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Summary of Robert’s Rules

1. If you wish to speak, raise your placard and wait until the Speaker acknowledges you

2. Once you are recognized by the Speaker, you may have the floor or make your motion.  

3. If the motion requires a second, it must be seconded before proceeding with it. 

4. The Speaker will State the question i.e. “It has been moved and seconded that...” 

5. The group will consider the motion through debate.  Each speaker will have 45 seconds to make their points regarding the issue being debated.  The Speaker will tap the gavel once at the 35 second mark, and twice when your time is up.  

6. If the motion passes the speaker will state “the affirmative has it and the motion is adopted”;  if it does not pass the speaker will state “the negative has it and the motion is lost”.  

7. When voting you may vote in favour, against, or abstain on substantive motions. If it’s a procedural motion, you cannot abstain. 
8. If you come into the meeting late or leave early, you must announce your late arrival or your early exit.  

9. We must have quorum for anything to pass.  

	Motion
	Remarks
	Phrasing 
	Requires Second
	Vote

	Main
	
	I move to...
	Yes
	Majority

	Amendment to a motion
	To reword the motion (to add, remove, or substitute) 
	I move to amend the motion ...by (adding,striking out, or substituting)
	Yes
	Majority

	Table 
	To postpone the resolution.  (indefinitely, to a later date) 
	I move to lay the question on the table...
	Yes
	2/3

	Division of the Question
	Considers pieces of a resolution separately.  
	I move to divide the question...
	Yes
	Majority

	The Previous Question/Call the Question
	To end the debate and move on to voting
	I move to the previous question/call the question.  
	Yes
	2/3

	Reconsider
	Bring a motion back up before council
	I move to reconsider the motion to (specific) because (reason)  
	Yes
	Majority 

	Adjourn 
	To end the council meeting 
	I move to adjourn
	Yes
	Majority

	Extend Debate
	Extend the amount of time for debate beyond the originally agreed upon time
	I motion to extend debate by ___ (time)
	Yes
	Majority


	Points
	When to Use it
	Interrupt?

	Point of Information
	Short question for the Speaker
	No

	Point of Order
	Suspected violation of the Rules by the Speaker
	No

	Point of Personal Privilege 
	If it is a matter of safety, health, or comfort.  
	Yes


Amendment Process

· Once an amendment is made, the movers of the motion will decide if it is friendly or unfriendly. If it is friendly, that means the movers have no objections to the amendment and it is automatically added to the motion. If it is unfriendly, it goes automatically to debate.

Attendance Policy

· Departmental Associations: shall have one unexcused absence per semester; after this, there shall be no unexcused absences

· Individuals: must inform the Speaker in advance if they  are unable to make it; excusal is at the discretion of the Speaker; shall have four unexcused absences during the year
Departmental Reports

· On an alternating basis – you have the option of an oral or written report. If you submit a written report, it must be submitted by the deadline.
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