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GENERAL

This section describes general procedures for forming a new chapter and subordinate units.  It gives direction for conducting meetings and for keeping Pioneer records.  In addition, it includes recommended Rules of Operations.

FORMING A CHAPTER, COUNCIL, CLUB OR LIFE MEMBER CLUB

The formation of a Pioneer unit should be a natural development, satisfying the wishes of a sizeable group of Pioneers with a range of community service interests.  The decision to form a Pioneer unit may be the result of company reorganization, growth in the number of regular members or life members in a community, availability of meeting or similar logistical factors.

Any plans for a forming of a new Pioneer unit should first be discussed with the executive committee of the chapter or chapters presently responsible for that membership.

The headquarters location of the new Pioneers unit may be determined by the new unit elected officers, in consultation with the Chapter Executive Committee.
Forming a Chapter

The chapter, serving the membership within a given Group, is the basic administrative unit of the Pioneers.  A new chapter should not be formed if an existing chapter can better or equally serve the interests of the group.  

The chapter should be large enough to sustain its operations.  The formation of a new chapter means additional expense.  It requires space, time, mailing, supplies, and potentially, travel.
The steps in forming a new chapter are described here. 

Getting the Originating Chapter's Initial Agreement

The chapter(s) that is presently responsible for the membership involved must initially agree that steps should be taken to form a new chapter.

Discussing the Proposal
The proposal to form a new chapter should then be discussed informally with the Chapter’s representative to the Pioneers Board of Directors.
Forming a Study Committee
Once there is concurrence to proceed, a long range study committee of the chapter should be formed to thoroughly evaluate the proposal and prepare a formal recommendation, stating the reason for the formation of the new chapter, the proposed jurisdiction of the chapter, the numbers of Pioneers involved and the effect on the membership, any cost factors, target date for formation and any other relevant data. Advantages to Pioneering and the membership should be clearly stated.

Getting the Chapter's Final Agreement
The executive committee of the chapter then should be asked to vote on the recommendation of the long range study committee.

Presenting a Petition

A petition is prepared for presentation to the Pioneers Board of Directors, requesting permission to establish a chapter with the approval name.  The petition consists of:

1. A preamble stating the following: the reason for forming the chapter, a description of the proposed jurisdiction of the chapter, the location of the chapter office and the advantages to the membership.

2. The signatures of no fewer than 25 persons, either members or those eligible for membership.  (If the charter is granted, it will bear the names of the first 25 petitioners.)  This petition is then forwarded to the Board of Directors, along with a statement of agreement of the chapter(s) concerned and copies of their Rules of Operations.

Issuing a Charter

The Pioneers Executive Director issues a charter if the Board of Directors approves the formation of the new chapter.  The charter will be dated the day the chapter begins operation (January 1).

The new chapter number should be the next in sequence after the number of the last new chapter (new chapter should not use the number of the chapter from which it was formed).

Preparing Rules of Operations
Rules of Operations must be prepared for the new chapter.  Newly formed chapters must supply the Pioneers Executive Director with a copy of their Rules of Operations.  The effective date will be the date of approval by the Pioneers Executive Director.

Forming a Council or Club
As a subordinate unit of the chapter, a council or club may be formed at the discretion of the chapter executive committee and under its jurisdiction.

The councilor club is formed when it is expected to benefit the overall membership of the chapter by increasing the fellowship and participation. Usually, it is formed to better accommodate a group of the membership in a particular geographical community.

Where either the number of members in a chapter becomes too large or the territory to be administered becomes too widespread, it is recommended that the chapter investigate the feasibility of establishing councils or additional councils.

The council or club is the basic unit to which Pioneer members normally belong. A council or club should have a full complement of officers and should conduct a full range of activities as prescribed in the recommended Rules of Operations under "Committees."

A council or club is organized under the provisions of and subject to, the Rules of Operations of the chapter. Clubs may report to Councils, or to Chapters, depending on the Chapter Structure.  Councils or clubs that report to the Chapter directly may prepare separate Rules of Operations to supplement the chapter Rules of Operations in order to specify in greater detail such matters as the membership, subordinate units and committees to be maintained.

Authorization
Although authorization for the formation on a new council or club from the Pioneers is not required, it is important to forward a new appendix to the chapter Rules of Operations, listing the new council or club, to the Pioneers Executive Director.

Steps to Take in Forming a Council or Club
The individual or group proposing the councilor club should first determine informally from the chapter executive committee (or the council executive committee, if the club reports through a council) whether the proposed unit is feasible. 

If the proposed unit is found to be feasible, the formal proposal to form a council, with the recommended name, should be submitted to the chapter executive committee (or the Council executive committee) in writing. This proposal should be submitted with enough lead time so the executive committee can act, ballots can be prepared, and officers elected by the date established by the chapter Rules of Operations or as specified by the executive committee.

The name of a living person should not be used to name a Council or Club. It is advisable to use a name related to the location of the unit. In any case, the chapter will authorize the use of the selected name.

Chapter Records

Record of Membership

Each Pioneer Chapter should maintain a record of the entire chapter membership, including affiliate, associate and honorary members. Section III, Membership, suggests data that membership records should contain.

Financial Records

Each Pioneer Chapter should maintain a detailed record of receipts and disbursements so that this data is readily available. 

Retention of Pioneer Records

All records should be kept up to date. If records are revised and reissued, only the updated versions should be kept. This will help prevent duplication and confusion.

Conducting an Effective Meeting

This section should give Pioneer officers and chairpersons the basic mechanics of conducting a meeting. It includes enough parliamentary law to conduct an orderly meeting and the essentials to be covered by minutes.

The Chairperson’s Responsibilities
A chairperson of a meeting should:

a) Call the meeting to order promptly at the scheduled time.

b) Welcome conferees, including guests, if there are any.  (Also introduce guests.)

c)
 Recognize members entitled to the floor.

d) 
Announce the business before the assembly in the order in which it is to be acted on.

e) 
Briefly outline the goals of the meeting.

f) 
Call for a reading of the minutes of the previous meeting and determine the corrections required including the final approval of the minutes, Arrange for recording the proceedings of current meeting.

g) 
Call for reports by committees.

h) 
Dispose of any unfinished business.

i) 
Call for and dispose of new business.

j)
Adjourn promptly when business has been concluded.

In addition, these items are worth considering:

a) Make adequate preparation for the meeting, such as items to be discussed and how they should be handled.

b) If formal action is required on a proposition, determine if a quorum is present.

c) A formal action requires:

(1) Making a motion; (2) a second; (3) amendments, if any; (4) discussion on subject, and (5) a formal vote. The chairperson should determine and say how the proposition is to be handled.

d) Encourage conferees to voice their opinions but not dominate the discussion.

e) Always maintain control of the meeting, and discourage separate simultaneous discussion. Without control, any meeting is ineffective.

f) When appropriate, offer interested guests an opportunity to contribute their ideas.

g) Notify persons in advance if they must make a report in a meeting so that they can prepare for it adequately.

h) Inform those present, when necessary, on a point of order or Practice that is pertinent to pending business.

i) Put to vote all questions which are regularly moved, or necessarily arise during the proceedings, and announce the result of the vote.

In debate, the presiding officer is referred to by official title and is addressed by prefixing Mr. or Madam to that title. The presiding officer should never use the personal pronoun "I"; but say instead "the chair," which means the presiding officer of the assembly, regardless of whether the position is permanent or temporary.

When a member has the floor, the chairperson cannot interrupt as long as the member obeys the rules of the assembly.

If members are reasonably prompt in exercising their right to speak or make motions, the chair cannot prevent their doing so by hurrying through the proceedings. A chairperson who appears to be partisan loses much of the ability to control those on the opposite side of the question. The chairperson should not express opinions on questions before the assembly.

When reports are to be made, the chairpersons should call on the different committees in order; when there is unfinished business, announce questions in their proper order, thereby always keeping control of the business.

The Meeting Procedure and Parliamentary Law
A chairperson must conduct the meeting fairly and impartially and make sure that justice prevails. This requires some knowledge of parliamentary procedure. However, since Pioneer meetings do not have to be handled with technical exactness, members do not need to be concerned with all the intricacies of parliamentary practice.

Courtesy and tact, a sense of humor, common sense and a spirit of friendliness--these are the vital elements of success as a chairperson.

All parliamentary procedure is based on four fundamental principles which are the standards for conducting a meeting:

· Justice and courtesy for all.

· Consider only one thing at a time.

· The majority rules.

· The minority has a right to be heard.

The four fundamentals of parliamentary law can be added to these standards:

· To facilitate action, not to obstruct it.

· To enable the assembled group to express its will.

· To give every member a fair hearing.

· To maintain order.

The order of business should cover:

· Approval of the minutes of the previous meeting.

· Reports of standing committees.

· Reports of special committees.

· Unfinished business.

· New business.

Conducting Regular Meetings
The officer should conduct regular business meetings as follows: Call the meeting to order, extend welcome, outline the goals and call on the Pioneer meeting secretary to read, or refer to, the minutes of the last meeting.

When this is done, the chairperson asks, "Are there any corrections to the minutes?"  If none are suggested, add, "There being none, the minutes stand approved."

If any corrections are suggested, the Pioneer meeting secretary records them. The chair then asks for further corrections.  If none, the minutes will stand approved as corrected.

Meeting Minutes

The Minutes should record basic information, such as: Name of Pioneer unit, location of meeting, title of meeting and date of meeting.  List presiding officers and all members and guests in attendance.  The Minutes should contain pertinent remarks of the presiding officer, as well as appropriate coverage of committee reports, motions and resolutions.

As soon as the minutes are approved, the chairperson says, "The next business in order is hearing the reports of the standing committees." Then the chairperson calls for committee reports:  "May we have a report from the committee?"

Having tended to the reports of the committees, the chair announces each item of business in order until the business of the meeting has been disposed of.

Someone then makes the motion to adjourn; like every other motion, this one cannot be made except by a member who has the floor.

Getting the Floor
Before a regular member can make a motion or address the assembly in debate, it is necessary to get the floor--that is, address the presiding officer by the official title: thus "Mr. Chairperson," or "Mr. President''; or if a woman (married or single), Madam Chairperson" or "Madam President."

If the regular member is entitled to the floor, the chairperson "recognizes" or gives over the floor by announcing the member's name. This is not necessary if the assembly is small and the members know each other, nor is it necessary for the chair to do more than nod in recognition that the member has the floor.

Motions
A motion is a proposal that the assembly take certain action or that it express itself as holding certain views. A motion is made by a member who gets the floor and says, "I move that" (which is equivalent to saying, "I propose that") and then states the proposed action. (See Exhibit I)

The chair may, and often should, guide the working of motions. Motions may be offered by persons who know what they mean but do not know just how to say it.  The motion should be worded so as to state exactly what the mover means. The chairperson may need to say, "If I understand you correctly, the motion is so and so," stating it in proper form.

If a motion is so complex or covers so much territory that it is unintelligible, a member may move to divide the question for the sake of clarity; if no one offers such a motion, the chair should suggest it. If a motion is slow to come, the chairperson may suggest a motion to be offered.

Seconding Motions
In general, every motion should be seconded. An exception is that a second to a nomination is not necessary.

The chairperson may proceed without waiting for a second if the motion is certain to meet with general favor, and yet members are slow about seconding it. Yet, any one may make a point of order that the motion has not been seconded. In that case, the chair is obliged to proceed formally and call for a second.  When a motion is not seconded at once, the better way is for the chair to ask, "Is the motion seconded?"  In a very large hall the chair should repeat the motion before calling for a second in order that all may hear.

After a motion has been made, no other motion is in order until the chair has stated the question on this motion, or has declared, after a reasonable opportunity has been given for a second, that the motion has not been seconded or has been ruled out of order.

Except in very small assemblies, the chair cannot assume that members know what the motion is and that it has not been seconded unless summarized by the chairperson.

A motion is seconded by a member saying, "I second the motion," or "I second it," which is done without obtaining the floor and in small assemblies without rising. In large assemblies and especially where nonmembers are scattered throughout the assembly, members should rise and, without waiting for recognition, say "Mr. Chairman, I second the motion."

Stating the Question

When a motion has been made and seconded, it is the duty of the chair, unless the motion is ruled out of order, to immediately state the question— that is, state the exact question that is before the assembly for its consideration and action.

For example, the chair may say, "It is moved and seconded that the following resolution be adopted (reading the resolution). Is there any question or discussion?"

Closing Debate
The chairperson cannot close debate except by order of the assembly, which requires a two-thirds vote.

When the debate appears to be finished, the chair should inquire, "Are you ready for the question?” If, after a reasonable pause, no one claims the floor, the chair assumes that no member wishes to speak and, standing, proceeds to put the questions.

Voting
The chair then proceeds to take a vote on the question: first calling for the affirmative, then for the negative, vote. In putting the question, the chair should clearly state the question that the assembly must decide.

If the question is on the adoption of a resolution, it should be read again, unless it has been read very recently.  The question should be put in a way similar to this: “The question is on the adoption of the resolution (which the chair reads).  Those in favor of the resolution say “aye”; those opposed say “nay.”  The “ayes” have it and the resolution is adopted; or, The “nays” have it and the resolution is lost.”

If the vote by voice is indefinite, the chair may say: “Those in favor of the motion rise”; and when they are seated, will continue: “Those opposed will rise.”

If this does not clearly determine the vote, the chair should say, “Those in favor of the motion (or those in the affirmative) will rise and stand until counted.”  When those standing are counted, the chair continues: “Be Seated.  Those opposed rise and stand until counted.”

Tabling a Motion

The purpose of tabling a motion is to enable the assembly to attend to more urgent business.  The pending question should be put aside in such a way that it may be considered again at the will of the assembly—as easily as if it were a new question but in preference to new questions.  It is in the interest of the assembly that this be done instantly.  The motion to table a motion is undebatable and requires only a majority vote.

Motions tabled are merely temporarily laid aside.  They may be taken from the table later in the meeting or at the next meeting.  Anyone may move to take a question from the table.  If motions are not taken from the table, they are in effect suppressed.
Receiving of Reports

The chair calls for the reports of such officers and standing committees as are required to make reports in the order in which they are arranged in the rules.  When these are completed, the chair then calls for the reports of the special committees in the order of their appointment.

When called upon, the reporting member (who is the chairperson of the committee unless another is appointed to make the report) addresses the chair and, when recognized, reads the report and hands it to the presiding officer or secretary.

Usually no motions are made or votes taken; these matters are all settled informally by general consent.

When the report of a committee has been presented to the assembly, and either read or handed to the chair or the secretary, the next business in order is the disposal of the report.  This depends on its nature:

1. If the report contains only a statement of fact or opinion for the information of the assembly, the reporting member makes no motion for its disposal as there is no need for action.  If any action is taken, the proper motion which should be made is to “accept the report.”  This has the effect of endorsing the statement and making the assembly assume responsibility for it.

2. If the report contains recommendations that are not in the form of motion, they should all be placed at the end of the report even if they have been given separately before.  The proper motion is to adopt the recommendations.

3. If the report concludes with a resolution or a series of resolutions, the reporting member should move that the resolution or resolutions be adopted or agreed to.  This method should be used whenever practical.

The Essentials of Minutes

Generally, the name is recorded of the member who introduced a main motion but the name of the person seconding is not recorded.

In the meetings of ordinary societies, there is no object in reporting debates or discussion. The duty of the Pioneer manager or secretary is mainly to record what is done by the assembly and not what is said by the members.

If a report containing resolutions has been agreed to, the resolutions should be entered in full as finally adopted by the assembly. For example: "The committee submitted a report with a series of resolutions which, after discussion and amendment, were adopted as follows." Then the resolution as adopted should be entered.

Committee Planning and Action

Committee planning and action largely account for the success of Pioneering activities. Furthermore, strong and active committees help materially in achieving good results in a chapter, council or club.

Standing and additional committees should be established to carry out Pioneer objectives and to meet specific needs in operating the chapter and its subordinate units.  
Councils and clubs should establish standing committees as outlined in the Chapter’s Rules of Operations and any other committees they need in order to administer their programs.  
The following outline can be very useful to the committee chairpersons in helping to organize their work.
Call Committee Together

1) Determine the size of the committee needed for the job to be done.

2) Select members of the committee after considering these factors.

a) Past performance of the individuals.

b)   The proposed members' interest, ability and initiative.

c) A balanced representation of men, women and minorities.

d) A balanced representation of experienced and new members.

e) Balanced interdepartmental representation.

f)  The geographical or jurisdictional area.

g) Availability of the individuals for committee work.

3) Set a meeting date and arrange, and hold the first and subsequent meetings.
SAMPLE REQUEST FOR MOTION form

Committee/Council/Club/LifeMemberClub:____________________________________________________
Name (person making request):  _________________________________________________________________
Contact Number:  __________________________    

Today’s Date:  ______________________
WHAT is being proposed? __________________________________________________________________________________________________________________________________________________________________________________________

WHY is the proposed motion needed?  (Identify the opportunity which is calling for a motion)

__________________________________________________________________________________________________________________________________________________________________________________________

WHAT will it accomplish? ______________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________

WHAT will it cost?  ____________________________________________________________________________

HOW will the money be raised? _________________________________________________________________
WILL there be an internal partner?_______________________________________________________________

WILL there be an external partner?_______________________________________________________________

WHERE is this activity to take place?  _____________________________________________________________

_____________________________________________________________________________________________

WHEN will the project begin and end?  ____________________________________________________________

_____________________________________________________________________________________________

SUBMIT TO:
PIONEER VOLUNTEERS

Street Address

City, State

OR FAX TO:
fax number

 (To be completed by Pioneer Administrator or Secretary)

MOTION seconded by: _________________________________      Date:  ___________________

______________Approved                   _______________Disapproved                ____________Amend
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