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	WORKSHOP PROCEDURE QUESTIONS



	Concept


	Research and discuss a list of procedural questions in small teams and present findings to the meeting.  



	Aim
	· Encourage further development of procedure knowledge

· To deal with a lot of questions in a limited time and still get a good cross-section of opinions

· Develop team working skills

· Develop semi-impromptu presentation and speaking skills



	How it works
	Previous meeting

1. Give a brief synopsis of what will be happening in the meeting (working in groups to answer procedure questions) – ensure members know to bring the necessary books to check points of differing opinions to the questions 

2. Questions are given to members so they have time to research and formulate an opinion

Pre-meeting

1. Work out how many will be in each group – keep the size small 

2. Have the room set up so that it is conducive to small group work, so that when members walk in the scene is set.

3. Work out your time frame for group preparation and presentation

4. Prepare how many questions each group will discuss. It’s important that each question – after the first 3 – is dealt with by ONLY two groups. 4 groups with either 3 or 4 people in each group is ideal (see 5-8 in the next section for spread of questions within groups)

Instructions to the group

1. Make 4 groups:  A,B,C and D

2. Time frame:  every group has 5 minutes to discuss and research the first 3 questions and prepare answers to give to the meeting

3. All members must participate in the discussion within their group

4. Once the first 3 questions are completed by the Facilitator (see below), then move on to other 4 or 5 questions allotted to each specific group. They have 10-12 minutes discussion time for all the remaining questions. Purposely only this amount of time is allotted because we usually need to make a procedural decision in a limited timeframe.

5. Group A does Questions 4,5,6,7

6. Group B does Questions 5,6,7,8,9

7. Group C does Questions 8,9,10,11,12

8. Group D does Questions 10,11,12,4. 

9. This ensures that all the questions are discussed by 2 groups.

Help to get the groups started

1. They have had a copy of all the questions since the last meeting.  If they haven’t brought it with them, have more to hand out. 

Facilitator

1. Assign a scribe to write answers on whiteboard.

2. Ask group A for answers to first question, write up on board.

3. Ask group B for answers to first question, write up on board.

4. Ask group C for answers to first question, write up on board.

5. Ask group D for answers to first question, write up on board.

6. Ask Assessor for a ruling/agreement or any other points to first question.

7. Now to the second question. As above 2-6.

8. Now to the third question. As above 2-6.

9. Then it took on another dimension.  After 12 minutes discussion time the facilitator takes each question in turn. The scribe writes the answers on board.

10. Ask group A for answers to Q4, then group D, write on board.

11. Ask Assessor for a ruling/agreement or any other points.

12. Ask group A for answers to Q5, then group B, write on board.

13. Ask Assessor for a ruling/agreement or any other points.

14. Ask group A for answers to Q6, then group B, write on board.

15. Ask Assessor for a ruling/agreement or any other points

16. Ask group A for answers to Q7, then group B, write on board.

17. Ask Assessor for a ruling/agreement or any other points

18. Ask group B for answers to Q8, then group C, write on board.

19. Ask Assessor for a ruling/agreement or any other points

20. Continue in this fashion until all questions are dealt with. 



	Tips
	· Keep the teams small – 3-4 is ideal, any more restricts the purpose of participation

· Think about how to split your groups up – look at similar experience together and the questions matched to the group experience

· We didn’t nominate a leader – just allowed anyone in the group to answer. Sometimes a natural leader stood out, sometimes a leader had been nominated. But others still added answers here and there.

· Have a balance of hard and easy questions.

· It is important that each team knows what questions they are handling



	Pitfalls 
	· Be careful of putting a very experienced member in each group as they know too much – they are great together with a very difficult procedural concept which will challenge them – although don’t stress too much if it doesn’t work like that as these members can be good in a group without much experience to lead them the right way

· Teams learn a lot about their specific topic but may not absorb the information about other areas because they are haven’t had to concentrate on finding an answer



	Possible Questions
	1. During the Right of Reply, the mover of the motion introduces new material, which an alert member brings to the attention of the Chairman. The Chairman knows there is no practical point in telling the meeting to ignore it, as they have already heard it. What else can the Chairman do?

2. The Chairman has information relevant to the motion being discussed. How should the Chairman share that knowledge?

3. The proposer of a motion asks to speak a second time during the debate. The mover has remembered something that should have been mentioned when the motion was being proposed. The rules of debate do not allow the mover of a motion to speak twice except as the 'Right of Reply' speech. The Chairman agrees with the motion and is tempted to allow the mover to speak again. What are the Chairman's options? What are the meeting's options?

4. An amendment is proposed and a member wishes to second the amendment Pro Forma. Is this acceptable?

5. Can a seconder (Not just PRO FORMA) of a motion vote against it? Why?

6. The same member has been proposed for the positions of President, Vice‑President, and Treasurer. You are an independent Chairman experienced in conducting an election. What do you do?

7. Many members are away on holidays, and a motion is proposed that you think those members would not have accepted. What delaying tactics can be used that are most likely to succeed?

8. A ballot has been held and someone asks what are the numbers voting for and against the proposal. As Chairman what do you do?

9. A member asks to have her name included in the minutes of the previous meeting as an apology for absence, because she had asked a member to apologise for her, but that member had forgotten to do so. As Chairman what do you do?

10. At a meeting of the club one of the members requests that as s/he has to leave early, that her/his report be given top priority, even before the minutes are read. As Chairman what do you do?

11. If 7 people are on Leave of Absence from a membership of 14 what do you do if the attending members should decide that the Forum goes into recess? (Decision not relevant).

12. What happens when the President is unavailable because of a long term of illness?
Questions courtesy of Vicki Mynott – Ashgrove Forum



	Contact
	Cleveland/Springwood - Pam Tranter
Phone: 3206 0757  Email: tranterp@iprimus.com.au


	Your ideas for improvement
	Once you have used this technique jot down your ideas for improvement

· ……………………………………………………………………………….

· ……………………………………………………………………………….

· ……………………………………………………………………………….

· ……………………………………………………………………………….
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