[image: cid:image001.png@01D093D3.911269F0]
[bookmark: _GoBack]

Community & Citywide Education Councils
Template Script for (Annual) Elections Meeting


Key:
· Items in black/bold/italics are notes for the chair
· Items in Green are to be read aloud by the presiding officer or Administrative Assistant
· Items in Blue are for the chair pro tem to read aloud









· The Annual Meeting is a separate meeting where the only business is the election of officers.  It must be convened and adjourned before moving on to the Business and/or Calendar Meeting.


· The Bylaws should be on hand as a reference (e.g., for the chair to read aloud the elections process and officers’ duties).


· The Administrative Assistant (“AA”) must take minutes and record the votes. In the absence of the AA, the outgoing Recording Secretary takes minutes until a new Recording Secretary is elected. In the absence of both the AA and of an outgoing Recording Secretary, the Council must agree on a member to take minutes and record votes until a new Recording Secretary is elected.



Calling the Annual Meeting to Order:
The highest ranking outgoing officer (or, in a new council term, the highest-ranking returning officer) should call the meeting to order and do the roll call as soon as quorum is reached.  Where no officers from the previous term are present, the AA should call the meeting to order and preside until the chair pro tem has been elected.

Good evening and welcome.  It is now ___________ and this meeting of Community/Citywide Education council #_______will come to order.  

My name is  	and I am convening the Annual Meeting for the purpose of electing officers.
[roll call]
The Council’s bylaws provide that “officers shall be elected annually by roll call vote, and by the majority of the whole number of the members at its annual meeting, for a period of one year, and shall serve until their successors have been elected.”

The first order of business is to elect a chair pro tem who will preside during the election of officers or until such time as a new president of the council has been elected. Following the election of the council president, we will conduct the other officer elections.

Are there any nominations for chair pro tem?


Reminders:

· The AA is not a member of the Council and may not “run the election” (i.e., function as chair pro tem). The AA’s sole function is to take minutes and record votes.

· The chair pro tem must be someone who is not running for office.  In practice, he/she is only restricted from running for president since the president is voted on first and generally chairs the proceedings once elected.  If the council fails to elect a president on the first round, the chair pro tem may step down for the election of other officer positions in which he/she may wish to be a candidate.

· Council members can self-nominate; nominations do not require seconding.
[Nominations taken]
Nominations for chair pro tem are now closed and the council will proceed to a roll-call vote for chair pro tem.
[Voting]
Congratulations,  	has been selected to serve as chair pro tem and will conduct the election of officers for [year]


Election of Officers:
The chair pro tem takes over and reviews the process for the election of officers.

To elect officers, we will vote upon each position before moving on to the next so that any candidate not elected to an office can run for others

I will take nominations from the members (including self-nominations) and confirm with each nominee that he/she accepts the nomination.

(Note: candidates do not have to be present to be nominated; nominations do not need to be seconded)

Each nominee will be allowed to make a speech of up to 2 minutes.

Following the candidate(s)’ presentations, we will conduct a roll-call vote.  

Reminder:
All candidates for a position must be voted on in the same roll call vote, not sequentially.  Example: John Doe and Jane Smith are running for president; on the roll call, each member will vote for either John or Jane.  The council should not vote first on Jon’s candidacy, then on Jane’s.  

All positions must be voted on even if there is only one candidate; where there are two or more candidates, each member must make a choice and vote for one.

Should no candidate receive at least 6 votes [7 for CCHS], we will move on to the nomination/election process for the next position and return to undecided positions at the end.

If an officer position remains unfilled due to no candidate receiving at least six votes over two or more rounds of voting, the incumbent officer (including from a prior council term, should he/she still be a member of the council) will continue in the position.  New elections for all unfilled positions shall be put on the agenda of following month’s calendar meeting.

Is the procedure clear to all the members?
Once there is agreement, move forward with the election process

First we will elect the council president: are there any nominations for the office of president?
Ask each nominee if he/she accepts the nomination
	
Nominations for the office of president are now closed.

I will now call each nominee in alphabetical order to address the members for up to 2 minutes if they so desire.  We will proceed with a roll-call vote.
After the roll call vote, announce the elected officer as follows:

Congratulations,	. You have been elected to serve as council president for the [_____] term.

Note: Ask the president-elect if he/she would like to proceed with the meeting or if he/she would like the chair pro tem to continue.

Repeat the above Election of Officers process for all positions: First VP, Second VP, Recording Secretary and Treasurer.

Once the election of officers has been completed, the Annual Meeting is adjourned. 

If aCalendar and/or Business Meeting has been scheduled to immediately follow the Annual Meeting, the newly-elected President should open the next meeting.  Before calling the Calendar Meeting to order, the President should invite the Community Superintendent to sit with the Council and remind the parents and community members in the audience that if they wish to speak during the Calendar Meeting speakers’ session, they must place their name on the speakers’ list.

THE ADMINISTRATIVE ASSISTANT SHOULD SUBMIT A LIST OF NEWLY-ELECTED OFFICERS TO THE DIVISION OF FAMILY AND ACOOMUNITY ENGAGEMENT (FACE).
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