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ANNUAL GENERAL MEETING -
HOW TO CONDUCT A MEETING **

GENERAL INFORMATION

One way to ensure orderly procedure of business of an Annual General Meeting (AGM)
is to have an agenda prepared beforehand. The agenda will change from meeting to
meeting as far as the details are concerned, but the general pattern will remain the
same. It is important to have an agenda and follow it. This document is designed to
assist the Chairperson to deal with the various items of business on an agenda, to
phrase questions and statements, and to illustrate how some of the basic rules of order
are used. (For an example, see document “Agenda”).

An agenda shall be prepared by the local Executive. Where possible the agenda should
be circulated in advance so that members arrive at the AGM prepared to discuss topics.
To accomplish this when members are solicited for suggested items to be included in
the agenda a deadline should be established. The Chair should stick to this unless, in
his opinion, the situation warrants immediate discussion of a particular subject. Pre-
informed members are a real time saver at meetings.

Conduct an AGM

The Agriculture Union uses a parliamentary procedure as a system of rules for
conducting a meeting which provides for an orderly way of determining the will of the
majority. (Please see the document “Agriculture Union — Rules of Order”)

The Local President presides the AGM. As such, he/she should remain impartial, and
all discussion is address to the Chair. If the President wants to speak on a motion,
he/she should pass the chair to the Vice-President and speak from the floor.



ROLL CALL OF THE LOCAL EXECUTIVE

The Local President or secretary will call the roll of the Local Executive. (They are the
most responsible members of the Local and should set an example in attendance.)

President Treasurer
Vice-President Chief Steward
Secretary

Secretary will enter the names of Local Executive present and absent in the Minutes.

ADOPTION OF THE AGENDA

The agenda is submitted to the members by means of a motion (proposed, seconded,
amended, if required and adopted by the members). The agenda must be prepared
prior to the AGM (usually by the Secretary or the President) after consultation with the
Executive Committee. It must be distributed to all members present at the meeting or
posted at the front of the meeting room where all members can view it.

Local President says: “You have before you the agenda for this AGM. | will now
accept a motion”

A member of the executive (usually the secretary) will propose that the agenda be
accepted; the motion is usually seconded by another member of the executive.

Once adopted, the agenda serves as a guide to the President for the running of the

meeting.

READING AND APPROVAL OF
MINUTES OF PREVIOUS MEETING

Choose one of the following options:

Local President says: “The Secretary will please read the minutes of the last meeting”.
Secretary stands while reading and makes sure the members in the rear can hear.

OR

The Local President distributes copies of the minutes of the last meeting and gives the
members a few minutes to go through them.

Local President says: “/ will now accept a motion.” A member of the executive (usually
the secretary) will propose that the minutes be accepted; the motion is usually
seconded by another member of the executive.



Local President says: “Are there any errors or omissions in the minutes?”
If there is a correction to the minutes, a simple majority vote of the meeting is necessary
to make the correction. Business referred by the minutes to this meeting should be

taken up under unfinished business and will be read out by the Secretary at that point
on the agenda.

TREASURER’S REPORT

Local President says: “The Treasurer will make his/her report on the financial
condition of the Local".

Treasurer makes the report and moves its acceptance.

Local President says: “You have heard the Treasurer’s report, and he/she has moved
acceptance.”

“The motion has been seconded.”

“Are you ready for the question?” (At which point the members vote on the treasurer’s
report)

LOCAL EXECUTIVE AND/OR COMMITTEE REPORTS
(If applicable)

Reports should be in writing. Ask the person making the report to come to the front of
the hall while reporting. Most committee reports should be short, snappy and to the
point. Every detail of the committee meeting does not have to be reported. The purpose
of the committee is to make plans to present to the membership for approval. The report
need contain only sufficient detail so that the members will understand the content.

OR
The reports can also be distributed in advance.
“The Local executive and/or the Chairman of the committee who presented the reports

remain at the front of the hall (to answer questions, provide additional information, etc.)
until the report is adopted by the members.

Local President says: “The Report is open for discussion.”



UNFINISHED BUSINESS
(If applicable)

Unfinished business are items that have been before the Local already, either from
“new business” at a previous meeting, or from earlier in the present meeting referred to
this point on the agenda.

Local President says: /s there any unfinished business?” (Secretary will provide the
President with the items (if any) which should be now brought to the attention of the
meeting.)

Local President announces each item in turn, requests a motion on each one and, when
duly seconded, invites discussion by members.

When all items have been disposed of the

Local President says: “Is there any further unfinished business?”
Hearing no reply, the Local President will close the order of business and move on to
the next item on his agenda.

NEW BUSINESS

New Business is that which is brought up for the first time at a meeting. It may come
from recommendations in the various committee reports, from letters or from any
member on any subject.

Local President says: “We will now deal with any new business.”

Items will be brought up (if any) and the Chairperson will deal with them by applying
normal rules of order, i.e., dealing with each item as it is moved and seconded by the
members.

MOTIONS

) A motion initiates all business at a meeting.

) A member should be recognized by the chair before speaking.
) A motion must be seconded before it is discussed.
)
)

recognizes each in turn being careful not to allow the same person to speak
twice before all others have spoken. If the mover speaks twice on the motion
debate is automatically closed.

(f) A motion should be in the affirmative i.e., "I move that we build a hall" rather than
"l move that we do not build a hall".



g) The mover cannot withdraw his motion without unanimous consent.

h) A motion may be amended.

i) If defeated a motion cannot be brought up again at the same meeting.

j) A sample motion is "Moved that this local rent suitable accommodation for our
meetings as required not to exceed a cost of $75.00 per occasion".
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Amendment to a Motion:

) Must pertain to the motion.

) Adds, deletes or substitutes words.

) Moved and seconded like a motion.

) Only one considered at a time. There may be more than one proposed and if one
is defeated another may be moved.

(e) Sample amendment. See 7(j) "such accommodation to include rest room

facilities".
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Amendment to the Amendment:

(a) Must pertain to the amendment.

(b) Same rules as for the amendment.

(c) Sample amendment to the amendment "separate restroom facilities for males
and females".

Voting Procedure:

(a) On amendment to the amendment first.

(b) Then on amendment.

(c) If amendment is defeated a new amendment may be moved, seconded and
voted on if desired.

(d) Then on motion (as amended if an amendment carried).

General Rules:

(a) Discussion of a motion can only take place after if has been moved, seconded
and properly recorded by the secretary.

(b) Discussion opens when motion has been given by the chair ("It has been moved
and seconded that...")

ELECTIONS

Local President says: “The next item in the order of business is the nomination and
election of the Local Executive”.



The Local President will turn the meeting over to the person who will conduct the
nominations and elections.

The following rules should be made clear to the meeting before nominations
commence:

1. Nominees must be members in good standing of the Local.

2. Nominees must be nominated and seconded by members in good standing of
the Local.

3. Nominees must express their willingness to serve and to perform the duties if
elected.

4. Elections will be decided by a simple majority.
5. Term of office will be as stated in the Local By-Laws.

6. Local executive is expected to set an example in the matter of attendance at
meetings.

7. The oath of office should be administered to Local executive immediately
before taking office.

CONDUCTING LOCAL ELECTIONS

Select an Elections Chair, such as your Agriculture Union National Executive, Regional
Vice-President (RVP), PSAC Regional Executive Vice-President (REVP), a PSAC
Regional Representative or a member who is not seeking an elected position to your
Local.

Separate voting members/delegates and those who cannot vote (i.e. guests,
observers).

If necessary, hold a rollcall of members/delegates and distribute ballot books to those
qualified to vote.

Advise the group that the Elections Chair will run the election. The Elections Chair will
explain the use of the following procedure outlined below (as defined in By Law 8,
Section 9):

1. Begin the election by calling for nominations. Note that all nominations have to
be duly moved and seconded.



2. Read out any nominations submitted in writing up to that time.

3. Call for nominations from the floor a total of three times, by asking “Are there
any other nominations? Are there any other nominations? Are there any
other nominations?”

4. If no nominations are made from the floor, or when all nominations have been
made, declare the nominations process closed.

5. Ask the individuals nominated if they wish to stand for office. Those who do not
wish to stand will have their names deleted from the list of candidates. Where a
nominated candidate is unable to attend the election meeting, another member
may vouch that the absent person has agreed to stand for office.

6. An unopposed candidate for a position may be declared as acclaimed. He or she
should be offered the opportunity to make any brief remarks of intent, thanks, etc.

7. In order of their nomination, ask candidates in contested positions if they wish to
speak or have someone else present speak on their behalf. Also ask if they wish
to have a scrutineer (i.e. a representative) present during the vote count.

8. Each candidate has a total of three minutes to speak. Enforce this. To avoid any
suggestion of favouritism, use a digital watch or other device to time the three
minutes.

9. At the end of the candidate speeches, before beginning the balloting process,
order the door(s) to be ‘tiled’ (or closed), preventing anyone from leaving or
entering the room until the balloting is completed and the results have been
announced.

10.A separate page in the ballot book should be used for each position contested.
Start each individual election by announcing which number and/or coloured page
in the ballot book that will be used.

11.Collect the ballots.

12.When all balloting is finished, you, your assistant and any candidate scrutineers
should seek a quiet, relatively secluded place (such as a corner of the room, a
hallway, or another room) and begin the count of ballots for each contested
position.

13.A candidate needs to receive a clear majority of votes cast in order to win. If a
first ballot results in no candidate receiving a majority, the candidate receiving the
fewest number of votes is dropped and another round of balloting is held for that
position. This procedure is continued until a candidate ultimately obtains a
majority of votes.



14.When the election is complete, ask for a motion to destroy the ballots from the
voters present. The motion must be seconded and approved.

15. Administer the Oath of Office as per Agriculture Union By-Law 16, Section 8.

16.All elected Agriculture Union Local Executive shall take office at the end of the
meeting as per Agriculture Union Bylaw 8, Section 9, subsection 10.

17.Thank all concerned for their participation.

OATH OF OFFICE

As per By-Law 16, Section 8:

“ having been elected an officer of Local No.

, Agriculture Union - Public Service Alliance of Canada, solemnly declare
that for my term of office | shall fulfill the duties of such office, will maintain and uphold
the dignity of the Local, and will always keep confidential all matters concerning the
affairs of the Organization that are brought to my attention”.

ADJOURNMENT

Local President says: “Having completed our business, this meeting of Local
of the Agriculture Union (PSAC) stands adjourned”.

OR

Local President says: “As we have reached our adjournment time, this meeting of
Local of the Agriculture Union (PSAC) stands adjourned”.

A motion to adjourn is required if neither of these two situations applies. A motion to
adjourn is in order at anytime during a meeting.

(September 2024)

** This document was adapted for the Agriculture Union. Information was taken
from documents provided, courtesy of the Union of National Employees and
Union of Safety and Justice Employees.
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