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Rules of Conduct General Meetings

Status:

In the event of any conflict between the Memorandum and Articles of Association of the Society and these Rules, the Memorandum and Articles of Association take precedence. 

Definitions:

In these Rules;

 "Company" means Suffolk Family History Society 

"Meeting" means the Annual General Meeting of members of the Society.

"Member" means any Member of the Society 

"Proxy” means the duly appointed representative of a Member 

"Secretary" means the Company Secretary of the Company 

Words importing the singular number shall include the plural and vice versa unless a contrary intention appears. 

Calling of Meetings 

Each Meeting shall determine the date and venue of the next Meeting. 

Additional Meetings may be convened by the Trustees or at the requisition of Members acting under Article of Association paragraph 5. 

Receipt of Notice:

All Members (including honorary), and the current Patron, shall be entitled to receive notice of Meetings and to attend and speak thereat. 

Non-receipt of such notice shall not affect the validity of the Meeting. 

Calling Notice 

It is the duty of every Trustee entrusted with a specific function, to send a written report to the Secretary for enclosure with the calling notice. If no report is necessary they shall advise the Secretary of this fact within the same time period. These reports shall be sent in line with the deadline day of the journal prior to the date of the meeting.

The calling notice, agenda, reports. draft minutes of the previous meeting and all other relevant papers shall be despatched by the Secretary to those entitled to receive them with the copy of the journal prior to the meeting.

The Chairman of the Trustees or such other person delegated by him/her shall chair the Meeting. 

Business and Agenda:

The agenda shall include priority items for the announcement of apologies for absence; for the approval for the minutes of the previous Meeting and discussion of matters arising there from not elsewhere on the Agenda; and for updates to the reports referred to in Rules.

The original substantive resolution properly proposed under Rules shall be included by the Secretary on the Agenda. 

The order of business shall be as the calling notice or otherwise as the chairman shall prescribe. 

The chairman shall have discretion to allow discussion of matters and determination of motions not specified in the agenda, provided they are within the Meeting's competence and are considered by the chairman to be urgent. 

Minutes:

Minutes of Meetings shall be made and kept by the Secretary. 

The names of those present and those apologising for absence shall be recorded in an attendance record accompanying the minutes. 

A copy of all reports and documents considered by the Meeting shall be kept with the minutes. 

A copy of the draft minutes shall be submitted for approval at the next Meeting where, subject to any amendments for accuracy, they shall be signed by the chairman and dated with the date of approval. 

Conduct:
The chairman shall have the right to refuse attendance to any member of the general public. 

When speaking, Members shall stand and address the Meeting through the chairman. If two or more Members rise the chairman shall call on one only to speak and the other or others who have stood shall then sit. While a Member is speaking the other Members shall remain seated unless rising on a point of order or in a personal explanation. 

Members shall direct their speeches to the question or motion under debate or to a personal explanation (when required) or to a point of order (when raised). 

A Member may rise on a point of order or in personal explanation and shall be entitled to be heard immediately.

A point of order shall relate only to an alleged breach of the Articles of Association or Rules or a point of procedure and the Member shall specify the Article, or Rules or point of procedure and the way in which the Member considers it has been broken. 

A personal explanation shall be confined to some material part of a former speech by the Member, which may appear to have been misunderstood in the current debate. 

Whenever the chairman rises during the Meeting any Member then standing shall at once be seated and no Member shall rise and speak until the chairman has sat down. 

The ruling of the chairman upon a point of order, question or precedence or upon the admissibility of a personal explanation shall be final. It shall not be open to discussion unless challenged by not fewer than 10 Members and unless two thirds of the Members present at the Meeting then vote to the contrary. 

In the event of disobedience to the chairman's authority, the vacating of the chair by the chairman shall effect an adjournment of the Meeting. 

Motions

Subject to Rules all original substantive motions (which term shall not include amendments to such motions or procedural motions) shall be proposed and seconded in writing by Members and shall be notified to the Secretary in writing by the deadline day for the journal with which the calling notice is to be despatched. 

No motion shall be discussed or determined at a Meeting unless it has been duly proposed and seconded by Members, provided that no seconder is required for motions moved by the chairman. 

When seconding a motion Members may, if they then declare their intention to do so, reserve their speeches until a later period of the debate. 

A Representative who has spoken on any motion shall not speak again whilst it is the subject of debate except:

to speak once on an amendment moved by another Member; 

in exercise of a right of reply; 

on a point of order; 

by way of personal explanation. 

The proposer of the motion shall be allowed 5 minutes and any other Representative including those proposing or seconding amendments shall be allowed 3 minutes. 

The proposer of a motion shall have the right of reply at the close of the debate on the resolution immediately before it is put to the vote. If an amendment is proposed, the proposer of the original motion shall also have a right of reply at the close of the debate on the amendment and shall not otherwise speak on the amendment. The proposer of the amendment shall have no right of reply to the debate on the amendment. 

When a motion is under debate no other motion shall be moved except amendments or procedural motions to close or adjourn the Meeting. 

Amendments to Motions

An amendment shall be relevant to the motion and shall 

be to leave out words; or 

be to leave out words and to insert or add other words; or 

to insert or add words; 

but such omission, insertion or addition of words shall not have the effect of introducing a new proposal into or negating the motion before the Meeting. 

Only one amendment may be moved and discussed at a time and no further amendment shall be moved until the amendment under discussion has been disposed of. 

If an amendment is lost, other amendments may then be moved on the original motion. If an amendment is carried, the motion as amended shall take the place of the original motion and shall become the motion upon which any further amendment may be moved. 

A motion or an amendment may be withdrawn by the proposer with the consent of the seconder and of the Meeting, which shall be signified without discussion and no Member may speak upon it after the proposer has asked permission for its withdrawal, unless such permission shall have been refused. 

Procedural Motions

A Member who has not previously spoken to the motion may move without comment at the conclusion of a speech of any other Member

"that the Meeting proceed to the next business" 

"that the motion be now put" 

"that the debate be now adjourned" 

"that the Meeting do now adjourn" 

and on the seconding of the same the chairman shall proceed as set out in these Rules. 

On a motion to proceed to the next business, unless in the opinion of the chairman the matter before the Meeting has been insufficiently discussed, the chairman shall first give the mover of the original motion a right of reply and then put to the vote the motion to proceed to the next business. 

On a motion that "the question be now put", unless in the opinion of the chairman the matter before the Meeting has been insufficiently discussed, the chairman shall first put to the vote the motion that "the question be now put" and if it is passed then give the proposer of the original motion the right of reply under Rules or Bye-Laws before putting the motion to the vote. 

On a motion "to adjourn the debate or the Meeting", if in the opinion of the chairman the matter before the Meeting has been insufficiently discussed and cannot reasonably be sufficiently discussed on that occasion, the chairman shall put the adjournment motion to the vote without giving the mover of the original a right to reply on that occasion. 

Voting

Except where specifically provided, all questions shall be decided by majority of Members present and voting. 

Voting shall be by show of hands except that, when requested by a Member, a secret written vote shall be taken, this vote will also include proxy votes held. 

A Voting Member dissenting from the vote may require that dissent to be recorded. 

Variation:

These Rules may be added to, altered or amended by a motion carried at a Meeting of the Trustees. Such amendment shall be recorded in the Minutes of that appropriate Committee. 

Following any addition, alteration or amendment to these Rules the Secretary shall arrange for the up-dating of the Rules and their re-issue as soon as practicable. 
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