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Cadet Programs, New York Wing

United States Air Force Auxiliary

Civil Air Patrol 


For democracy to succeed, the members of the New York Wing Cadet Advisory Council must work harmoniously.  This is accomplished by each member knowing the purpose and goals of the council, its rules, the rights of each member, and what they are expected to do.  Robert’s Rules of Order enable members to take care of business in an efficient manner, maintain order, and help ensure that the above goals are met.  By implementing these guidelines, the New York Wing Cadet Advisory Council and its subordinate councils will ensure that each subsequent term will be more successful than the last.

The majority of what is contained in this document is to be credited to Robert’s Rules of Order, originally published by General Henry M. Robert, USA, and has been edited to serve the Cadet Advisory Council’s purpose.  Please note that the attachments are formatted for the New York Wing Cadet Advisory Council’s use, but minor changes may be made so that they can be used at lower echelons.  Finally, I would like to thank C/2d Lt Sophia Giddens for her excellent work in developing the minutes' template.

Sincerely,

_________________________________

Jennifer A. Neville, C/Col, CAP

Cadet Advisory Council Chairman ‘00-‘02

New York Wing

Basic Principles of a Cadet Advisory Council

1. 
The members rule through a decision-making process that they have established 

by a vote.

2.   Ideas come from the members and are presented to the CAC to decide upon.

3.   Leaders come from the people through the election process.

4.   All members are equal.

5. There will be impartiality and fairness.

6. The majority rules, but the rights of the minority and absent members are protected.

a. Absent members relinquish their right to vote, but opinions will be heard if submitted prior to the meeting.

7. Everything is accomplished in the spirit of openness, not secrecy.

8. Members have the right to resign from office or the CAC.

Cadet Advisory Council Meeting Etiquette

Promoting Courtesy

1. The chairman calls the meeting to order on time as a courtesy to those who are punctual.

2. Members are to be seated promptly when the Chairman calls the meeting to order, and stop conversation.

3. Members rise to be recognized by the Chairman and do not speak out of turn.

4. Personal attacks or any form of belittlement will not be tolerated.

5. During a debate, members do not “cross talk.”

6. Discussion is kept to the issues.

a. If digression occurs the chairman states, “Will the speaker please keep 

their remarks to the issue at hand?”

b. If a motion is out of order the chairman states, “The motion is out of order.”

7. Members speak loudly and clearly so that all can hear.

8. Members listen when others are speaking.

9. The word Chairman should be used with the words Mister or Madame to distinguish between the two genders.

Justice, Impartiality, and Equality

1. The Chairman does not take sides and allows all sides to be equally heard in a debate.

a. If the Chairman wants to voice an opinion about the issue under discussion they relinquish the chair to another officer so that he/she can speak.

1. The chair is only relinquished while the motion is pending.

2. During a controversial issue members have the right to move to take a vote by ballot.

3. If accused of wrongdoing members have the right to a hearing and to defend themselves. 

a. The Chairman or the next highest officer will preside under the supervision of the Director of Cadet Programs.

The Rule of the Majority and the Protection of the Minority

1.   Members have the right to be given prior notice of all meetings and when there is 

a proposal to nullify or amend a previous action.

2.   In any situation where rights may be taken away from members, there must be a 

two-thirds vote.

3.   Through publication of the minutes, members have the right to be informed of the 

work done by the CAC.

Election of Cadet Advisory Council Officers

Nominations

1. Candidates must be Primary Representatives to the CAC.

a. Such designation will be evidenced by a CAPF 2a signed by the member's 

Unit Commander, which the Chairman must have in their possession at the 

time of election.

b. The Candidate will attend and be designated as a Primary Representative for at least two CAC meetings per term.

2. Candidates must be nominated by another member of the CAC.

3. Only members of the CAC will second nominations.

4. The nominee has the right to decline their nomination.

Elections

1. Votes are cast by a ballot vote.

2. The recorder counts the votes silently with the supervision of the Vice-Chairmen and reports to the Chairman who then announces the results to the CAC.

3. Subordinate council elections must be held a maximum of thirty days after the superior council's election.

Reelections

1. A member can run for reelection of the same position or election of another.

2. An officer may only hold their position for a maximum of two terms (each term is one year long).

3. At each echelon an officer may only hold their position for the above limit of time.  However, they may be elected to a different position at the same echelon.

Vacancies of Office

1. If a member resigns or is impeached from office the next officer in line steps up or one is appointed until elections can take place.

2. Appointments will be handled by the Director of Cadet Program and then 

submitted to the unit commander for approval.

3. In the event of a temporary vacancy of office, the convening officer will appoint a Primary Representative to fill the position.  The appointed member will retain their right to vote.

Impeachment of Office

1. Any CAC member may be recommended for removal for reasons such as: 

a. Failure to execute their duty 

b. Failure to abide by CAC resolutions 

c. Poor attitude 

d. Poor attendance

2. CAC members will be recommended for removal by a vote of impeachment.

3. Only the Primary Representatives will vote on the impeachment.

4. In case of a tie, the Chairman will submit the tie-breaking vote.

a. If the Chairman is the one being considered for impeachment, the tie-breaking vote will be cast by the Vice-Chairman. In the case of the New York Wing CAC, the Recorder will cast the tie-breaking vote.

5. The CAC member being considered for impeachment will not have a vote.

6. After the vote of impeachment, the Chairman (or Vice-Chairman, if the Chairman is being impeached) will submit a recommendation for removal through the chain of command.

a. On the New York Wing CAC, whichever Vice-Chairman is at the meeting when the impeachment vote is taken will submit the recommendation.  If both are present the Vice-Chairman South will submit the recommendation.

Duties of the Members of a Cadet Advisory Council

Chairman

1. A Chairman’s primary duties are to preside over the CAC meetings, set the tone and specific goals for the CAC, and perform administrative duties with the help of other CAC members.

2. The Chairman must maintain order, be fair and impartial, and protect the rights of all members.

3. The Chairman appoints all task forces.

4. At the beginning of each new term of office, the Chairman and the other CAC members must decide on their goals and plan of action.

a. The Chairman of the superior council will collect the written goals from the subordinate councils and ensure that these goals are addressed with the help of the Vice-Chairmen.

5. The Chairman will receive each subordinate council's meeting minutes from the Vice-Chairmen.

6. The Chairman will read through these minutes and prepare for the follow up section of the agenda.

7. The Chairman must forward the subordinate councils' minutes to the Director of Cadet Program as well as to the respective Vice-Chairman of the superior council.

8. The Chairman will receive the CAC minutes from the Recorder.

a. After reading through the minutes minor grammatical changes will be sent to the Recorder.

9. The Chairman must ensure that at the next meeting the minutes are voted on, accepted and that the approved and corrected minutes are sent to the Director of Cadet Program as well as the superior council.

10. The Chairman must prepare the agenda with the help of the other officers.

a. Send preliminary agenda out to the Vice-Chairmen, Recorder, Director of 

 Cadet Program, and Unit Commander for additions or deletions of items.

b. The Director of Cadet Program and the Unit Commander must approve 

the final agenda. 

c. Send the approved agenda out to the Primary and Alternate 

Representatives at least one week prior to the next meeting.

11. The Chairman is also in charge of selecting a task force chairman for each task force as well as its members.

a. Members who are selected for a task force that feel they do not have the 

  ability to do a thorough job may decline the selection.

Vice-Chairmen (NOTE: Only the Wing CAC will have two Vice-Chairmen.)

1. The Vice-Chairmen’s duty is to preside over the CAC when the Chairman cannot be in attendance.  Whoever presides for the meeting is up to the two Vice-Chairmen.

2. If for some reason the Chairman’s slot is vacated the CAC will hold an election to choose which of the Vice-Chairmen will be the successor.  Once elected, another election will be held to fill the vacated position. 

                   a.    If there is a tie the Recorder will break it.

3. The Vice-Chairmen will receive the CAC minutes from the subordinate councils under their supervision.

a. If they are not receiving minutes find out why.

b. If meetings are not being held find out why.

4. The Vice-Chairmen will send these minutes to the Chairman and the Assistant Director of Cadet Program for their area no later than two weeks before the next CAC meeting is to occur.

5. The Vice-Chairmen will read through these minutes and highlight improvements and areas of concern that you wish to discuss at the meeting under the follow up section of the agenda.

a. The Vice-Chairman will alert the Chairman of any concerns or notable points.

b. These concerns should be addressed before the meeting as well as during the meeting.

6. The Vice-Chairman will contact the Primary Representatives to find out if they are coming to the next meeting.

Recorder

1. The principle job of the Recorder is to maintain official records of the CAC and to keep task force reports on file.

2. The Recorder is also responsible for sending notices of the meeting dates to members of the CAC.

3. At the start of each meeting the Recorder will take a roll call.

a. A suggested document for collecting contact information as well as signing in is attached.

   1.   See Attachment 5

4. It is essential for the Recorder to take minutes at each meeting.

a. See attachment 2.

b. These minutes should contain a record of what is done, NOT what is said.

5. Minutes should be typed up in the proper format and submitted to the Chairman within 30 days of the meeting.

a. Submission should either be a hard copy or e-mailed in Microsoft Word 

format.

    5.   When writing the minutes, each unit’s typed up group report should be 

included.

 6.    Subordinate council reports will be collected from each Representative during 

   the meeting.

          7.     If a report is not submitted the recorder will tell the respective Vice-Chairman 

      so that they can procure one from the missing unit(s).

Primary and Alternate Representatives

1. Representatives must attend meetings, be on time, and know the rules of parliamentary procedure.

2. Representatives are responsible to let the respective Vice-Chairman and the CAC Chairman know whether or not they are attending the CAC meeting and if they are not, who their replacement will be, as well as any observers that they will be bringing.

3. If Representatives are not going to be able to attend they must find someone who can attend in their place with a CAPF 2a designating them as the Primary/Alternate Representative.

4. Representatives are responsible to update their unit on what is happening at the superior level.

5. Representatives must be prepared to give a unit report at every CAC meeting.

a. The report must be type written and submitted to the Recorder at the 

meeting immediately after it has been given.

6. Representatives must review the agenda before each meeting and be prepared for discussion.

7. Representatives are expected to be a member of task forces and to possibly chair one or more of them.

8. Representatives must submit their council’s CAC minutes using the attached format to their respective Vice-Chairman no later than one week after the minutes have been approved.

9. Only the Primary Representative may vote.  

10.  If the Primary Representative is unable to attend, only then may the Alternate vote.

Task Forces

1. The purpose of a task force is to have a small group investigate a proposal.

2. If a motion is adopted it goes to a task force to be investigated.  It does not return to the CAC until the task force is ready to give a report or until a time that the CAC has set.

       a.  This report must be filed with the Recorder.

3. The motion to refer an issue to a task force needs a second.

4. Any documents given to the task force must be preserved and given back in the same condition in which they were received.

5. Task forces must keep a record of their activities and place them in a file.

6. The CAC Chairman appoints the Chairman of the task force.

Senior Member Advisor

1. The Advisor will normally be the Director of Cadet Program.

2. By no means should the Advisor attempt to run the CAC meeting.  Their primary role is to observe and answer questions that may come up.

3. The Advisor will only serve as a mentor to the council.

Running a Cadet Advisory Council Meeting

Rules

1. Business must be taken up one thing at a time in concurrence with the order established by the meeting’s agenda.

2. Only one person may be assigned the floor at a time.

3. No member speaks twice until all members have been given the chance to speak.

4. In order for a meeting to be opened, a Senior Member, either the Advisor or someone else, must be present.  However, during the course of the meeting it is only required that they be within earshot.

5. A quorum must be present before any business can begin.

a. The quorum is established at with forty percent of the total units being present and two CAC officers, one to facilitate the meeting and the other to record the minutes.

b. If business is conducted without a quorum it is null and void.

c. Only three motions are allowed when a quorum is not present.

1. To recess

2. To fix the time at which to adjourn

3. To adjourn

The Agenda

1. The most important resource for filling in the agenda is the minutes of the previous meeting.

a.   See attachment 1.

2. Agenda items are listed in the order of importance.

3. If there is no new business on the agenda the Chairman will ask, “Is there any new business?”

      
a.   Here members will have the right to present ideas to the CAC.

  4.   Agendas should be flexible to provide for unseen occurrences.

a. The agenda may be changed before the meeting without a motion and during the meeting with a motion, second, and a two-thirds vote.

Calling the Meeting to Order

1. The meeting begins when the Chairman calls the meeting to order.  The Chairman does this by standing at the front of the room, where everyone can see them, and saying: “The meeting will come to order.”

Order of Business Once the Meeting is Called to Order

1. The minutes of the previous meeting are read and approved by the CAC. 

2. The unit reports are given.

3. The reports of task forces are heard.

4. Unfinished business is discussed (note – the term old business should NOT be used). 

a. Unfinished business is a motion that was under discussion at the time the previous meeting was adjourned.

5. New business is discussed.  Its purpose is to propose issues that are new to the meeting as well as the CAC.

6. When the agenda items are finished and the CAC has no further business to discuss, the Chairman will open the floor to observers. The Chairman will adjourn the meeting when discussion is finished or they feel that nothing more may be accomplished in the allotted time period.

Reading and Approving the Minutes

1. The Chairman states, “Will the recorder read the minutes of the previous meeting?”

2. The recorder then stands to read the minutes. 

a.  Corrections can be made during the reading of the minutes.

3. The recorder will sit down and the Chairman will ask: “Are there any more corrections?”

4. If there are no more corrections the Chairman will say: “The minutes are approved as read.”

5. If there are corrections the member will rise, address the Chairman, and state: “Mister/Madame Chairman…” and then the correction.

6. Next the Chairman will say: “If there is no objection the minutes will be corrected by…Are there any further corrections?”

7. If someone makes a motion to “dispense with the reading of the minutes” it means that the minutes will be read at a later time.  This motion is not debatable and takes a majority vote to adopt.  In order for the minutes to be read later, a motion must be made to have them read.  This motion is not debatable, and takes a majority vote to adopt.

Reports

1. Unit reports will come before task force reports.

 a. See Attachment 3.

2. Chairman will state: “May we have _____’s report?”

3. The report is given.

4. The Chairmen then asks, “Are there any questions?”

5. Hearing none the Chairman says, “_______’s report is filed” and the report is handed in to the Recorder.

6. If there are questions the Chairman asks the unit or task force to answer the question and once it is answered the Chairman asks for further questions. 

7. If a task force’s report includes a recommendation of action, the report should include a motion at the end.  The Chairman then repeats the motion and asks for discussion.  A motion from a task force of more than one person does NOT need a second; the task force has already voted it upon.

8. The Chairman will state, “The question is on…Is there any discussion?”

9. Once discussion ends the report is filed.

Adjourning the Meeting

1. To move to adjourn, a member must rise, address the Chairman, be recognized, and say: "“Mister/Madame Chairman (recognized by the nodding of the Chairman) I move that the meeting adjourn.”

2. This motion requires a second and is NOT debatable.  The vote is taken 

      immediately.

Procedures of a Cadet Advisory Council

Making a Motion

1. Any member of the CAC may make a motion.

2. A member of the CAC stands and addresses the Chairman: "Mister/Madame Chairman."

3. The Chairman assigns the member the floor.

4. The member states the motion: "I move that..."

5. Another member seconds the motion.

a. This does not mean that the member agrees with the motion, but that they would like to discuss it.

6. The Chairman restates the motion and places it before the CAC by saying, 

"It is moved and seconded that...Is there any discussion?"

     7.    When discussion is finished the Chairman puts the motion to a vote.

           8.    The Chairman announces the results of the vote.

           9.    A previous action by the CAC may be reconsidered with a motion to 

amend something previously adopted.  This motion requires a two-thirds vote to pass.

Debating a Motion

1.  It is the right of every member to debate or discuss business that is introduced to the CAC in the form of a motion.  This right may be taken away or limited only by a motion to limit or close debate.  Either motion must have a two-thirds vote to pass. 

2. The majority must give the minority a full, free opportunity to present their case.

3. The minority must gracefully recognize the action as that of the entire CAC and to willingly assist in carrying it out.

Rules of Debate

a. A member must obtain the floor and be recognized by the Chairman before beginning to speak.

b. The member who made the motion has the right to speak first.  After this the Chairman places the motion before the CAC for discussion.

c. A member make take their second turn can only occur after everyone else has had their chance to speak.

d. Speakers must be courteous and never attack other members.  

e. The member must let the CAC know which side of the issue they are on and give reasons why.

f. The Chairman should alternate the debate between opposing sides.

a.  “Would anyone like to speak for/against the motion?”

g. If the Chairman needs to interrupt the speaker, the member should sit down until the Chairman has finished.  The member can then resume speaking.

h. The Chairman must remain impartial.

i. Debate may be limited, but only if there is a motion on limiting/closing debate.

Amending Motions

1. To amend by inserting words: words are inserted into the middle of the motion – “I move to amend the motion by inserting…” – must be seconded – The Chairman then repeats the motion. 

2. To amend by adding words: words are added to the end of the motion – “I move to amend the motion by adding…” – must be seconded – The Chairman then repeats the motion.

3. To amend by striking out words: something is deleted in the motion – “I move to amend the motion by striking out…” – must be seconded – The Chairman then repeats the motion.

4. The Recorder must follow this procedure carefully and write down the amendments.

5. Voting on the amendments: The chairperson says: “The question is on the adoption of the proposed amendment to (strike out, add, or insert)…If adopted the motion would read…All those in favor/opposed…”

6. After all amendments have been voted upon the Chairman says, “The question is on the adoption of the motion as amended…(state the motion)…Those in favor/opposed…” Finally, announce the results.

Voting

1. During voting a quorum must be present.

2. Only the Chairman may put a motion to a vote.

3. All primary delegates have one vote.

4. Officers of the CAC cannot vote or second a motion.

5. After the Chairman asks is there is any more discussion the issue is put to a vote.

     a.  The Chairman will say: 

1. Is there any more discussion?  Hearing none the question is on…” All in those in favor?  All opposed?”

     b.  NEVER will they ask, “All abstained?”

                                    1.  Any votes that are abstained are not counted in the final tally.

     c.  The majority will rule.

6. If there is a tie, the Chairman will break it.

7. If a member of the CAC doubts the outcome of the vote, a second vote shall be taken.  The second vote will be taken by a division vote.  This vote will not officially be counted. 

   8. Votes can be taken in a variety of ways.

a.   Voicing –  “Yea” or “Nay”

b.   General Consent – “Is there any objection to…?”  If someone objects 

the motion is put to a formal vote.

            c.   Show of Hands – “All those in favor/opposed please raise your right 

      hand.”

      d.   Division Vote – “All those in favor/opposed please rise.  Be seated.”

      e.   By Ballot – A ballot vote ensures secrecy.  This motion can be 

requested by any member of the CAC, must be seconded, and is not debatable. Ballots must be collected using a box.  Some useful statements that they Chairman may choose to utilize are: “This vote will be taken by ballot.  All who are in favor/opposed …write yes/no.”  “Fold the paper in half and then the ballots will be collected.”  “Has everyone voted who wants to vote?”  “The polls are closed and the ballots will be counted.” The outcome’s report should include the number of ballots cast, the majority to adopt, and how many votes were affirmative and how many were negative.  

f. Two-Thirds Vote – This vote is taken by a division vote.  It is used to limit/close debate, suspend or modify a rule or order previously adopted, taking a member away from office, anything that limits nominating or voting, or preventing the introduction of a motion.

Proposals

1. Proposals will be brought up when the Chairman asks if there is any new business.

2. In order for a proposal to be brought up to the CAC, the written proposal must be submitted to the Recorder 

     a.   Must be type written.

1.   See attachment 4.
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