Foundation Standard 8
Teamwork
INSTRUCTIONAL ACTIVITIES

1. Instruct the student to read Diversified Health Occupations.
2. Instruct the student to define the key terms.

3. Refer to the Teacher’s Resource Kit for Diversified Health Occupations, leadership lesson refer to the Teacher’s Resource Kit for Diversified Health Occupations.
4. Distribute parliamentary procedure terminology sheet.

5. Refer to South Carolina HOSA Advisor Handbook, available in CD format from SC HOSA.

6. Discuss related health careers and have guest speakers from professional organizations.

7. View available resources, available through national HOSA, 1-800-321-HOSA or www.hosa.org and www.schosa.org.
8. Instruct the student to take notes and participate in class discussion and activities.  (See notes in the Diversified Health Occupations: Teacher’s Resource Kit.)

9. Define supplemental key terms.

10. Review parliamentary terminology, agenda, and meeting model.

11. Complete Health Occupations Students of America worksheet.

12. Complete HOSA-Find-Someone-Who activity and HOSA Seek and Find.

13. Complete terminology self-check.

14. Complete officer match.

15. Complete Internet exploration worksheet of professional organizations.

16. Complete values survey.

17. Complete interpersonal relationships word puzzle.

18. Complete teamwork group activities.

19. Complete Lost on the Moon.

20. Complete teamwork activity Who Shall Survive?

21. Complete teamwork rubric.

22. Communicate the members of the healthcare team.

INSTRUCTIONAL MATERIALS/RESOURCES

1. Thomas.  Tabor’s Cyclopedic Medical Dictionary.
2. Simmers. Diversified Health Occupations.
3. Simmers. Diversified Health Occupations: Teacher’s Resource Kit.
4. Simmers. Diversified Health Occupations: Workbook.
5. Colbert.   Workplace Readiness for Health Occupations.
6. PowerPoint presentations:
[image: image1.wmf]"8 steps to 

process a main motion.ppt"

[image: image2.wmf]"Parlimentary 

Procedure(2).ppt"

[image: image3.wmf]"Parlimentary 

Procedure(1).ppt"

[image: image4.wmf]ParliPro.ppt

[image: image5.wmf]"Maslow’s 

Hierarchy of Human Needs.ppt"

[image: image6.wmf]HospOrg.Structur

e.ppt

[image: image7.wmf]"11 FACTS OF 

LIFE.ppt"

[image: image8.wmf]ParliamentaryPro

cedure3.ppt






Terminology

Accept – to adopt or approve a motion, report, or statement.

Address the chair – use the correct title of the presiding officer when seeking recognition.

Adjourn – the motion to adjourn ends a meeting.

Agenda – sometimes referred to as the “order of business,” it is a specific list of items to be completed during a stated meeting.

Amend – the motion to amend is a motion to modify the wording of a main motion.

Announce the results – the declaration by the chair of the results of the vote.

Appeal – the motion to appeal provides a way for a member to question the chair’s decision.  It must be stated immediately after the chair states its decision.

Assembly – the body of people who assemble for a meeting.

Ballot – a method of voting where each member’s vote is kept secret.

Call to order – an announcement by the presiding officer convening the meeting.

Chair – the presiding officer is referred to as the chair.

Committee – a group of members chosen for a certain task.

Debate – any form of discussion on the merits of a motion.

Deliberative assembly – the kind of gathering in which parliamentary law is applicable.  The basic term for a body of persons who are meeting to discuss and determine common action.

Election – the final step in selecting a person to fill an office.

Ex-officio – by virtue of office.

Gavel – the recognized symbol of authority.

Germane – closely related to—used in relation to amendments.

Incidental motions – arise out of matters concerning business procedures or conduct; therefore, must be disposed of at once.

Terminology continued
Main motion – a motion in which introduction brings business before the assembly; such a motion can be made only while no other motion is pending.

Majority vote – direct approval by one more than half of the members present and voting on a particular matter, in a regular or properly called meeting at which the necessary minimum number of members is present.

Meeting – the event of a body of people assembled to transact business.

Member – a person having the right to full participation in the proceedings of an assembly.

Minutes – a written record of the proceedings of a meeting.

Motion – a formal proposal by a member, in a meeting, that the assembly take certain action.

Nomination – a proposal of a candidate for an office.

Obtain the floor – a member is recognized by the chair as having the exclusive right to be heard at that time.

Out of order – any exception to the adopted rules of order.

Parliament – a word used to describe any important meeting held for the purpose of discussion and later used to refer to the English parliament (lawmaking body).

Parliamentary law – originally was the name given to the rules and customs for carrying on business in the English parliament, which were developed through a continuing process of decisions and precedents somewhat like the growth of the common law.

Parliamentary procedure – a term which refers to parliamentary law as it is followed in any given assembly or organization, together with whatever rules of order the body may be adopted.

Pending – a question is said to be pending from the time it is stated by the chair until it is disposed of either temporarily or permanently.

Pluarity vote – the largest number of votes to be given any candidate; or, when three or more choices are possible, the candidate or proposition receiving the largest number of votes has a plurality.

Precedence – a question takes precedence over another when it overrides the pending motion and becomes the immediately pending motion.

Terminology continued

Precedent – the fact or right of being ahead in rank, place, or time.

Presiding officer – conducts the meeting and sees that the rules are observed (the chair).

Privileged motions – motions of such urgency and importance that they outrank all other motions and may be introduced at any time during the meeting to settle a question of immediate importance.

Putting the question – putting the motions to a vote.

Question – a motion that has been stated by the chair and is, therefore, business that has become the property of the assembly.

Quorum – the minimum number of members who must be present at the meetings of a deliberative assembly for business to be legally transacted.

Recognized – the chair announces the name or title of the person who wishes to obtain the floor.

Refer to committee – the motion to refer to a committee is generally used to send a pending question to a relatively small group of selected persons—a committee—so that the question may be carefully investigated and put into better condition for the assembly to consider.

Robert’s rules of order (newly revised) – the most frequent adopted standard of authority formally used by organizations.  Such rules related to the orderly transaction of business in meetings and to the duties of officers in that connection.

Second – a second member agrees that the motion should come before the assembly.

Stating the question – the formal placement by the chair before an assembly of a motion that is in order and has been seconded.

Subsidiary motions – motions used for the purpose of altering, changing, modifying, delaying, considering, and disposing of main motions.

Sustain – uphold a ruling.

Take from the table – a motion that automatically causes a main motion to become pending.

Two-thirds vote – expressed approval of at least two-thirds of those present and voting.

Terminology continued

Unclassified motions – motions of lower rank than incidental or privileged motions and that cannot be classified.

Voting – the means by which motions are accepted or rejected by an assembly.

Yields – a question gives way to a motion of higher rank, or a member resumes his/her seat.

Parliamentary procedure
agenda: order of business

1. Call to order 

· Start on time 

· President checks for presence of quorum 

· Raps once with gavel, saying: the meeting will come to order 

· Quietly waits for order 

2. Opening ceremonies 

· Optional: may consist of invocation, flag ceremony, etc. (if prayer or 

country, remember God before country; otherwise, flag/country before 

3. Introduction of guests 

· Optional: chair introduces guests from most important to least important, if 

any. 

4. Roll call 

· Rarely used: some organizations have a roll call of officers. Secretary calls 

roll and it is recorded in the minutes. 

5. Reading and approval of the minutes 

· Minutes are not printed and distributed, are read by the secretary, and are 

approved by general consent - the motion is assumed by the chair 

· Approval is stated either as read/printed or as corrected 

· Secretary’s minutes are legal documents - contain only what is done, not 

what is said 

6. Reports of officers 

· The president or vice president may make a report from time to time in 

relation to administrative duties. 

· Correspondence - secretary reads first from whom the letter has come. 

· Summarizes information when possible. Any action required, taken 

immediately: example would be a resignation. 

· Treasurer’s report - at regular meetings, very brief. After questions, it is 

filed. At annual meeting, very detailed and already audited. Auditor’s 

report is adopted, not the treasurer’s report. 

7. Report of executive board 

· Read by the secretary, generally for information only. 

· Contains all action taken by the board. 

· If recommendations included, secretary makes motion to implement, and 

action taken immediately. 

8. Reports of standing committees 

· Made in order listed in the bylaws 

· Chair calls on only those with reports to make 

· If recommendations included, chairman or reporting member makes the 

motion to implement, any action is then taken immediately 

9.
Reports of special committees 

· Called upon in order they were appointed, and only those prepared or 


required to make a report.

· Recommendations handles as in item 8.  If committee makes its final 


report, its work is completed and it goes out of existence automatically.

10.
Special orders 

· Items of business postponed from a previous meeting or earlier in the 

current meeting by a 2/3 vote are special orders and are taken up before other general business. 

· Also matters required by the bylaws to be taken up at a specific meeting, 

such as election of officers are special orders 

11.
Unfinished business and general orders 

· Chair announces this item, does not call for it 

· Consists of business left unfinished at previous meeting or business 

· postponed to this meeting by a majority vote, if the organization meets at 

least quarterly 

12.
New business 

· Chair calls for new business 

· This is the members’ opportunity to bring before the organization items in 

which they are interested 

· Must fall within the objects of the organization as provided by the bylaws 

· The main motion is used to introduce items of new business 

13.
Program (optional) 

· Chair calls upon the program chairman who presents the program 

· The chair does not turn the meeting over to this chairman, merely assigns 

him/her the floor 

· Chair remains in control of meeting from call to order to adjournment 

14.
Announcements 

· Optional: announcements from others should be written on cards and read 

by the chair, to control the flow of the meeting 

15.
Adjournment 

· Chair asks: “Is there further business to come before the assembly?”

If there is more business, it is handled
if not, the chair says: “There being no further business to come before the assembly, the meeting is adjourned.” 

· The chair does not need to call for a motion to adjourn from the assembly. 

He/she simply declares the meeting adjourned when there is no further 

business (motion by consensus) 

Verias Model Meeting 

Presiding officer: The regular meeting will come to order. 

The invocation will be given by ______________ 

Invocation 

Presiding officer: __________________ will lead the assembly in the Pledge of Allegiance to the Flag. 

Pledge 

Presiding officer: the secretary will call the role. 

Roll call 

Presiding officer: the secretary will read the minutes of the previous meeting. 

Secretary: reading of the minutes 

Presiding officer: are there any corrections? 

Member: Mr. President. The day of the meeting is incorrect. We held this meeting on the 3rd Wednesday instead of the 2nd Wednesday. 

Presiding officer: Are there further corrections? (pause) Hearing no further corrections, the minutes are approved as corrected. 

The next business in order is hearing the reports of the officers. 

The treasurer will report 

Treasurer: Treasurer’s report 

Presiding officer: the report of the treasurer will be filed for audit. 

The vice president will report. 

Vice president: vice president’s report 

Presiding officer: the next business in order is hearing reports of the standing committees. 

Chairman will give the membership committee’s report. 

Membership committee report 

Chairman of committee: the membership committee has mailed 4 applications for membership and hopes to have names to propose for student membership at the next meeting. Two students will take the nap membership exam next week. 

Presiding officer: the education committee report will be given by ________________, chairman. 

Education committee report 

Chairman of Committee: on behalf of the Education Committee, I move that the Verias unit sponsor a workshop on July 25. 

Presiding officer: Since the motion originates from a committee, no second is necessary. It has been moved that the Verias unit sponsor a workshop on July 25. Is there any discussion? 

Member: Mr. President 

Presiding officer: ___________________ 

Member: I move to amend by striking July and inserting August. 

Member: Second 

Presiding officer: It has been moved and seconded to amend by striking July and inserting August. Is there any discussion? 

Member: Mr. President 

Presiding officer: ___________________ 

Member: The district six conference is scheduled for July 25 and many of us will be attending therefore I speak in favor of the amendment. 

Presiding officer: Is there further discussion on the amendment? Are you ready for the question? The question is on striking July and inserting August. As many as are in favor, say aye. Those opposed no. The ayes have it; the adopted and we will strike July and insert August. The question is on the motion that the Verias unit sponsors a workshop on August 25. Is there any discussion? Are you ready for the question? As many as are in favor, say aye. As many as are opposed, no. The ayes have it and the Verias unit will sponsor a workshop on August 25. 

If there is no objection, the education committee will handle all arrangements. 

The next business in order is hearing reports of the special committees. Is the committee to which was referred the motion to publish a parliamentary skit book ready to report? 

Chairman of special committee: The committee appointed to publish a parliamentary skit book makes the following report: Skits are being written by our members and copies of all submitted skits will be sent to each member for evaluation, then Donna Reed and Janice Worthington will check each skit for parliamentary accuracy. After determining how many skits we can use, we can determine the size of the book, the quantities we need and the printing cost. 

Presiding officer: The next business in order is unfinished business and general orders. There is no unfinished business, however, we do have a general order for the meeting. According to the bylaws, this is the meeting at which the delegates to the TSAP Convention are elected. The TSAP treasurer informs us that we are entitled to 2 delegates and 2 alternates. Nominations are now in order for delegates to the TSAP convention. 

Member: I nominate Jessie Morris 

Member: I nominate Maydelle Grubbs 

Member: I nominate Marti Atkerson 

Presiding officer: Jessie Morris, Maydelle Grubbs and Marti Atkerson have been nominated. Are there further nominations? (pause) There being no further nominations, the chair declares nominations closed. The chair appoints Alma Carter and Janice Worthington to be tellers. The tellers will now distribute the ballots. 

(tellers distribute ballots) 

Presiding officer: has everyone voted? (pause) The tellers will now count the votes. 

Chairman of tellers: Mr. President. The tellers report as follows:
9 entitled to vote
5 to elect
Jessie Morris received 8 votes
Maydelle Grubbs received 7 votes
Marti Atkerson received 3 votes
1 blank ballot

Presiding officer: The Chair declares Jessie Morris and May Delle Grubbs elected as delegates to the TSAP Convention. Nominations are now in order to alternatives to the TSAP Convention. 

Member: I nominate Marti Atkerson 

Member: I nominate Alma Carter 

Presiding officer: Are there further nominations? (pause) There being no further nominations, the chair declares nominations closed. According to our bylaws if there are only as many nominated as positions to be elected, we may vote viva voice. As many as are in favor of Marti Atkerson and Alma Carter as alternatives to the TSAP Convention, say aye. Those opposed, no. The ayes have it and we have elected Marti Atkerson and Alma Carter as alternatives to the TSAP Convention. 

The next business in order is new business. Is there any new business? 

Member: Mr. President 

Presiding officer: _____________________ 

Member: I move that the Verias unit provide funds for the purchase of armadillo food to be distributed to various nature preserves during the winter months. 

Member: Second 

Presiding officer: It has been moved and seconded that the Verias unit provide funds for purchase of armadillo food to be distributed to various nature preserves during the winter months. Is there any discussion? 

Member: Mr. President 

Presiding officer: _____________________ 

Member: I move to amend the motion by adding the words “an write a letter to the governor” after the word “months”. 

Member: Second 

Presiding officer: It has been moved and seconded to amend the motion by adding the words “and write a letter to the Governor” after the word “months”. The motion as amended would read that the Verias unit provide funds for the purchase of armadillo food to be distributed to various nature preserves during the winter months and write a letter to the governor. Is there any discussion? 

Member: Mr. President, I rise to a point of order. 

Presiding officer: The member will state his point. 

Member: I believe that the amendment is not germane. 

Presiding officer: The point is well taken. The amendment is not germane and will not be considered. The motion is that the Verias unit provides funds for the purchase of armadillo food to be distributed to various nature preserves during the winter months. 

Member: Mr. President, I rise to a point of information. 

Presiding officer: The member will state his point. 

Member: I would like to inquire as to whether or not we have sufficient funds available to provide for this additional expense. 

Presiding officer: Will the treasurer please provide the figure that we currently have available to provide for this unbudgeted expense. 

Treasurer: Mr. President, we currently have available in our contingency fund in the amount of $3,995.00. 

Member: Mr. President 

Presiding officer: ________________________ 

Member: Mr. President, our speaker must leave, therefore I move to lay on the table the motion that the Verias unit provide funds for the purchase of armadillo food. 

Member: Second 

Presiding officer: It has been moved and seconded to lay on the table the question that the Verias unit provide funds for the purchase of armadillo food to be distributed to various nature preserves during the winter months. As many as are in favor of the motion say aye, those opposed, no. The ayes have it and the motion to lay on the table is carried. The question that the Verias unit provides funds for the purchase of armadillo food to be distributed to various nature preserves during the winter months is laid on the table. 

The chair is pleased to have the program chairman introduce our speaker. 

Guest speaker 

Presiding officer: The chair thanks Mr. X for an informative lesson and express appreciation to the program chairman for arranging this for our benefit. 

Is there further new business? 

Member: Mr. President 

Presiding officer: ________________________ 

Member: Mr. President, I move to take from the table the motion that the Verias unit provides funds for the purchase of armadillo food to be distributed to various nature preserves during the winter months. 

Member: Second 

Presiding officer: It has been moved and seconded to take from the table the motion that the Verias unit provide funds for the purchase of armadillo food to be distributed to various nature preserves during the winter months. As many as are in favor say aye. Those opposed, no. The ayes have it and the motion that the Verias unit provide funds for the purchase of armadillo food to be distributed to various nature preserves during the winter months is taken form the table. The question that is before the assembly now is that the Verias unit provides funds for the purchase of armadillo food to be distributed to various nature preserves during the winter months. Is there additional discussion? 

Member: Mr. President 

Presiding officer: ___________________________ 

Member: Mr. President, I move the previous question. 

Member: second 

Presiding officer: the previous question has been called. As many as are in favor please rise. Thank you, you may be seated. As many as are opposed, please rise. Thank you, you may be seated. There being 2/3 in the affirmative, the previous question has been called. The question is on the motion that the Verias unit provide funds for the purchase of armadillo food to be distributed to various nature preserves during the winter months. As many as re in favor, say aye. Those opposed, no. The ayes have it and the motion is adopted and the Verias unit - 

Member: division 

Presiding officer: a division is called for. As many as are in favor, please rise. Thank you, you may be seated. As many as are opposed, please rise. Thank you, you may be seated. The ayes have it, the motion is adopted and the Verias unit will provide funds for the purchase of armadillo food to be distributed to various nature preserves during the winter months. Is there any objections to having the social services committee handle this project (pause) hearing no objection, the social services committee will handle this. Is there further new business? 

Member: Mr. President 

Presiding officer: _________________________ 

Member: Mr. President, if there is no objection, I would like to read an excerpt from the armadillo breeder’s journal, entitled “how to get the best results from your breeding stock”. 

Presiding officer: is there any objection? 

Member: Mr. President 

Presiding officer: _________________________ 

Member: Mr. President, this meeting has gone on long enough and we need a break. I object as I have no interest in this subject at all and it certainly has nothing to do with parliamentary procedure. 

Presiding officer: there has been an objection; therefore we will vote on whether the member may read this excerpt. As many as are in favor, say aye. Those opposed, no. The nos have it and the member will not be permitted to read the excerpt. Your president suggests that those interested in this article talk directly to the member following this meeting. Is there further new business? 

Member: Mr. President 

Presiding officer: ___________________ 

Member: Mr. President, it is time for the luncheon and I move that we adjourn until 1:30 pm this afternoon. 

Member: second 

Presiding officer: it has been moved and seconded that we adjourn until 1:30 pm this afternoon. Is there any discussion? 

Member: Mr. President, I rise to a parliamentary inquiry. 

Presiding officer: state you inquiry. 

Member: Mr. President, you cannot debate a motion to adjourn. 

Presiding officer: the point is well taken; ________________, however ronr is not in agreement. If you move to adjourn, then of course there is no debate but this motion was qualified be setting a specific time and therefore it is both debatable and amendable. 

Member: Mr. President 

Presiding officer: _____________________ 

Member: I move to amend by striking out 1:30 pm and inserting 2:00 pm. 

Member: second 

Presiding officer: it has been moved and seconded to amend the motion by striking out 1:30 pm and inserting 2:00 pm. Are you ready for the question? 

Member: Mr. President 

Presiding officer: ____________________ 

Member: I wish to speak for the motion. We will not have time for lunch and the luncheon panel discussion if we set 1:30 pm as the time we go back into session. 

Presiding officer: are you ready for the question? The question is on striking 1:30 and inserting 2:00 pm. As many as are in favor say, aye. Those opposed, no. The ayes have it and the motion is adopted and we will strike 1:30 pm and insert 2:00 pm. The question before the assembly is that we adjourn to 2:00 pm this afternoon. As many as are in favor, say aye. Those opposed, no. The ayes have it and the motion is adopted. The assembly is adjourned until 2:00 pm this afternoon. 

Health Occupations Students of America (HOSA)

Lecture Guide for Students

by Nancy Allen

1. HOSA is a (n) ___________, a pronounceable word made from __________.

2. Headquarters: 6021 Morris rd, Suite 111, Flower Mound, TX 75028.

3. Toll-free number – 1-800-321-HOSA

4. Website: www.HOSA.org
5. Nonprofit educational association of  ________________ members 

preparing for a career in ____________________.

6.        Five divisions:

1. __________: students enrolled or have been enrolled in high school  __________ programs.

2. __________ / __________: students enrolled in technical colleges or colleges/universities

3. __________: students not enrolled in __________, but interested in the healthcare profession

4. __________: former HOSA members

5. __________: persons who are associated with hoe in professional capacities

7.
Mission:  Enhance the delivery of compassionate quality healthcare by providing opportunities for __________, __________, and __________ development for health science technology students, therefore helping to meet the needs of the __________ __________ __________.

8. 
Membership:  70,000+ in 2000+ chapters in __________ states including the   District of Columbia and Puerto Rico.

9.
Publications
1. HOSA E-magazine

2. National HOSA handbook

3. NLC guide (______________________)

10.

Official HOSA Emblem

1.
Circle: 



2.
Triangle: 




3.
Hands: 



4.
Founded in: 






 

11.      HOSA  Colors
1. ___________

2. ___________

3. ___________

12.     HOSA Motto:  ________________________________________

13.      Theme for current year:
_____



_____

14.     HOSA creed written by student from 


15.     SC-HOSA: ___________association composed of _____________ chapters.  The local chapter________ is the HST __________.

16.      Parliamentary procedure:  set of ________ for _____________ a _____________ meeting in an _____________ and _____________ manner.  This is based on ____________________________.

17       Elected officers
1. President:  presides over all __________meetings, supervises all efforts of ______________ and __________________.

2. Vice-president: ____________________for president; serves as program _______________.

3. Secretary:  prepares and reads ______________, compiles and sends membership to _______________ through electronic ______________ handles all chapter correspondence.

4. Treasurer:  keeps _____________________ records of the chapter

5. Historian/reporter:  chairperson for annual chapter _______________ and supervises all printed or published information.

18.

SC HOSA Fall Leadership Conference is held _____________ in __________________ for the purpose of ____________________.

19.

Benefits of HOSA
1. Career planning

2. Development of leadership qualities

3. Development of technical and communication skills

4. Involvement

5. Self-confidence/self-esteem

6. Opportunities for recognition and scholarship

7. Networking/travel

8. Academic achievement

20.

Levels of HOSA
1. Local

2. Regional

3. State

4. National

21.      Health Occupations Students of America (HOSA) competitive events


A program offering an opportunity for students to develop ______________ and expand ______________ they have learned in the classroom.
22. 
The competitive events program consists of over 50 events in five categories.


Category I - Health Occupations Related Events


Category II- Health Occupations Skills Events


Category III – Individual Leadership Events


Category IV – Team Leadership Events



Category V – Recognition Events

Health Occupations Students of America (HOSA)

1st, 2d, and 3d place winners at regional events represent the local chapter at the state leadership conference on ________________ in ______________ at the _________________________.

1st 2d and 3d place winners at the state events represent the local chapter and South Carolina HOSA at the national leadership conference on _____________ in ____________________.


See guidelines for HOSA competition, Section B of the HOSA Handbook, www.hosa.org
23.
State Leadership Conference competitions:
1. T-shirt contest

2. Theme contest

24. 
The official HOSA uniform is __________________________________

25.     HOSA’s National Service Project is  ___________________________

Answer Key for HOSA Lecture Guide

Blanks are shown for competitive events, as HOSA advisors will want to list each year as events are expanded. Also, blanks are shown for HOSA theme and conference dates and locations as these items change annually.

1.   HOSA is an acronym; a pronounceable word made from initials.

2.   Headquarters:  6021 Morris Rd., Suite 111, Flower Mound, TX 75028

3.   Toll-free number: 1-800-321-HOSA

4.   Website:  www.HOSA.org
5. Nonprofit educational association of student members preparing for healthcare careers.

6. Five divisions:
· Secondary–students enrolled or have been enrolled in health science programs.

· Postsecondary/collegiate–students enrolled in tech schools and colleges/universities

· Associate–students not enrolled in HST, but interested in healthcare profession.

· Alumni–former HOSA members

· Professional–persons who are associated with healthcare or health science in professional capacities

7. Mission:  enhance the delivery of compassionate quality healthcare by providing opportunities for knowledge, skill, and leadership development for health science technology (HST) students, therefore helping to meet the needs of the healthcare community.

8.
Membership: 70,000+ in 2,100+ chapters in 40 states including the District of Columbia and Puerto Rico

9.
Publications
1. HOSA E-magazine

2. National HOSA handbook

3. NLC guide (National Leadership Conference Guide)

10. Official HOSA emblem
1. Circle:  continuity of care 
2. Triangle:  three aspects of humankind: physical, social, and mental
3. Hands:  caring HOSA member
4. Founded in 1976
11. HOSA Colors
1. Maroon
2. Navy
3.
Medical white
12.  Motto:  “The hands of HOSA mold the health of tomorrow”
13. Theme:  (changes each year ––www.hosa.org for current theme)
























_____________________

14. HOSA creed written by student from SC.

15.
SC-HOSA: state association composed of local chapters.  The local chapter advisor is the HST teacher.

16. Parliamentary procedure:  set of rules for conducting a business meeting in an organized and efficient manner.  This is based on Robert's Rules of Order.

17. Elected officers
1. President:  presides over all chapter meetings, supervises all 


efforts of committees and officers.

2. Vice-president: substitutes for president; serves as program 


Chairperson.

3. Secretary:  prepares and reads minutes, compiles and sends membership to national through electronic affiliation, and handles all chapter correspondence.

4. Treasurer:  keeps financial records of the chapter.

5. Historian/reporter:  chairperson for annual chapter scrapbook 


and supervises all printed or published information.

18. SC HOSA Fall Leadership Conference is held annually in Columbia for the purpose of leadership development of local chapter officers.

19. Benefits of HOSA
1. Career planning

2. Development of leadership qualities

3. Development of technical and communication skills

4. Involvement

5. Self-confidence/self-esteem

6. Opportunities for recognition and scholarship
  

7. Networking/travel

8. Academic achievement

20. Levels of HOSA
1. Local

2. Regional

3. State

4. National

21. HOSA competitive events

A program offering an opportunity for students to develop skills and expand 

knowledge they have learned in the classroom.

Visit www.hosa.org for current listing of competitive events.

Category I – Health Occupations Related Events

Category II– Health Occupations Skills Events

Category III– Individual Leadership Events

Category IV – Team Leadership Events

Category V – Recognition Events

1st, 2d, and 3d place winners at regional events represent local chapter at state leadership conference on _________________ in _________________ at the _________________. (Changes annually, visit www.schosa.org for current dates and location)

1st, 2d, and 3d place winners at the state events represent local chapters and SC at the National Leadership Conference on __________ in _______. (Changes annually, visit www.hosa.org for current dates and location)

23.  State leadership conference:
1. T-shirt contest

2. Theme contest

24.  Official HOSA Uniform http://www.hosa.org/natorg/StudentHandbookB.pdf
        (page 9)

25. HOSA’s National Service Project involves the sponsorship of a national healthcare organization by local HOSA chapters. The voting delegates at the national leadership conference will select the one organization for the National Executive Council’s three nominees. The local chapter will then plan service projects to support the organization. 

(Ex. American Cancer Society, Children’s Miracle Network, Make-a-Wish Foundation, St. Jude’s Children’s Research Hospital)

HOSA-Find-Someone-Who
by Nancy Allen

Find someone in this class or someone who is not on your team who knows an answer to a question on this worksheet.  After interviewing that person, write the answer in your own words.  The person must initial beside the answer s/he has discussed with you.  Continue throughout the room looking for answers and interviewing fellow HOSA members who can help you to complete this worksheet.  Do not interview the same student more than twice.  You will have twenty minutes to complete this activity.

Questions

Answers

Initials

1. Define HOSA 

2. HOSA colors 

3. Five HOSA officers elected

4. HOSA motto

5. Current theme

6. Four levels of HOSA

7. An alumni member is

8. Who is the chapter advisor?

9.
Who can become HOSA members?

10.
Name two career and technical student organizations

11.
Name five benefits of HOSA


12.
Number of states affiliated with national HOSA

13.
National HOSA telephone number

14.
National HOSA web site

15.
National HOSA e-mail address

16.
Name as many competitive events as you can recall

17. When and where is this year’s fall leadership conference?

18. When and where is this year’s state leadership conference?

19. When and where is this year’s national leadership conference?

20.
Name the best HOSA chapter in South Carolina (you'd better not miss this one!)

Answer key

HOSA-Find-Someone-Who

Find someone in this class or someone who is not on your team who knows an answer to a question on this worksheet.  After interviewing that person, write the answer in your own words. The person must initial beside the answer s/he has discussed with you.  Continue throughout the room looking for answers and interviewing fellow HOSA members who can help you to complete this worksheet.  Do not interview the same student more than twice.  You will have twenty minutes to complete this activity.

Questions

Answers

Initials

1. Define HOSA:  health occupations students of america
2. HOSA colors: navy, maroon, and medical white
3. Five HOSA officers elected: president, vice-president, and secretary, treasurer, historian, reporter, parliamentarian (may vary among chapters)

4. HOSA motto:  “The hands of HOSA mold the health of tomorrow”

5. Current theme changes each year after the national leadership conference.  Check with national HOSA

6. Four levels of HOSA local, regional, state, and national
7. An alumni member is students who were members of HOSA, but are no longer enrolled in a healthcare program

8. Who is the chapter advisor?  The Health Science Technology or Health Occupations Teacher.

9. Who can become HOSA members?  Secondary (students enrolled in a Health Science Technology program in high school), postsecondary (students enrolled in a health science technology program after graduation from high school), and associate (students not enrolled in a health science technology program, but are interested in a career in health professions).

10.
Name two career and technical student organizations:  Business Professionals of 


America, DECA-an Association of Marketing Students, Future Business Leaders of America (FBLA), Family, Career, and Community Leaders (FCCLA), National FFA Organization (agricultural education), Skills USA (technical, skilled and service education), Technology Student Association (TSA)

11.
Name five benefits of HOSA: goals of career planning, development of leadership qualities communication skills, involvement, building self-esteem and confidence, opportunities for recognition, scholarship, networking and travel.

12.
Number of states affiliated with National HOSA: 33 states including the District of Columbia, and Puerto Rico

13.
National HOSA telephone number:  1.800.321.HOSA
14. National HOSA web site: www.HOSA.org 

15. National HOSA e-mail address: HOSA@HOSA.org
16. Name as many competitive events as you can recall refer to South Carolina HOSA Advisor handbook.

17. When and where is this year’s fall leadership conference? Varies from year to year
18. When and where is this year’s state leadership conference?  Varies from year to year

19. When and where is this year’s national leadership conference? Varies from year to year

20. Name the best HOSA chapter in South Carolina (you'd better not miss this one!) Your school’s chapter
Name


Date 





HOSA SEEK AND FIND

The words listed below can be found in the puzzle in horizontal, vertical, diagonal, and reverse directions.  Circle words as you find them and check them off the list.
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HOSA SEEK AND FIND

The words listed below can be found in the puzzle in horizontal, vertical, diagonal, and reverse directions.  Circle words as you find them and check them off the list.
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Terminology Self-Check

Match the definitions in column A with their terms in column B.

Column A

____ 1.
Student enrolled in an approved


Health Science Technology education

     
program; must be member of state

organization in order to hold offices at the local, state, and national levels.

____ 2.
Person appointed at the state level to advise and provide leadership for the state association.

____ 3.
Person(s) designated by local school administration to advise and provide leadership for the local HOSA chapter.

____ 4.
Student organization at the national


level for students enrolled in Health


Science Technology programs.

____ 5.
Person who may be associated with or


who has participated in the development


of the Health Science Technology


student organization at the local, state,


or national conferences.

____ 6.
Student chosen to represent the local

Column B

a. HOSA (Health Occupations 


Students of America)

b. Local chapter advisor(s)

c. Active member

d. Professional member

e. Motion

f. Opening ceremony

g. Voting delegate

h. Honorary life member

i. Parliamentary procedure

j. Alumni member


chapter in balloting on questions of


business or elections of officers at state 


or national conferences.

____ 7.
Former active member who has remained 


in good standing with the chapter.                    

____ 8.
Individual who has made contributions to development of HOSA in South Carolina and whose membership the Board of Directors has approved.

____ 9. Set of rules for conducting a meeting in an 


organized and efficient manner.

Answer key

Terminology Self-Check

Match the definitions in column A with their terms in column B.

Column A

D.
1.
Student enrolled in an approved Health Science Technology education 



program; must be member of state organization in order to hold offices at 



the local, state, and national levels.

B.
2.
Person appointed at the state level to advise and provide leadership for 



the state association.

C.
3.
Person(s) designated by local school administration to advise and provide 



leadership for the local HOSA chapter.

A.
4.
Student organization at the national level for students enrolled in health 



science technology programs.

E.
5.
Person who may be associated with or who has participated in the 



development of the Health Science Technology student organization at 



the local, state, or national conferences.

H.
6.
Student chosen to represent the local chapter in balloting on questions of 



business or elections of officers at state or national conferences.

K.  
7.  
Former active member who has remained in good standing with the 



chapter.

I.
8.
Individual who has made contributions to development of HOSA in South 



Carolina and whose membership the board of has approved 



directors.

J.
9.
Set of rules for conducting a meeting in an organized and efficient 



manner.

Name

Date 




Officer Match

Match chapter officers in column A with their duties in column B.

Column A

____
1.
Historian

____
2.
President

____
3.
Parliamentarian

____
4.
Secretary

____
5.
Treasurer

____
6.
Reporter

____
7.
Vice-president




Column B

a.   Prepares and reads minutes of all chapter meetings; maintains membership list and record of attendance; answers all chapter correspondence promptly; counts and records all votes; reads all communications at meetings.

b.  Informs all members on correct parliamentary procedures.

c.  Presides over all chapter meetings; serves as ex-officio member on all committee meetings; supervises all efforts of chapter officers and committees.

d.  Gathers and assembles all materials in preparation for the chapter scrapbook.

e.   Keeps financial records of the chapter.

f.   Prepares news articles about HOSA activities for all media.

g.   Presides when elected officer is unavailable.

Answer key

Officer Match

Column A

D.
1.
Historian

C.
2.
President

B.
3.
Parliamentarian

A.
4.
Secretary

E.
5.
Treasurer

F.
6.
Reporter

G.
7.
Vice-president


Column B

a.   Prepares and reads minutes of all chapter meetings; maintains membership list and record of attendance; answers all chapter correspondence promptly; counts and records all votes; reads all communications at meetings.

b.  Informs all members on correct parliamentary procedures.

c.  Presides over all chapter meetings; serves as ex-officio member on all committee meetings; supervises all efforts of chapter officers and committees.

d.  Gathers and assembles all materials in preparation for the chapter scrapbook.

e.   Keeps financial records of the chapter.

f.   Prepares news articles about HOSA activities for all media.

g.   Presides when elected officer is unavailable.

PROFESSIONAL ORGANIZATIONS

Internet Exploration Rubric

by Nancy Allen

Student:


Course: 


Date:

	SCORING CRITERIA


	5

Excellent
	4

Good
	3

Needs some

Improvement
	2

Needs much

Improvement
	1

N/A

	Student correctly locates and explores three professional organization websites.
	
	
	
	
	

	Student collects and organizes data of web pages to include purpose of the organization, membership and benefits, and schedule of events.
	
	
	
	
	

	Student summarizes and provides written report to instructor.
	
	
	
	
	


Scale:

15-12
A
excellent

11-9
B
good

7-9
C
needs some improvement

4-6
D
needs much improvement

0-3
F
not appropriate

Total =



Values Survey

Choose the ten (10) items that you feel are most important.  Circle the ten items.

1. An exciting life

2. A comfortable life

3. A world of beauty

4. A peaceful world

5. A sense of accomplishment

6. Ambition

7. Competence

8. Joy

9. Broadmindedness

10. Courage

11. Cleanliness

12. Family security

13. Equality

14. Happiness

15. Freedom

16. Forgiveness

17. Imagination

18. Honesty

19. 
Charity

20. Intelligence

21. Self-reliance

22. Inner harmony - peace

23. National security

24. Logic

25. Love

26. Courtesy

27. Obedience

28. Relationships

29. Salvation

30. Responsibility

31. Pleasure

32. Self-respect

33. Self-control

34. True friendship

35. Social recognition

36. Professional recognition

Do you have any other values to add?

________________________________________________________________________________________________________________________________

Rank the ten you chose in their order of importance to you.  

1 = most important     to     10 = least important

1. 
6.

2. 
7.

3. 
8.

4. 
9.

5. 
10.

INTERPERSONAL RELATIONSHIPS
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Answer Key

Interpersonal Relationships
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1.  
Sandbox
11.  
Neon lights



2.  
Man overboard
12.  
Double o seven



3.  
I understand
13.  
High chair



4.  
Reading between the lines
14.  
Double dice



5.  
Long underwear
15.  
Touch down



6.  
Crossroads
16.  
6 ft. Underground

7.  
Downtown
17.  
Mind over matter

8.

Tricycle
18.  
He’s beside himself

9.

Split level
19.
Backwards glance

10.
3º below zero
20.  
Life after death












Answer Key

Interpersonal Relationships
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1. 
Pot of chicken
9.
Topless Dancer

2. 
Pace backwards and forward
10.
Deep sea fishing



3. 
Son of a gun!
11. 
Just between you and me 

4. 
Double parked 
12. 
Take one before each meal


5. 
Face in the crowd
13. 
Shrinking violets



6. 
Check and double check
14. 
Middle of the road


7.  
Pennies from heaven
15. 
Full of pep

8.
Cross country
16.
GI overseas

TEAMWORK

Lecture Notes or PowerPoint Guide

I.
Individuals assume various roles when in a group 

A.
Some are elected to leadership roles (i.e. President, VP, etc.) 

B.
More informal roles are assumed by all group members 

1.
Information seeker 

a.
Asks questions 

b.
Looks for new ideas 

c.
May sound doubtful 

d.
Is willing to research topics and issues 

e.
Is open to new ideas 

2.
Tension reliever 

a.
Encourages risk taking 

b.
Uses humor to relieve the tension 

c.
Maintains a steady, calming attitude 

d.
Looks for consensus during arguments 

3.
Clarifier 

a.
Connects disparate ideas into new wholes 

b.
Creates visual interpretations of the data 

c.
Orders and organizes discussion items 

d.
Is an analytical and critical thinker 

4.
Initiator 

a.
Organizes the discussion into a practical plan of action 

b.
Is good at assignment tasks and delegating actions 

c.
Is very goal and performance oriented 

d.
Is always enthusiastic and positive about the future 

5.
Gatekeeper 

a.
Knows the rules in depth 

b.
Watches the clock 

c.
Keeps everyone in line 

d.
Challenges new ideas 

e.
Needs to be convinced 

6.
Harmonizer 

a.
Serves as the group cheerleader 

b.
Minimizes conflicts and differences of opinion 

c.
Looks out for the feelings of all group members 

d.
Is enthusiastic and caring 

7.
Follower 

a.
Wants to do something concrete 

b.
Waits for the “experts” to tell him/her what to do 

c.
Always supports the initiators in the group 

8.
Information giver 

a. Comes to all meetings with all the notes and hand-outs from 

previous meetings 

b.
Is always careful to state all the pertinent facts 

c.
is very detailed oriented 

d. Never forgets information but may forget how you felt about 

something 

C.
Roles are determined by personalities, qualities, and values that we have as individuals. Some of the qualities include 

1.
Trust 

2.
Sensitivity 

3.
Belief in consensus 

4.
Pride in organization 

5.
Value of individual differences 

6.
Apprehension of diversity 

7.
Promptness 

8.
Organization 

9.
Enthusiasm 

10.
Critical thinking 

II.
Consensus 

A.
Parliamentary procedure is the rule by majority 

B.
Majority rule is the most effective if a consensus is reached 

C. The definition of consensus is a “collective opinion or concord - general 

agreement or accord”. 

D.
There are some misunderstandings about consensus 

1. Consensus does not mean that everyone agrees with what is being 

done - it is simply a general agreement to carry on with something. 

2. Another misunderstanding is that all team decisions should be 

made by consensus 

3.
Yet another is that the final consensus decision reflects the first choice of each team member 

4.
That consensus is fast and easy 

5.
And finally that consensus is compromise 

E.
There are some general beliefs about consensus 

1.
Consensus is a mind set as well as a process 

2.
Consensus that is authentic requires that team members be more concerned about community and less concerned about power 

3.
Consensus requires that the team be more focused on team productivity than on individual credit 

4.
Consensus demands mature behavior on the part of everyone 

5.
The recognized leader holds him/herself and others accountable for open, honest participation 

6.
The team must be open to continuous learning in order to use 

consensus effectively 

F. In order for consensus to be a viable option, ground rules must be 

established and followed 

1. Disagreement is acceptable as long as the person explains why 

they disagree 

2.
Expressed differences of opinion help to expose all available alternatives 

3.
Rigid argument for one position should be avoided - all members reactions should be heard and considered 

4.
One should never change his/her mind to avoid conflict; support should only be given to options that are truly accepted 

5.
Evaluation should be suspended until all points of view are presented and understood 

6.
Have a back-up plan in the event consensus cannot be reached. Examples include 

a.
No decision - idea is dropped and status quo continues 

b.
Third party decides 

c.
Leader decides 

d.
Designated committee decides 

e.
Luck decides 

f.
Split decision - group supporting can pilot 

g.
Majority rules - or an agreed upon percentage 

G.
Consensus process 

1.
Issue is clarified 

2.
Discussion of the issue 

3.
Reclarify any parts of the issue 

4.
Each individual gives his or her stance 

5.
The minority expresses their view 

6.
The team problem-solves the minority’s view 

7.
Again each individual gives his or her stance 

H.
Levels of agreement in a group 

1.
100% consensus 

2.
Sufficient consensus 

3.
Democratic (majority rules) 

4.
Autocratic with input from the group 

5.
Totally autocratic 

II.
Some negative behaviors and distracters in group dynamics (taken from the Ed Henderson of Napa County School) 

A.
The latecomer 

1.
Arrives late 

2.
Makes a big commotion 

3.
Wants to be caught up on everything that has happened 

4.
Gives “reasons” why they were late 

B.
The early leaver 

1.
Leaves session early 

2.
Drains energy from the session 

C.
The broken record 

1.
Keeps bringing up the same point over and over 

2.
Takes up valuable time 

D.
The doubting Thomas 

1.
Aggressively negative 

2.
Uses phrases like “it will never work” 

E.
The dropout 

1.
Sits at back of room 

2.
Doesn’t say anything 

3.
Corrects papers, reads 

4.
Disturbs presenter more than group 

F.
The whisperer 

1.
Whispers constantly to neighbor 

2.
Irritating to group 

3.
Breaks concentration of group 

G.
The know-it-all 

1.
Uses credentials, age, and length of service or status to argue a point 

H.
The loudmouth 

1.
Talks too much and too loud 

2.
Dominates the session 

3.
Pulls attention away from focus of session 

ACTIVITIES



I.
Rate the qualities of an effective team member. (Teacher note: give each of the students a list of the qualities and have them rank them in the order of importance, from most - number 1 - to least - number 9. Have different people in the class give their first selection, second selection, etc. And explain why they made those choices. When class members see things differently, discuss how this reflects our different values - and therefore out different roles in the team. Relate it back to the roles that are posted around the room.) 

II.
Complete Lost on the Moon activity. (Teacher note: 1. Divide the class into teams of about four-five. 2. Without talking within the group, the members are supposed to rank each of the fifteen items, number one being most important. 3. Next, using a different color pen, the group will rank the items in importance, nobody can change their individual ranking once the group starts ranking. 4. Next ask the groups if they were able to come up with a ranking by consensus. Did any of the members have the same individual ranking as the group? Have groups/members share the process they went through to achieve their ranking. Was consensus reached? Was the process positive? Ask if any leaders arose out of the group. Discuss any problems that they encountered. Have one or more groups share their rankings with the others, if you wish) 

III.
Using the answer sheet, compare the rankings that NASA determined for these items. Mark the NASA rankings with a third color pen to see the differences. 

IV. Complete the who shall survive activity (list of people). 

MATERIALS/RESOURCES



Construction paper or poster board

Qualities of an effective team member

Lost on the Moon


Answer sheet for Lost on the Moon


Who shall survive activity


List of people for who shall survive 

LOST ON THE MOON 
taken from Spencer Kagan’s Cooperative Learning, chapter 8:  Teambuilding
You are in a space crew originally scheduled to rendezvous with a mother ship on the lighted surface of the moon.  Mechanical difficulties, however, have forced your ship to crash-land at a spot some 200 miles from the rendezvous point.  The rough landing damaged much of the equipment aboard.  Since survival depends on reaching the mother ship, the most critical items available must be chosen for the 200-mile trip.  Below are listed 15 items left intact after landing.  Your task is to rank them in terms of their importance to your crew in its attempt to reach the rendezvous point.  Place number 1 by the most important item, and so on through number 15, the least important. 

Step 1:  Individual ranking.  Each member of the team is to individually rank each item.  Do not discuss the situation or the problem until each member has finished the individual ranking.  Once discussion begins do not change your individual ranking. 


Step 2:  Team ranking.  After everyone has finished the individual ranking, rank in order the 15 items as a team. 


	Box of matches
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15

	Food concentrate
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15

	50 feet of nylon rope 
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15

	Parachute silk
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15

	Portable heating unit 
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15

	Two .45 caliber pistols
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15

	One case dehydrated milk
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15

	Two 100-pound tanks of oxygen
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15

	Stellar map 

(moon’s constellation)
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15

	Life raft 
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15

	Magnetic compass
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15

	5 gallons of water
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15

	Signal flares
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15

	First-aid kit containing injection needles
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15

	Solar-powered FM receiver-transmitter
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15


Answer Sheet:  LOST ON THE MOON

The following is the ranking of NASA for the exercise lost on the moon.  

Taken from Spencer Kagan:  Cooperative Learning.

	Box of matches
	15

	Food concentrate
	4

	50 feet of nylon rope
	6

	Parachute silk
	8

	Portable heating unit 
	13

	Two .45 caliber pistols
	11

	One case dehydrated milk
	12

	Two 100-pound tanks of oxygen
	1

	Stellar map (moon’s constellation)
	3

	Life raft 
	9

	Magnetic compass
	14

	5 gallons of water
	2

	Signal flares
	10

	First-aid kit containing injection needles
	7

	Solar-powered FM receiver-transmitter
	5


QUALITIES OF AN EFFECTIVE TEAM MEMBER

	__________
	Believes in consensus

	__________
	Pride in the team

	__________
	Values differences

	__________
	Appreciates diversity

	__________
	Sensitive to others

	__________
	Prompt and organized

	__________
	Enthusiastic

	__________
	Trusts people

	__________
	Critical thinker


Who shall survive?

Group directions: 

Your groups are members of a department in Washington, D.C. that is in charge of experimental stations in the far outposts of civilization. Suddenly the third world war breaks out and bombs begin dropping … nuclear and biological. Places all across the globe are being destroyed. People are heading for whatever fallout shelters are available. You receive a desperate call from one of your experimental stations, asking for help. 

It seems that there are 12 people, but there is only enough space, air, food, and water in their fallout shelter for 7 people for a period of 3 months, which is how long they estimate they can safely stay in the fallout shelter. They realize that if they have to decide among themselves, which 7 should go into the shelter, they are likely to become irrational and begin fighting. So they have decided to call your department, their superiors, and leave the decision to you. They will abide by your decision. 

But each of you has to quickly get ready to head down to your own fallout shelter. So all you have time for is to get superficial descriptions of the 12 people. You have 15 minutes to make your decision. Then you will have to go to your own shelter. 

So, as a group you now have 15 minutes to decide which 5 of the 12 people will have to be eliminated from the shelter. Before you begin, I want to impress upon you two important considerations. It is entirely possible that the 7 people you choose to stay in the shelter might be the only 7 people left to start the human race over again. This choice is, therefore, very important. Prepare a group consensus for your group by crossing out the 5 that your group would eliminate. Make the best choices possible. If you do not make a choice in 15 minutes, then you are, in fact, choosing to let the 12 people fight it out among themselves, with the possibility that more than 5 might perish. You have exactly 15 minutes to decide. Here is all you know about the 12 people. 
The people answer sheet

1. A 16 year-old girl of questionable I.Q. (intelligence), a high school dropout, 


pregnant, unwed. 

2. A policeman with gun, thrown off the police force for brutality. 

3. A clergyman, 75 years old. 

4. A 36 year-old female physician, unable to have children. 

5. A 46 year-old male violinist, served seven years in jail for pushing narcotics, has 


been out of jail for six months. 

6. A 20 year-old black militant, no special skills. 

7. A 39 year-old former prostitute, retired for 4 years. 

8. An architect, homosexual. 

9. A 26 year-old male law student. 

10.
The law student’s 25 year-old wife; spent the last 9 months in a mental hospital; 


still heavily sedated. They refuse to be separated. 

11.
Famous historian-author, 42 years old. 

12.
Hollywood starlet, singer-dancer, 24 years old, confirmed alcoholic. 
TEAM WORK RUBRIC

Student: 
____________________________________


Course: 
___________________________________


Date: 

_____________________________________


	Scoring Criteria 
	4. Excellent
	3.

Good
	2.

Needs some improvement
	1.

Needs much improvement
	N/A

	
Participates in group discussions 

and encourages others to join the conversation.


	  
	  
	  
	  
	  

	
Effectively works to keep the 

discussion moving in a rapid 

progression to achieve goals.


	  
	  
	  
	  
	  

	
Actively shares ideas and thoughts while offering helpful criticism and recommendations 

to others.


	  
	  
	  
	  
	  

	
Gives credit to others for their ideas and understands the feelings and thoughts of others.


	  
	  
	  
	  
	  

	
Involves others by asking questions or requesting input to reach an agreement.


	  
	  
	  
	  
	  

	
Clearly and effectively expresses 

ideas and thoughts.


	  
	  
	  
	  
	  


Note: N/A represents a response to the performance, which is "not appropriate." 
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Parliamentary Procedure:  

Lesson 2

Development of Meeting Skills







Parliamentary Procedure

		Obtaining the Floor 



	Stand, address the Chair, receive recognition.

		Introducing Business (Making a Motion)



	Stand, “I move that…”, statement must receive a 2nd, sets motion before debate, prepare for vote.







Rules of Debate				



		Every member has a right to speak on every debatable motion.

		All discussion pertains to the question at hand.

		While debate is in progress, amendments can be introduced.

		Debate cannot last longer than 10 minutes, unless assembly votes otherwise.









Rules of Debate			



		No member can speak twice on the same motion.

		No member can attack or question the motives of another member.

		The maker of the motion, although allowed to vote against the motion, is not allowed to speak against it.

		The presenter of the motion may be the first person to debate.









Amendments

		After the chair has restated a motion, the only way to change the motion would be by an amendment.

		Amendments are made by adding, deleting, or changing.

		Only two amendments may be pending on a main motion at any time (primary or secondary – or First or Second Degree).









Amendments

		Amendments are made in the same way as for any main motion.  The secondary amendment may be made to the primary amendment.

		Amendments must be germane to the question under consideration.









Voting

		A majority decides, unless special rules apply.

		Voice vote, unless otherwise provided for’

		If the presiding officer is a member of the assembly, he or she can vote as any other member does when the vote is by ballot.

		Any member may request a division of the assembly if there is uncertainty as to the true result of the vote.









Types of Votes

		Voice

		Rising vote or showing hands

		Call vote

		Ballot vote

		General consent

		Plurality vs. majority vote

		Null and void

		Division of assembly





General consent:  Not a form of the strictest sense.  “Shall we pass by general consent?”

Division of Assembly – a call to count the exact number of votes for and against a motion
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11 FACTS OF LIFE	









WAKE UP! SHOW UP! 

PAY ATTENTION!

		Control

		Responsibility for your actions and emotions

		Live life to the fullest 

		W.U.N.



Wake up naturally

longevity











		BE HAPPY AND HAVE FUN





You are unique

Love yourself

Be honest

open-minded 

willing to change









		The art of communication 



knowledge

learning

wisdom

teaching

get good information

make healthy choices

YOU NEED AN EDUCATION









HAVE PURPOSE

		 Find your gift and use it

		Earn a living using a skill, trade or profession you enjoy.

		Study hard

		think smart

		don’t quit



Success is waking up everyday doing what you love and doing it well







EVERYTHING YOU DO COMES BACK TO YOU

		In life you get away with nothing

		You pay for what you get

		Make a negative into a positive 

		Learn from the past

		Times of struggle are times of growth

		Don’t live backwards













GOOD WILL OVERCOME EVIL

		Doing wrong, when you know right



Do what you’re supposed to do

Not what you want to do, until what you’re supposed to do is what you want to do

Then,  you can do what you want to do









USE COMMON SENSE AND MODERATION

		TIMING



Time heals all

Sometimes, surrender to win







EMIT INTEGRITY!!

		Don’t lie, cheat, or steal

		RESPECT YOURSELF!!!



Learn to be still, be quiet, and be at peace







DEVELOP SELF-DISCIPLINE AND MOTIVATION

Perform continuous self-examination

Recognize and overcome your weaknesses







POWER IS…….

		Asking for help and using it



don’t be needy

		Be careful what you ask for









TREAT OTHERS, AS YOU WANT TO BE TREATED

		Be nice

		Don’t judge 

		Learn how to forgive

		Good relationships









FORGIVENESS AND TOLERANCE

		VIRTUES THAT ALLOW YOU TO BE FREE









IF YOU CAN’T CHANGE YOUR FRIENDS…..

THEN CHANGE FRIENDS!!!!!









YOU GOTTA BELIEVE!!!!









Live your life in gratitude !!!

Listen and let go!!!



GIVE BACK AND COMPLETE THE CIRCLE OF LIFE
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Parliamentary Procedure

Lesson 3







Motions

		Bring business to the assembly in an orderly manner

		Types of motions: main motions, subsidiary, privileged, motions that bring a question again before the assembly, incidental

		Motions are ranked (Privileged-highest, Subsidiary-next highest, Main & Incidental-no rank)

		Motions begin with the words, “I move that…”









Motions

		Motions are short and to the point-no discussion or excessive description is needed.



		Only one motion can be considered at a time.  









Ranked Motions

		Main motion – introduces all business

		Subsidiary motion – have to do with another motion (modify the motion, delay action on it, or dispose of it)

		Privileged motion – have to do with conduction of the meeting itself and have to do with such emergency that they interrupt everything else.









Ranked Motions

		Incidental motion – deal with questions of procedure and arise out of other motions or items of business









Main Motions

		Requires a second.  If not received, the motion dies.

		Are debatable

		Are amendable

		Require a majority vote

		May be reconsidered

		Cannot interrupt the speaker









Subsidiary Motions

Lay on the Table

		Delay action on another motion because something more important has arisen

		Requires a second

		Is not debatable



		Is not amendable

		Cannot be reconsidered

		Cannot interrupt another speaker









Subsidiary Motions

Previous Question

		Requires a second

		Is not debatable

		Is not amendable



		Passed by a 2/3 vote

		Cannot interrupt another speaker

		State “I move the previous question.”









Subsidiary Motions

Postpone Definitely

		Defers action on another motion to a specific day, place, and time

		Requires a second

		Is not debatable

		Is amendable



		2/3 vote required because it restricts

		May be reconsidered

		Cannot interrupt one who has the floor









Subsidiary Motions

Commit or Refer

		Gives a motion more detailed attention or permits it to be handled privately

		Requires a second

		Is debatable

		Is amendable



		Majority vote required

		May be reconsidered

		Cannot interrupt one who has the floor









Subsidiary Motions

Amendments

		Requires a second

		Is debatable if main motion is debatable

		Amendment of the first degree may be amended by amendment of the second degree

		Second degree amendments cannot be amended









Subsidiary Motions

Amendments

		Related to motion pending

		Majority vote required

		May be reconsidered only until the main motion is adopted, otherwise whole main motion may be reconsidered

		May not interrupt one who has the floor









Subsidiary Motions

Postpone Indefinitely

		Requires a second

		Is debatable

		Not amendable

		Majority vote required

		Cannot be reconsidered

		Cannot interrupt one who has the floor









Privileged Motions

Adjourn

		Terminates the meeting

		“I move that we adjourn.”

		Requires a second

		Not debatable

		Not amendable

		Majority vote required

		Cannot be reconsidered or interrupt the one who has the floor









Privileged Motions

Recess

		Requires a second

		Not debatable

		Not amendable

		Majority vote required

		Cannot be reconsidered

		Cannot interrupt the one who has the floor











Reconsider

		Allows a question previously disposed of to come again before the assembly as if it had not been considered. 

		Requires a second

		Is debatable only if the original motion to be reconsidered is debatable

		Not amendable

		Majority vote required

		Cannot be reconsidered or interrupt another speaker with the floor









 

Rescind

		Voids a motion previously passed

		Requires a second

		Is debatable and amendable

		Simply majority if prior notice given, or if not 2/3 vote

		Only a negative vote can be reconsidered

		Cannot interrupt a speaker who has the floor









Incidental Motions

		Point of Information: wants facts about the business at hand (“I rise to a point of information,” and can happen at any time)

		Parliamentary Inquiry: requests chair’s opinion

		Division of Assembly: calls for verification when a member doubts the accuracy of a voice vote

		Withdraw a Motion: permits a member to remove his or her question from consideration even after the motion has been restated by the Chair

		Point of Order: Challenges an error in procedure and requires a ruling by the Chair.
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Eight Steps to Process 

a Main Motion



 







Step One

Obtain the floor





“Mr. / Madam President”









Step Two

“Mr./Mrs.___________”

Assign the floor







Step Three

“I move that _________”

Make the motion







Step Four

“I second the motion.”

Second the Motion







Step Five

“It is moved and seconded that _________.”

State the motion







Step Six

“Is there discussion?” 

or

 “Are you ready for the question?”



Discuss/Debate









    Step Seven

“Those in favor, say AYE.”

“Those opposed, say NO.”

Put the Question







Step Eight

“The ‘ayes’ have it, the motion is carried 

(or adopted), and..”

or

“The ‘Nos’ have it, the motion is lost, 

and….not…”

































Announce vote and state action







Obtain the floor

Assign the floor

Put the question

Discuss/debate

State the motion

Second the motion

Make the motion

































Announce vote and state action
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Health Occupations Students of America

Parliamentary Procedure







Official Reference

Robert, Henry M. II and William J. Evans.  Robert’s Rules of Order, Newly Revised.

Scott, Foresman and Company.







What is Parliamentary Procedure?

		Parliamentary procedure is a set of rules to help groups achieve their objectives.

		The “rules” are a code of ethics that relate to the conduct of meetings.

		Parliamentary procedure is founded on democratic principles.

		It teaches concepts of teamwork.

		It helps us transact business quickly, efficiently, and in keeping with the will of the majority.









Basic Rules of Parliamentary Procedure

		Use parliamentary procedure to protect the rights of ALL members - particularly their right to be heard, to be treated fairly, and to be treated with respect.

		Never use your knowledge of Parliamentary Procedure to control and intimidate members of your group.  Your ability to think and act with compassion should guide your meetings, NOT your knowledge of formal rules.

		The presiding officer’s station is called “the chair.”  Members address only the chair, usually as Mr. President or Madam President.

		A member must “obtain the floor” by being “recognized” before speaking.  Generally, the member rises to speak and sits to yield the floor.

		Members are not entitled to the floor a second time in debate on the same motion as long as any other member who has not spoken on this motion wishes to debate.









Principles of Parliamentary Procedure

		Every member is entitled to free and full debate on issues that relate to the group.

		Every member had rights equal to every other member.

		The business and discussion should follow good rules of courtesy.  

		The rules of the group apply to all members.  When everyone follows the same principles of conducting a meeting, everyone has a fair and equal opportunity to voice their opinion and participate like an active member of a team.

		Parliamentary law was designed to be used for groups that are free agents - free to do what they want to do with greatest amount of protection for and consideration of the rights of the members.









How do you make a motion?

		Three steps are needed to bring a motion to the floor: 



	1) A member makes a motion.  

	2) The motion is seconded.  

	3) The chair states the motion (question.)  



		When all three steps happen, the motion is pending.

		A motion requires a second to be considered, unless the motion is made on behalf of a committee.

		If the motion is NOT seconded, it is lost for lack of a second.

		To second a motion means that another member (not the maker of the motion) believes the motion should be discussed.  

		A member who wishes to second a motion should say “I second the motion” or “Second” - without waiting to be recognized.











The Order of Business

		The presiding officer determines that a quorum is present and then calls the meeting to order by standing and clearly stating “The meeting will come to order.”  

		The standard order for business meetings is as follows:



CALL TO ORDER

OPENING CEREMONY (Optional)  

READING AND APPROVAL OF MINUTES

	President	“The secretary will read the minutes of our last meeting.”

	Secretary	Reads the minutes.

	President	“Are there any corrections or additions to the minutes?  If not, 		the minutes will stand approved as read.”

TREASURER’S REPORT

	President	“The treasurer will present his/her 	report.”

	Treasurer	Gives the report.

	President	“Are there any questions?  If not, the treasurer’s report will be filed for audit.”

















The Order of Business (Continued)

STANDING AND SPECIAL COMMITTEE REPORTS

	President	“Are there any committee reports?” or “The ____________ 		committee will present their report.”

	Committee 	Usually the committee chairman reads  the report.  If a motion 		is made by the committee, it must be adopted by the assembly.  		Committee motions do NOT require a second.

UNFINISHED BUSINESS

	President	Announces any unfinished business that was 				pending/postponed from the previous meeting.  The chair does 		NOT ask for unfinished business, but rather, states the 			question on the item to be placed on the floor.

NEW BUSINESS

PROGRAM  (Optional)

	Speaker, film, etc.  May come before the business part of the meeting if necessary.

ADJOURN

	



























Committee Reports

		A committee is a small number of persons appointed to give a task more detailed attention. 

		STANDING COMMITTEES perform a continuing function and remain in existence permanently.

		SPECIAL COMMITTEES are appointed to carry out a specific task.

		Committees are appointed by:



Election by ballot

Open nominations

Nominations by the chair 

Appointments by the chair  

		Sample Program Committee Report



	The program committee is pleased to report that our special guest speaker for our next meeting will be Dr. Jim Koeninger, Executive Director of National HOSA, whose topic will be “Leadership 2000.”











The Main Motion

		The main motion brings business before the assembly and/or introduces a new subject.  This motion can only be made when no other business is pending.





	President	“Is there any new business to come before this meeting?”

	Member #1	Seeks recognition

	President	Recognizes member

	Member #1	“I move that _________________” 

	Member #2	“Second.”  If none, the president should ask “Is there a 		second?”

	President	“A motion has been made and seconded that (repeats 		motion made by member #1).  Is there any discussion?

	Member #1	Seeks recognition - debates motion if  desired

	President	“Is there any further discussion? (No answer.)  “If not, are 		you ready for  the question?”  (Still no answer.)  “All 		those in favor of (read the motion if  members need to be 		reminded) say aye.”  (Pause)  All opposed say no.”  		(pause)  The ayes (or noes) have it, the motion carries 		(fails.)  We will (or will not) _________.	







Subsidiary Motions

		Subsidiary motions assist the group in treating or disposing of a main motion, and sometimes other motions.

		Subsidiary motions have rank, which means that one subsidiary motion can be made while another subsidiary motion is pending, if it has higher rank.



	Rank order



Lay on the Table

Previous Question

Limit or Extend Limits of Debate

Postpone to Certain Time

Commit or Refer

Amend

Postpone Indefinitely

	







Subsidiary Motions:

Postpone Indefinitely

		PURPOSE - It gets rid of the main motion for the duration of the session without actually defeating the motion.  It is used when adopting or rejecting the main motion would have negative consequences.

		MAY INTERRUPT: No

		SECOND: Yes

		DEBATABLE: Yes

		AMENDABLE: No

		VOTE NEEDED: Majority

		EXAMPLE:



	Member A	“I move that the motion to buy lunch for all senior HOSA 			members be postponed indefinitely.”  (Second)

	President 	“It is moved and seconded that the motion to buy lunch for all 		senior HOSA  members be postponed indefinitely.  The chair 		recognizes Member A. “

NOTE:  Debate can go into the merits of the main motion.  When debate ceases, the motion to postpone indefinitely is voted on first.







Subsidiary Motions:

Amend

		PURPOSE - To modify the wording of the pending motion before it is acted upon.

		MAY INTERRUPT: No

		SECOND: Yes

		DEBATABLE: Yes  (when the motion it is applied to is debatable.)

		AMENDABLE: Yes  (if so, the first amend is the primary amendment, and the next is the secondary amendment.  The secondary amendment is NOT amendable.)

		VOTE NEEDED: Majority

		EXAMPLE:



	Member A	“I move to amend by striking out lunch and inserting breakfast.”  		(Second)

	President 	It is moved and seconded to strike out the word “lunch” and 		insert the word “breakfast.”  If the motion is adopted, it will read 		that we buy breakfast for all senior HOSA members. The 			question is on the amendment to strike out lunch and insert 		breakfast.







Subsidiary Motions:

Amend  (continued)

		NOTE:  The proposed amendment must be germane - which means it must in some way relate to the motion to which it is applied.

		EXAMPLE OF A SECONDARY AMENDMENT:



	Member B	“I move to amend the pending amendment by inserting the words 		“at the Biscuit Hut” after “breakfast.”  (Second)

	President 	It is moved and seconded to amend by  inserting in the primary 		amendment the words “at the Biscuit Hut” after “breakfast.”  If the 		words are inserted, the primary amendment will be to “strike out  		lunch and insert breakfast at the Biscuit Hut.” The question is on 		inserting the words “at the Biscuit Hut.”



		NOTE:  For the secondary amendment, debate must be confined to the issue - in this case, “the Biscuit Hut”.

		Remember that only one motion is pending at a time.  Adoption of an amendment changes the motion it proposed to amend, but does NOT adopt or fail the original motion.









Subsidiary Motions:

Commit or Refer

		PURPOSE - It is used to send a pending question to a committee in order to more carefully consider the question.

		MAY INTERRUPT: No

		SECOND: Yes

		DEBATABLE: Yes  (to discuss the merits of sending the motion to a committee.)

		AMENDABLE:  Yes  (under certain conditions)

		VOTE NEEDED: Majority

		EXAMPLE:



	Member A	“I move to refer this motion to the Social Committee.”  (Second)

	President 	“It is moved and seconded that the motion to buy lunch for all 		senior HOSA  members be referred to the Social Committee.  		Is there any discussion on  the motion to refer?”

NOTE:  The example above is to refer to a standing committee.  If the maker of the motion wanted a special committee established, the motion might have been stated “I move to refer this motion to a committee to be appointed by the president."







Subsidiary Motions:

Postpone to a Certain Time (OR Definitely)

		PURPOSE - It is to postpone action on a pending question until a specified time.

		MAY INTERRUPT: No

		SECOND: Yes

		DEBATABLE: Yes  (to discuss the merits of postponement.)

		AMENDABLE:  Yes  (as to the time to postpone to.)

		VOTE NEEDED: Majority

		EXAMPLE:



	Member A	“I move to postpone the motion to our next meeting.”  (Second)

	President 	“It is moved and seconded that the motion to buy lunch for all 		senior HOSA members be postponed until our next meeting.  Is 		there any discussion on the motion to postpone?”







Subsidiary Motions:

Limit or Extend Limits of Debate

		PURPOSE - It allows a group to exercise control over debate on a pending motion.  The motion can reduce the number or length of speeches permitted, or allow more or longer speeches.

		MAY INTERRUPT: No

		SECOND: Yes

		DEBATABLE: No

		AMENDABLE:  Yes  (and the amendment is NOT debatable.)

		VOTE NEEDED: 2/3 vote

		EXAMPLE:



	Member A	“I move that debate on the pending motion be limited to 10 		minutes.”  (Second)

	President 	“It is moved and seconded that debate on the the motion to buy 		lunch for all senior HOSA members be limited to 10 minutes.  		This motion is not debatable but it can be amended.  Are you 		ready for the question?”







Subsidiary Motions:

Previous Question

		PURPOSE - It immediately closes debate and brings to vote one or more pending motions.

		MAY INTERRUPT: No

		SECOND: Yes

		DEBATABLE: No

		AMENDABLE:  No

		VOTE NEEDED: 2/3 vote

		EXAMPLE:



	Member A	“I move the previous question.”  	(Second)

	President 	“The previous question is moved.  As many as are in favor of 		the previous question on the motion to buy lunch for all senior 		HOSA members rise. . .be seated.  All opposed, rise. . .be 		seated.  There are two thirds in the affirmative and the previous 		question is ordered on  the motion to buy lunch for all senior 		HOSA members.  All those in favor of  buying lunch for all 		senior HOSA members say aye, etc.”  OR  “There are less than 		2/3 in the affirmative and the motion for the previous question is 		lost.  The question is now on (the pending motion.)” 







Subsidiary Motions:

Previous Question - Other Forms   of the Motion

		The rules for the Previous Question apply, regardless of the form used.  

		For example, the motions “I call for the question” or “Question” or “I move we vote now” are all forms of the Previous Question.

		Sometimes, this particular rule is misunderstood, which can violate a member’s right to debate.  Only a 2/3 vote can close debate.

		When a member says “I call for the question.”, the chair may ask if there is any objection to closing debate.   If there is no objection, it is appropriate to proceed with the vote.  If a member objects, then it is acceptable to ask for a second to the motion to order the Previous Question, and proceed appropriately.









Subsidiary Motions:

Comments

		OTHER SUBSIDIARY MOTIONS:               	

		  Lay on the Table  

		The motion descriptions given are designed to help familiarize the new learner with basic parliamentary procedure.  To learn more about each type of motion, it is important to have a copy of Robert’s Rules of Order, Newly Revised, available when conducting a meeting.

		In addition, a variety of learning materials are available from the National Association of Parliamentarians.

		Note:  The preceding motions are only “subsidiary” if properly made when another motion is pending.

		









Privileged Motions

		Privileged motions do not relate to the pending motion.  They relate to special materials of particular importance, and should be allowed to interrupt the consideration of other matters.

		Like subsidiary motions, they have an order of precedence or rank.



			Rank order



Fix the Time to Which to Adjourn

Adjourn

Recess

Raise a Question of Privilege

Commit or Refer

Call for the Orders

of the Day

	

	







Privileged Motions:

Raise a Question of Privilege

		PURPOSE - It permits a request relating to the rights of the group or its members to be brought up for possible immediately consideration.

		MAY INTERRUPT: Yes (when appropriate.)

		SECOND: No

		DEBATABLE: No

		AMENDABLE:  No

		VOTE NEEDED: None.  It is ruled on by the chair.

		TYPES:  Questions of privilege 1) That relate to the assembly, or 2) Personal privilege.









Privileged Motions:

Raise a Question of Privilege

(continued)

		EXAMPLE (Relating to the Assembly):



	Member A	“Mr./Madam President.  I rise to a 	question of privilege 			affecting the assembly.”  

	President 	“The member will state her question.”

	Member A	“It is difficult for those of us in the back of the room to hear the 		speaker.  Could she please use the microphone?”

	President	(To the speaker.)  “Would you please use the microphone.  		Thank you.”

EXAMPLE (Relating to personal privilege):

	Member A	“Mr./Madam President.  I rise to a 	question of personal 			privilege.”

	President 	“The member will state her question.”

	Member A	“I cannot hear in the back of the room.   May I move my chair 		closer to the front?’

	President	“Yes you may.”



		Note:  The motion allows one to “raise” the point, but it is up to the chair to determine if the point is appropriate, and how to proceed.  Sometimes, that means allowing a motion, taking care of the concern immediately, or ruling otherwise.



	







Privileged Motions:

Recess

		PURPOSE - It provides a short intermission that begins immediately after being passed.  It is only “privileged” if made when another motion is pending.  When the recess is over, business is taken up exactly where it left off.

		MAY INTERRUPT: No

		SECOND: Yes

		DEBATABLE: No

		AMENDABLE:  Yes (as to the length)

		VOTE NEEDED: Majority

		EXAMPLE:



	Member A	“Mr./Madam President.  I move that the meeting recess for 5 		minutes.”  (Second)

	President 	“A motion has been made that we take a 5 minute recess.  All 		those in favor say  aye.  All opposed say no.  The ayes have 		it and the meeting stands recessed for 5 minutes.” (rapping once 		with gavel, if  desired.)

	







Privileged Motions:

Adjourn

		PURPOSE - It closes a meeting immediately.

		Note:  It is only a privileged motion if there is already another meeting scheduled, and no time for adjourning has already been set.  It does not matter if a question is pending or not. 

		MAY INTERRUPT: No

		SECOND: Yes

		DEBATABLE: No

		AMENDABLE:  NO

		VOTE NEEDED: Majority

		EXAMPLE:



	Member A	“Mr./Madam President.  I move to 	adjourn.”  (Second)

	President 	“It is moved an seconded to adjourn.  As many as are in favor, 		say aye, etc.”

Note:  The chair can suggest adjournment by unanimous consent if there seems to be a general desire to adjourn.  One tap of the gavel may signal adjournment. 







Privileged Motions:

Comments

		OTHER PRIVILEGED MOTIONS:                  	                    Call for the Orders of the Day                         	                    Fix Time to Which to adjourn  









Incidental Motions

		Incidental motions deal with questions of procedure arising out of another pending motion, or sometimes another item of business.

		Most are undebatable and must be decided immediately.





		







Incidental Motions:

Point of Order

		PURPOSE - It is used when a member thinks the rules of the assembly are being violated.  When a member makes a “point of order”, the chair must make a ruling.

		MAY INTERRUPT: Yes

		SECOND: No

		DEBATABLE: No  (But with the chair’s consent, the member raising the point may explain his/her position.)

		AMENDABLE:  No

		VOTE NEEDED: None.  It is ruled on by the chair.

		EXAMPLE:



	Member A	(Without waiting to be recognized.) “Point of Order.”

	President 	“State your point.”

	Member A	“There was no second to the motion just made.”

	President	“You are correct.  Is there a second to the motion that. .  .?”

	







Incidental Motions:

Division of the Assembly

		PURPOSE - It is used when a member doubts the results of a voice vote or show of hands, thereby requiring that the vote be taken again by rising.

		MAY INTERRUPT: Yes

		SECOND: No

		DEBATABLE: No

		AMENDABLE:  No

		VOTE NEEDED: None.  

		EXAMPLE:



	President	“The ayes have it, the motion carries.”

	Member A	(Without waiting to be recognized.) “Division!”

	President 	“A division has been called.  All those in favor of ______ please 		stand.  Thank you.  All opposed please stand.  Thank 	you.  		The affirmative has it and ....”

	

	







Incidental Motions:

Requests and Inquiries

		PURPOSE - In connection with a meeting, members may wish to ask a question or have something done that requires the permission of the assembly.  Two types of questions include:   1) Parliamentary inquiry and            2) Point of Information                          

		MAY INTERRUPT: Yes  (if necessary)

		SECOND: No

		DEBATABLE: No

		AMENDABLE:  No

		VOTE NEEDED: None.  

		EXAMPLE:



	Member A	(Without waiting to be recognized.) “Madam President, I rise to 		a parliamentary inquiry.”

	President 	“The member will state the inquiry.”

	Member A	“Is it in order to move the previous 	question?”

	

	







Incidental Motions:

Comments

		OTHER INCIDENTAL MOTIONS:                  	                  Appeal	                                  	                               Suspend the Rules			                  Object to the Consideration of a Question		     Division of a Question 			                  Consideration by Paragraph or Seriatim		     Motions related to methods of voting and the polls	     Motions relating to Nominations	











Motions That Bring a Question Again Before the Assembly

		These motions allow an assembly to reopen a completed question or take up one that has been temporarily disposed of.

		MOTIONS THAT BRING A QUESTION AGAIN BEFORE THE ASSEMBLY are:       					         Take from the Table	                                  	         Rescind or Amend Something Previously Adopted	        Discharge a Committee			                     Reconsider

		The details on the purpose and form of these motions can be obtained from Robert’s Rules of Order, New Revised.





		









Sample Treasurer’s Report

		Smithtown HOSA Treasurer’s Report





	For the year ending June 30, 1999



	Balance on hand, July 1, 1998       	$1253.25



	Receipts

		•  Dues		$200			                          	•  Car Wash	$900

	Total Receipts		$1100



	Disbursements

		•  NLC		$1200					•  Plaques	$100

	Total Disbursements	$1300



	Balance on hand, July 1, 1999	$1053.25





		









Sample Minutes

		The regular monthly meeting of Smithtown Technical College HOSA was held on Thursday, July 15, 1999 at the Holiday Inn in Smithtown, the president being in the chair and the secretary being present. Roll was taken and a quorum was present. The minutes of the last meeting were approved as read.

		The treasurer’s report was presented and filed for audit.

		Karen, reporting on behalf of the membership committee, reported that all state HOSA chapters are projecting membership increases this year.

		Dennis moved that STC HOSA sponsor a fundraising project for the Make-a-Wish Foundation.  The motion carried.  The president asked the fundraising committee to consider fundraising options and bring a report to the next meeting.

		The president introduced the guest speaker, Dr. Jim Koeninger, whose topic was “Leadership 2000.”

		The meeting adjourned at 6:00 pm.



		Jeff Jason



	Secretary









		









Notes about the Minutes

		The minutes should contain an introductory paragraph.

		The body of the paragraph contains a separate paragraph for each subject matter.

		The name of the mover is included with important motions.  The name of the person who seconds the motion DOES NOT need to be given.

		The name of a guest speaker can be given, but no effort should be made to summarize the speaker’s remarks.

		The last paragraph should contain the hour of adjournment.

		Minutes should be signed by the secretary.  The words “respectfully  submitted” are not necessary.

		The minutes are normally read and approved at the beginning of the next meeting. 

		Corrections, if any, and approval of the minutes are usually done by unanimous consent.







		









Notes about the Gavel and a Few Other Points

		Robert’s Rules of Order, Newly Revised, does not address the use of the gavel when calling a meeting to order.  

		The gavel can be used to signify adjournment with one tap of the gavel.

		The president must determine if a quorum is present before calling the meeting to order.

		The Call to Order may be immediately followed by patriotic exercises or another opening ceremony.

		Members may address only the presiding officer, or may address others through the presiding officer.

		The presiding officer must remain impartial.

		Before a vote, the presiding officer may ask “Are you ready for the question?” as a last call before voting.

		The presiding officer may vote to make or break a tie.









		









Closing Thoughts. . .

		Parliamentary Procedure can be a useful tool for the HOSA chapter - and for the individual who learns the skills to participate in a group.  The application of Parliamentary skills can be simple - or very complex, depending up the desires of the group.

		The HOSA Parliamentary Procedure competitive event develops leadership skills, thinking skills, speaking skills and sense of camaraderie among team members.  While a great deal of hard work, study and practice is required for national success, the long term benefits are. . .priceless!











		

More information about the HOSA Parliamentary Procedure event
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Parliamentary Procedure:



An Overview









History of 

Parliamentary Procedure

		Parliamentary Procedure arose from the early days of English Parliamentary Law

		Formalized by General Henry M. Roberts, a 19th century US Army engineer









Basic Principles of Parliamentary Procedure

		The right of the majority to rule

		The right of the minority to be heard

		The equal right of each individual to be heard and represented





If used properly, business proceeds in an orderly manner with only one issue considered at a time and all members given the opportunity to participate.









Meaning of Simple Majority

		This means 51% or more – the rule of simple majority

		When more than a simple majority is required, the minority is given the opportunity to defeat the majority.

		Since the primary objective is to determine the will of the majority and execute its will, a simple majority must be used.









Equal Rights & Guarantees of Parliamentary Procedure

		Business is transacted in the most efficient and democratic manner.



		All members have equal rights, privileges, and obligations.





Rules regarding rights and privileges must be applied impartially.  The presiding officer should be strictly impartial.

All receive these rights, and are obligated to respect the same rights of other members.











Equal Rights & Guarantees

		Guarantees right of majority to decide



		The rights of the minority are respected by Parliamentary Procedure.  The right to be heard and oppose are rights of the minority.



		Simplest and most direct route to accomplish the will of the majority should by employed.



		Each member has an equal right to propose a motion, debate, ask for information, and vote.  









Equal Rights & Guarantees

		Definite guidelines regarding motions, guarantees that each question is fully discussed.



		All motions have a definite order and precedence.





		Only one question can be considered at one time.





		Any motion restricting the rights of members to speak or vote must be passed by a 2/3 vote.  









AGENDA

Order of Business







Agenda Format

Call to order (Chair)

Taking roll (Secretary)

Reading minutes of previous meeting

Treasurer’s report

Officer reports

Standing committee reports



		Roll call-call out names, members sign in on list, purpose is to have an official record of members present and voting at session.

		Refresh members on topics discussed & pending issues, president gets copy, Chair asks for additions/corrections, they are made by secretary or minutes are “Approved as read.”

		Informs members of money spent and money taken in since last meeting.  Reports are kept in a file for audit at end of year and don’t have to be approved, just accepted.

		These are reports that are given at times by officers on issues that might affect organization.

		Committees that are part of the yearly functioning of the organization, such as membership, fund raising, etc.  Handles only one aspect of club procedure, reports of standing committees are just that, the current status of that committee, and have some term of office as the officers – usually 











Agenda Format (cont):

Special committee reports

Unfinished business

New business

Program (Optional)

Adjournment

*Note:  Agenda is decided in advance of the meeting by the Chair.



		Those set up for a specific function, activity, or purpose that is not an annual event.  Again reports may be informational or may make a motion to be acted upon by its members.











Officers may include:

		President, Chair, Chairman, Presiding Officer

		Vice-President, Chair-Elect

		Secretary

		Treasurer



		Historian

		Parliamentarian

		Sergeant at Arms

		Past President, Past-Chair









Rules of an Organization	

		Constitution – basic rules guiding the group

		Name of the organization

		Purpose

		Membership requirements

		Officers elections, committee appointments

		Time and location of meetings

		Policies and procedures

		Bylaws





Bylaws – set of rules of procedure.  They are more specific than the constitution.  Ex. Bylaws state specific numbers that make a quorum.
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Maslow’s Hierarchy of Human Needs

NEEDS:  A lack of something required or desired



*Needs motivate us to act!







Maslow defined a Hierarchy of Human Needs that stated the lower needs must be met before an individual can strive to meet the higher needs.







Maslow’s Hierarchy of Needs









PHYSIOLOGICAL

Necessary for life; unmet, these needs lead to death

		Food

		Water

		Oxygen

		Sleep

		Protection from extreme temperatures

		Elimination

		Sensory needs

		Motor needs





Sensory needs-hearing, seeing, feeling, tasting, and mental stimulation

Motor needs-if muscles are not stimulated, they will atrophy









SAFETY/SECURITY	

		The need to be free from anxiety and fear







		The need to be secure in the environment







		The need for order and routine









LOVE AND AFFECTION

		Social acceptance, friendship, to be loved

		Need to belong, to relate to others

		Sexuality



	-a person’s feelings/attitude toward their masculine/feminine nature

		Sexuality 



	-the ability to give and receive love and affection

	-reproductive capabilities







ESTEEM



		Feeling important and 



   worthwhile – includes respect, approval, appreciation

		Engaging in activities that bring achievement, success, and recognition

		Gaining self-confidence and beginning to direct our actions toward becoming what we WANT to be









SELF-ACTUALIZATION

		Self-realization; obtaining our full potential; becoming confident, eager to express our beliefs, and willing to reach out to others to help them









  To meet our human needs,

   we learn by:



		Trial-and-error

		Direct methods vs. indirect methods

		Stress reactions

		Challenges and responsibilities















































DIRECT METHODS

		Hard work

		Setting realistic goals

		Cooperating with others

		Evaluating effectively









INDIRECT METHODS

		Suppression

		Projection

		Denial

		Rationalization

		Compensation

		*Note:  These are unhealthy when used too often, but sometimes allows us to cope!









When defense mechanisms are inadequate, stress reactions develop:

		Chronic complaining and demanding behavior

		Agitation with manipulative behavior

		Restlessness

		Sleeplessness

		Depression–be alert for potential suicide

		Withdrawal









To meet the needs of others…

Personalized healthcare focuses on the client/patient and meeting their needs and expectations.







Challenges

		Meet the client/patient’s needs to the best of your ability

		Set standards of excellence for yourself

		Sometimes only you will know (i.e., sterile field contamination)

		Let your conscience be your guide

		Anything less than 100% is not acceptable









Responsibilities

		Take advantage of the opportunity to learn, develop basic skills, and see the purpose of each assignment

		Set your standards for your performance

		Establish study habits that work best for you

		Relate learning to past experience

		Measure each achievement in terms of progress toward your career goal

		Be honest with yourself and take responsibility for your own actions
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Organizational Structure of a Hospital











		Levels allow efficient management of hospital departments.  





		The structure helps one understand the hospital’s chain of command.



		Organizational Structure refers to     levels of management within a hospital. 









Organizational structure varies from hospital to hospital.

		Large hospitals have complex organizational structures.



		Smaller hospitals tend to have much simpler organizational structures.









Grouping of Hospital Departments Within the Structure:

		Hospital departments are grouped in order to promote efficiency of facility.





		Grouping is generally done according to similarity of duties.















Common Categorical Grouping:

		Administrative Services

		Informational Services

		Therapeutic Services

		Diagnostic Services

		Support Services









Administrative Services

		Hospital Administrators 



	CEO, Vice President(s), Executive Assistants, Department Heads

		Business people who “run the hospital”

		Oversee budgeting and finance

		Establish hospital policies and procedures

		Often perform public relation duties









Informational Services

		Document and process information



Includes: 

Admissions

Billing & Collection

Medical Records

Computer Information Systems

Health Education

Human Resources









		Provides treatment to patients



Includes following departments:

Physical Therapy - treatment to improve large muscle mobility

Occupational Therapy - treatment goal is to help patient regain fine motor skills

Speech/Language Pathology - identify, evaluate, treat speech/language disorders









5. Medical Psychology - concerned with mental well-being of patients

6. Social Services - connect patients with community resources (financial aid, etc.)

7. Pharmacy - dispense medications

		Respiratory Therapy - treat patients with heart and lung disease











Sports Medicine - provide rehabilitative services to athletes

Nursing - provide care for patients

		Dietary - maintain nutritionally sound 



    diets for patients







Diagnostic Services

		Determines the cause(s) of illness or injury



Includes:

Medical Laboratory - studies body tissues

Medical Imaging - radiology, MRI, CT, ultrasound

Emergency Medicine -provides emergency diagnoses and treatment







Support Services

		Provides support for entire hospital



Includes:

Central Supply - orders, receives, stocks & distributes equipment & supplies

Biomedical Technology - design, build repair, medical equipment

Housekeeping & Maintenance - maintain safe, clean environment







Traditional Organizational Chart







Board

Administration

Therapeutic

Services

Information

 Services

Diagnostic

Services

Support

Services

Admissions Billing, etc. Med. Records Computer Info. Health Ed. Human Resour.

PT, OT Speech/Lang.    Resp. Therapy  Pharmacy Nursing  Dietary

Med. Lab  Radiology Nuclear Med  ER Cardiology Neurology

Central Supply Biomedical  Housekeeping Maintenance Dietary Transportation







Pyramid demonstrates a symbolic organizational structure of a hospital. 









Admin. Services

Information Services

Therapeutic Services

Diagnostic Services

Support Services

Board



This is a simplistic organizational structure of a hospital.  It allows the student to see the structure in a less abstract fashion.  Explain that the line between Diagnostic and Therapeutic services is sometimes blurred due to new technological advances.  (Example is interventional radiology.)  Provide additional information on the role of physicians in acute care facilities.  Point out that “Support Services” is at the bottom of the pyramid and thus supports the entire structure.  Have the students note that the pyramid forms a hierarchy (in terms of levels of services).   Food for thought might be:  “Do you believe that these service levels could represent monetary compensation and occupational status?”









Example of “symbolic representation” of organizational structure









This is the “symbolic” organizational structure of a hospital as planned and drawn by a team of my HSTE I students.  After each group completes their drawing, they present it to the class and explain the symbolism as depicted in their picture.  The drawing up above was rationalized as such:  

1. Steth. diaphragm: DIAGNOSTIC SERVICES - diaphragm determines cause of illness

2. Earpieces: THERAPEUTIC SERVICES - hears/interprets and decides course of treatment

3. Tubing: SUPPORT SERVICES - supports structure of stethoscope (thus hospital departments)

4. Head: ADMINISTRATIVE SERVICES - runs everything

Encourage students to be as creative (but logical) as possible.  This activity not only helps them remember the levels of management in a hospital, but is an excellent way to promote camaraderie and teamwork.  In the past my students have drawn: roller coaster, totem pole, hamburger, tennis shoe, ice cream cone, etc.  Remember: Organizal Structure of a Hospital can be fun!  (yes, even for the teacher…)
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