonna Come” — The Jackson 5
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Meeting is structured

A

Everyone has the 
opportunity to speak

B

Business is discussed, 
not people

C

Reduce or eliminate 
conflict

1

Votes are conducted 
properly

2

Board members are 
engaged

3
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Effective 
Meetings

Leadership

Respect

MotionsTime 
management

The Agenda  
and the SC 

FOIA
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Set the tone. Lead the meeting.



W h o  W a n t s  t o  B e  a  P a r l i a m e n t a r i a n ?

Final answer: C

During a school board meeting, discussion on a 
controversial motion becomes heated, and several 
members begin speaking without being recognized 
by the chair. As board president, what is the most 

appropriate leadership response?

A. Allow the discussion to continue so 
every member feels heard.

B. Immediately call for a vote to prevent the 
disagreement from escalating.

C. Restore order, remind members to 
seek recognition before speaking, and 

continue discussion.

D. Recess the meeting and privately ask 
the members who are disagreeing to 

resolve the issue.



W h o  W a n t s  t o  B e  a  P a r l i a m e n t a r i a n ?

Final answer: D

Who is responsible for ensuring that the board 
follows its adopted parliamentary procedures 

during board meetings?

A. The Chair B. The Longest Serving Board Member

C. The Parliamentarian D. The Board



W h o  W a n t s  t o  B e  a  P a r l i a m e n t a r i a n ?

Final answer: B

During a school board meeting, a board member 
believes that the board is not following policy or 

parliamentary procedures. What should the board 
member raise to bring the issue to the attention of 

the Chair?

A. Point of Information B. Point of Order

C. Point of Clarification D. Point to the Chair
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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



W h o  W a n t s  t o  B e  a  P a r l i a m e n t a r i a n ?

Final answer: C

If both the Board Chair and Vice Chair are absent 
from a school board meeting, who should preside 

over the meeting?

A. The Superintendent automatically 
assumes the role of chair.

B. The Board Secretary presides over the entire 
meeting.

C. The board elects a chair from among 
the members present at the meeting.

D. The longest-serving board member 
automatically presides
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♪ ♫ ♪ ♬ ♩

Mandated by FOIA…Ordered by the agenda.



W h o  W a n t s  t o  B e  a  P a r l i a m e n t a r i a n ?

Final answer: A

Which statement best describes a school board 
meeting agenda?

A. The agenda provides public notice of 
the matters the board intends to 

discuss and take action on.

B. The Superintendent has sole authority to 
determine what the board may discuss.

C. Once an agenda is posted, it may be 
changed at any time without following 

additional requirements.

D. Board members may take final action on 
any issue raised during the meeting, even if it 

was not included on the agenda.
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Determine who is responsible

Determine who can suggest items to be added

Determine the deadline for submitting items

Determine what is timely for discussion

Post by the deadline notifying the public

Approve the agenda at the meeting
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At the meeting, final action items can be added with a 2/3 vote and a finding of an 
emergency or exigent circumstance

At the meeting, discussion items can be added with a 2/3 vote

Can be amended up until the 24-hour deadline

Must be posted at least 24 hours in advance of the meeting notifying the public
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Typical consent agenda items are routine, procedural 

decisions for matters that are not controversial and do 

not require a lot of discussion. Supporting documents 

for items in the consent agenda must be given to board 

members in advance of the meeting. Examples of 

consent agenda items include:

• Approval of the agenda and minutes
• Appointments of board members to committees
• Approval of field trips
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Sample
Agenda



W h o  W a n t s  t o  B e  a  P a r l i a m e n t a r i a n ?

Final answer:  C

Which of the following is an appropriate reason for 
a school board to enter executive session?

A. To discuss conflict between board 
members Tito and Jermaine

B. To vote on a personnel matter

C. To receive legal advice related to a 
pending or potential legal matter

D. To discuss the policy governing board 
travel and reimbursement
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Prior to going into executive session, the board must state the specific reason, 
which can only fall under one of the following:

Personnel or 
student matters

Contract 
negotiations

Legal matters 
related to a 

pending, 
threatened, or 

potential claim; 
settlement of a 

claim; or the 
position of the 

district in other 
adversary 
situations

Security and 
safety measures

Investigative 
proceedings 

related to 
criminal 
conduct



W h o  W a n t s  t o  B e  a  P a r l i a m e n t a r i a n ?

Final answer:  D

The school board properly votes to enter executive session to 
discuss an administrative hire, a pending lawsuit, and a student 
transfer request. During the executive session, a board member 
raises concerns about a gun-related incident that occurred at a 
school earlier that day and begins discussing the matter. What 

should the board do?

A. Continue the discussion concerning the 
safety and security issue.

B. Continue the discussion and keep it 
confidential

C. Stop the discussion and continue it 
in open session. 

D. Stop the discussion and return to matters 
that fall within the stated purpose of the 

executive session
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The board will not take a vote, nor will it poll members in executive 
session.  

A vote may be taken on any matter discussed in executive session only 
after the board returns to open session.  

No action may be taken on an item discussed in executive session unless the 
meeting’s agenda provides sufficient notice to the public that action may be 
taken on the topics discussed therein.
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♪ ♫ ♪ ♬ ♩

Move it, second it, debate it…then let the vote 
play out.



W h o  W a n t s  t o  B e  a  P a r l i a m e n t a r i a n ?

Final answer:  A

A school board member wants the board to discuss and take 
action on a matter that is properly before the board. Under 

parliamentary procedure, what should generally occur before the 
board begins its discussion?

A. A motion should be made and seconded 
before discussion begins.

B. The Board Chair states the agenda 
item.

C. A board member must be 
acknowledged by the chair.

D. The Superintendent indicates that the 
matter is timely.
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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
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1 Keep motions positive: State what the board proposes to do, 
not what it proposes not to do.

2 ‘So moved’ is not a complete motion. A motion should clearly 
state the specific action the board is being asked to take.

Option 1
Have the administration to clearly state 
its recommendation before the board 
action.

Option 2
Prepare the motion in advance, clearly 
stating the board’s options to approve or 
deny the matter before it.
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1 The Chair should clearly restate the motion before debate begins to 
ensure all board members understand the issue before them.

2
Once the Chair restates the motion, it “belongs” to the board. The 
individual board member cannot withdraw the motion without consent 
from the board. 

3 Avoid discussing personalities, questioning motives, or making 
derogatory remarks.

4 The Chair should not close debate while a board member who is entitled 
to speak is seeking recognition.

5 The Chair should ensure every board member who wishes to speak has an 
opportunity to do so before recognizing a member for a second time.



W h o  W a n t s  t o  B e  a  P a r l i a m e n t a r i a n ?

Final answer:  C

A five-member board is considering the addition of a CATE 
center to expand the district technology and career programs. 

One board member is out with the flu. Two board members 
abstain because they want to remain neutral. One board member 
votes yes, and one board member votes no. What is the outcome? 

A. It is an illegal vote. B. The motion passes.

C. The motion fails. D. The board did not have a quorum.
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Common Types of Voting

General consent or
unanimous consent

Voice voting

Show of hands

Roll call

The Chair should restate the motion before calling for 
the vote.

The Chair should call for negative votes during a voice 
vote.

The Chair should vote on all matters & must vote if 
the vote results in a tie.

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 announce outcome of vote (i.e. number of 
those in favor and those opposed) for the minutes.



W h o  W a n t s  t o  B e  a  P a r l i a m e n t a r i a n ?

Final answer:  C

During discussion of a motion, the board determines that it needs 
additional information from the administration before making a 
decision and wants to consider the matter at a later date. What is 

the appropriate parliamentary action?

A. Withdraw the motion B. Motion to Table the Matter

C. Motion to Postpone the Matter D. Adjourn the meeting
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The Purpose

1

Used only to interrupt the 
pending business so 

something else can be 
discussed immediately.

The Caution

2

A motion to table is not 
debatable and should not be 

used to end discussion, as 
doing so can infringe upon 

the rights of individual 
members and the minority.

The Test

3

Ask: Is the intent to kill or 
avoid dealing with a 

measure? If so, a motion to 
lay on the table is improper.
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The matter is picked up exactly where it was when it was suspended

Cannot interrupt a 
speaker Requires a second Is not debatable

Requires a majority Cannot be amended

Time limit: that meeting or the next meeting if it is continued to another day.



W h o  W a n t s  t o  B e  a  P a r l i a m e n t a r i a n ?

Final answer:  B

At a previous meeting, the board adopted a motion. At a later 
meeting, the Board determines that the action is no longer in the 
district’s best interest and wants to reverse its previous decision. 

What is the appropriate motion?

A. Motion to Reconsider B. Motion to Rescind

C. Motion to Move the Previous Question D. None of the above
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Reconsider

● May only occur at the same meeting 
in which the action took place.

● Only someone from the prevailing 
side can make a motion to 
reconsider.

● Must be seconded, is debatable if 
the original action was debatable, 
and cannot be amended.

Rescind

● No time limit.
● Anyone can make the motion 

regardless of how he/she voted on 
the original motion.

● Must be seconded, is debatable, and 
can be amended.

● Once the action from the original 
vote has been done, the action can 
no longer be rescinded.

vs
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♪ ♫ ♪ ♬ ♩

Start on time, keep the tempo…and end on the beat.
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End meetings at a reasonable time

Controversy requires a high level of formality

Liberally use “unanimous consent” and “without objection” 

Keep discussions prior to a motion to a minimum

Motions to close debate should be allowed

Members should speak only after being recognized 

Begin the meeting on time
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♪ ♫ ♪ ♬ ♩

Listen for every voice…and no one sings over 
another.
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Disagree with the position, not the 
person.

Respect is essential to effective 
governance, especially when Board 
members disagree.

Listen to understand—not simply 
to respond.

Assume good intentions and avoid 
questioning another member’s 
motives.

Give every Board member the 
same courtesy and opportunity to 
be heard that you expect for 
yourself.

Once the Board has acted, respect 
the decision of the Board while 
retaining the right to disagree.

How Board members treat one 
another sets the tone for the 
administration, staff, students, 
and community.

Respect the role, voice, and 
perspective of every Board 
member.

Board unity does not require 
uniformity—it requires 
professionalism and respect.
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L E T ' S  K E E P  T H E  C O N V E R S A T I O N  G O I N G

Dr. Tiffany N. Richardson
tiffanyrichardson2012@gmail.com
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