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Information for Co-Chairs of  District Advisory Committees  
 

Effective Leadership  
�x The co-chairs must ensure that meetings are orderly. 
�x Become familiar with basic meeting procedures (see separate section below), the 

committee�¶�V���E�\�O�D�Z�V���R�U���F�K�D�U�W�H�U�����D�Q�G���W�K�H���G�L�V�W�U�L�F�W�¶�V���&�R�P�P�X�Q�L�F�D�W�L�R�Q�V���D�Q�G���9�L�V�L�W�R�U�V Guidelines 
(https://www.austinisd.org/sites/default/files/dept/advisory-bodies/Communications-Visitor-Requirements_rev-
091019.pdf), and ensure that all of these are followed. 

�x Establish an expectation for timeliness �± consistently start and end meetings on time. 
�x Monitor the amount of time given to each agenda item, or appoint a timekeeper. 
�x Prior to discussion, inform members that the time given to them to speak may be limited 

to allow others an opportunity to speak. 
�x If the time being spent on an item becomes overly long and you need to move on in the 

agenda, inform members that discussion will need to conclude and you will only be able 
to take a few more comments.   

�x Do not allow discussion of items not posted on the meeting agenda (see separate section 
below). 

�x If a member departs from the agenda, makes comments not related to the subject at 
hand, interrupts another speaker, or becomes discourteous, rule the member out of 
order. 

�x The presiding co-chair must treat ex officio members, staff members, and visitors who 
may be present with the same expectations for order. 

�x Assign one co-chair to preside over each item on the agenda �±
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�x After the motion is seconded, the presiding co-chair asks if there is any discussion �± the 
presiding co-chair recognizes members who wish to speak. 

�x If there is no discussion, or after discussion concludes, then the presiding co-chair will 
call for a vote. 

�x If a member feels that discussion is going on too long or is not necessary, a motion may 
�E�H���P�D�G�H���W�R���³�F�D�O�O���W�K�H���T�X�H�V�W�L�R�Q���´���R�U���W�R���H�Q�G���W�K�H���G�L�V�F�X�V�V�L�R�Q��immediately and take a vote �± for 
this particular motion, a 2/3 vote is required rather than a majority. (If the presiding co-
chair feels that discussion is going on too long or is not necessary, the presiding co-chair 
may suggest or request a motion to call the question.) 

�x A member may move to amend a motion that is already on the floor �± amendments may 
be in the form of changing the existing motion or making a substitute motion. 

�x Once seconded, an amended motion is also subject to discussion and vote �± voting is in 
inverse order, such that amended motions are voted on first, then the original motion. 

�x 
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