MSF Tyneside Health Services Branch


Standing Orders


BRANCH MEETINGS


The Branch shall conduct its meetings in accordance with MSF rules and regulations, with these Standing Orders and with the principles set out in Citrine's "ABC of Chairmanship", as determined by the Chair.  The ruling of the Chair on any question under the standing orders or on points of order or explanation shall be final, unless challenged by at least four members, and unless two thirds of the members present vote against the Chair’s ruling.


Smoking is not permitted at Branch and Committee meetings.





QUORUM


The Quorum for a Branch Meeting is seven (7) members within 20 minutes of the advertised start of the meeting.  If the meeting is inquorate, the Branch Committee may then deal with the Branch meeting agenda.


The Quorum for a Committee Meeting is four (4) Committee members.


A meeting shall not make decisions whilst it is inquorate.  The Chair may suspend business until the quorum is re-established or close the meeting. 





ORDER OF BUSINESS - THE AGENDA


The Chair and Secretary shall prepare an Agenda for each Branch Meeting and this shall normally take precedence over all other business.


The Chairperson shall read the Agenda out at the start of the meeting, may alter the order of business during the course of the meeting and may identify items for consideration under Any Other Business.





ARRANGEMENTS FOR BRANCH GENERAL MEETINGS


The Annual General Meeting (AGM) shall normally be on the third Monday of January, starting at 6:00pm and ending not later than 8:00pm.  


Ordinary General Meetings shall normally be no less than quarterly, at a Health Service workplace, starting and finishing between 12:00 and 2:00.


Emergency General Meetings (EGM’s).  The Chair and Secretary may agree to call an EGM.  The Chair and Secretary shall normally approve all reasonable requests for Emergency General Meetings meeting the criteria below.  The Chair and Secretary shall consult the proposer, seconder and Treasurer about the date, time, venue, agenda and advertising of the EGM.  Members requesting an EGM should write to the Branch Secretary stating:


the purpose of the meeting,


the reason why this business cannot wait until the next meeting,


the names and membership numbers of the proposer, seconder and at least five other members, all of whom will attend or arrange deputies.  





�
MOTIONS, AMENDMENTS AND SPEECHES


Motions should normally be submitted in writing to the Secretary - this may be during a meeting if the motion arises from discussion of an agenda item. 


Every motion or amendment at a Branch meeting must be proposed and seconded by members present at the meeting.  Seconders are not required at Committee meetings.


Once moved and seconded, motions and amendments may only be withdrawn with the consent of the meeting.


When an amendment to a motion is moved, no further amendments shall be disussed until the first amendment is disposed of.  However, notice of the wording of any further amendments must be given before the first amendment is put to the vote.  


If an amendment is adopted, the amended motion becomes the substantive motion.  After all amendments have been disposed of, the surviving proposition may be put to the vote.


The mover of the original motion shall be allowed 5 minutes to move and 5 minutes for a “right to reply” to arguments raised against the motion.  Other members may speak once on the motion, for 3 minutes, and once on each amendment, for 3 minutes.  The mover of the amendment shall be allowed 5 minutes and has no right of reply. 


The Chair shall call a vote immediately after the mover has had the right to repy and no further discussion shall be allowed.





VOTING


MSF Rule 42h):  All matters shall be determined by a simple majority of votes of the members present, and in the event of an equality of votes, the Chair shall have a casting vote in addition to his/her deliberative vote.


Voting shall be by show of hands. 





ELECTIONS:





Candidates shall be nominated and seconded.


AGM Elections: 


Branch Officers: Chair, Secretary, Treasurer, 


Any other Branch Committee Members agreed by the AGM:  For example, Vice Chair, Health & Safety Officer.  If the Branch fails to elect to agreed positions, the Branch Officers may appoint eligible members, subject to ratification at the next Branch meeting.


Branch Auditors:  Two members who are not Branch Officers, to examine and approve the Annual Accounts prior to submission to Head Office.  If the Branch fails to elect, the Branch Officers shall appoint eligible member(s) as soon as possible after the AGM.


Branch delegates and representatives:  For example, one voting delegate and substitute delegate(s) to each Branch-based Regional Advisory Committee; delegates and representatives to other union bodies and affiliate organisations as required.





Election of Annual Conference Delegates:  The Branch shall hold elections for at least one Annual Conference Delegate and one reserve as soon as possible after publication of the Conference schedule.  


Election of Regional Council Delegates:  as soon as possible after election of Annual Conference Delegates, two Regional Council Delegates and at least one substitute to take up office the following January.





THE BRANCH COMMITTEE


The Branch Committee shall consist of the elected Branch Officers and Committee members and any appointed members.  It may include co-opted, non-voting members.


The Committee shall be accountable to the Branch, shall be responsible for organising the business of the Branch and shall meet as required.  





EXECUTIVE POWERS: 


The Chairperson and Secretary shall have executive power to act, together, on behalf of the Branch within the framework of policy determined by the Branch, Regional Council or Annual Conference.  When there is no Branch policy on an issue, they shall consult at least two voting Branch Committee members.  They shall seek endorsement for any executive actions at the next Branch meeting.





FUNDING UNION ACTIVITIES & PAYMENT OF OUT-OF-POCKET EXPENSES





MSF encourages the involvement of all members in Trade Union activities and members may reclaim expenses incurred on Branch business:


travelling expenses - reimbursement of actual fares paid, or payment at the current agreed rate for travel by car,


reasonable subsistence costs on presentation of receipts,


a reasonable allowance for care of dependants.


Other costs may be met on proof of payment or an invoice.  For example, photocopying, postage, campaign expenses, literature.


The Branch will not meet expenses that should be met by another body, such as employers, MSF Regional Council, etc.


The Branch shall reimburse, or meet reasonable expenses, without requiring members to seek prior authorisation in the following cases:


Accredited Rep’s and Health & Safety Rep’s attending union events when employers refuse to meet expenses incurred.


Accredited Rep's and Health and Safety Rep's organising meetings for Rep's and/or members (room hire, refreshments, etc.)


Attendance at Branch Meetings and Branch Committee meetings.


Branch delegates to both MSF and external bodies.


In all other cases, members shall obtain prior approval:


Expenses under £10: the Branch Treasurer may approve.  


Expenses over £10: a Branch Meeting, the Branch Committee or the Secretary and Chair in consultation with the Treasurer may approve.





THESE STANDING ORDERS: 


May be suspended individually or severally on the approval of two thirds of the members present.  However, the Chair may refuse a motion to suspend standing orders if he/she believes the purpose to be purely obstructive.


May be amended at the Annual General Meeting by two thirds of the members present voting for a motion circulated with the AGM agenda;


Should be notified to the National Executive Council (NEC) and new Branch members as early as practicable.





Glossary and Notes


Alphabetical


Agenda:  Annual General Meeting (AGM).  The Agenda may include:


Introductions, attendance, and apologies


Treasurer's report (financial report, appeals, subscriptions and affiliations)


Minutes of previous AGM


Branch Committee report


Matters arising from the minutes and the Committee report


Delegates' reports


Other reports (Health & Safety, Equal Opportunities, etc.)


Correspondence


Elections


Resolutions


Any other business


Speakers.


�
�
Agenda: Emergency General Meetings:  The Agenda will depend on the emergency and the business required to deal with it.  It should normally include only the relevant emergency or "special" business.  


�
�
Agenda: Ordinary General Meetings.  The Agenda shall normally include:





Five minutes for the Branch Committee Report.  The Branch Secretary shall normally present a short, written Branch Committee report for discussion and approval.  If the meeting has not completed this business within five minutes, the Chair may accept a motion to suspend this Standing Order for a specific period of time.  If two-thirds of the members present agree to suspension for the proposed period, the Chair shall extend the time allowed for this business for the agreed period.  Further extensions of the time allowed for this business may be agreed on the same basis.  ��Secondly, the meeting shall deal with any motions on the Agenda.��Most of the meeting shall then be used for informal, topical presentations and/or discussions of general interest to Branch members and/or of particular interest to the members and Rep’s most likely to attend at that venue.��Finally, the Chair may identify items previously notified or arising during the course of the meeting for discussion as “Any Other Business”.


�
�
�
Annual Conference Delegates.  The size of the Regional delegation reflects the number of members in the Region.  The number of Branch delegates varies.  However, the Branch has one delegate “as of right” because it has over 600 members.


MSF RULE 20 c):  “Each Branch with 600 or more members in compliance shall be entitled to elect one delegate.  Where Branch membership in compliance is less than 600, Regional Councils shall be required to group Branches to elect delegates, ensuring that such groupings result in adequate representation of all major occupational groups within the Region.  Regional Councils, when grouping Branches to elect delegates for Conference, shall ensure that Branches with over 600 members, despite entitlement to one delegate, are also included in these groupings.”





Reserve delegates may substitute for any delegates in their “pool”.  The Officers of grouped Branches should agree how to identify delegates from their “pooled” allocation.





Annual Conference Delegates benefit from participating in pre-conference decisions at Regional level.  The Branch encourages them to attend Regional Council meetings as substitutes or observers (as appropriate) from the time they are elected as Annual Conference Delegates.  They are also encouraged to stand for election as Branch Regional Council delegates for the year in which they will attend Annual Conference.


�
�
�
Branch Meeting Notices.  These should the date, time, venue and agenda and should arrive with Rep’s and/or members at least seven days before the meeting.  Meetings may be advertised well in advance, eg. as an annual programme.  Once advertised, the arrangements for a meeting will not normally change.  Rep’s and members should record these details and should not depend on receiving a reminder closer to the date.


The Annual General Meeting (AGM):  Notices are normally sent to each member.


Ordinary General Meetings:  Branch Workplace Rep’s, Health & Safety Rep’s and Branch “Mailboxes” should normally receive notices.  Rep’s and “Mailboxes” should pass on information to “their” members.  Any members who do not have a Rep. or “Mailbox” should contact the Branch Secretary.


Emergency General Meetings (EGM’s):  See Standing Order 4.3.  NB:  It costs over £400 to post one A4 sheet to every member.


�
�
�
�
Branch Meetings: attendance and participation:  This section covers all “general” meetings of the Branch: the Annual General Meeting (AGM); Emergency General Meetings (EGM’s); “Ordinary General Meetings”  - usually called “Branch Meetings”.





All general branch meetings are open to all branch members.  


Only branch members: count towards the quorum; may propose or second motions and candidates for election; may take part in voting.  


The President and Vice-President may attend any MSF meeting (MSF Rule 33).  


The Chair may invite non-members, prospective members, MSF NEC members and Full Time Officers of the union to attend as observers and/or speakers. 


The Chair may call anyone present to contribute to debate.


�
�
Citrine.	Citrine’s “ABC of Chairmanship” is the definitive reference on this issue.


�
�
Claims for travel expenses should state actual fares paid, or actual distance travelled by car, whichever is appropriate.  The current agreed rate (2001) is 35p per mile.


�
�
Elections are held at the AGM in January whenever practicable.  However, the deadlines for notification of delegates to MSF Annual Conference and some other bodies make it better to schedule some elections at other times of the year.


�
�
Finance for union activities and payment of out-of-pocket expenses.  It is Branch policy to encourage Accredited Workplace Rep’s, Health & Safety Rep’s, Groups and members to approach the Branch for help with the costs of organising union activities and events, recruitment initiatives, etc.  It may be more appropriate in some circumstances to arrange for purchases to be made by the Branch or for invoices to be sent to the Branch than have members incur and reclaim expenses.


�
�
Motions and Resolutions.  Any proposal moved, ie. put forward, for adoption by a meeting is a “motion”.  The process by which a motion becomes a “resolution” depends on whether decisions are agreed by consensus or by determining the majority view.  Union meetings tend to favour identifying the majority view.  If a majority are in favour of a motion, it is “carried” and is then called a resolution.  That is, the meeting has resolved to take the point of view and/or course of action detailed in the motion.





It is not always necessary to publish a “Notice of motion” on the Agenda and/or meeting notice - most proposals arise in the course of discussion of Agenda items.  However, vitally important motions, contentious motions and motions involving significant expense should be advertised in advance.  The Chair may rule that a proposal arising during a meeting should be advertised for debate at another meeting if it is to be discussed at all.





Speakers should start by stating whether they are speaking in support or against the motion or amendment in question. 


�
�
Quorum. 	This is the number of members who must be present for business to be conducted.  The union’s General Rules stipulate the quorum required for a Branch General Meeting and for a Branch Committee Meeting.  


�
�
Standing Orders.  These are the rules of conduct for an organisation’s meetings.  Some of the Branch Standing Orders are determined by the Annual Conference of the union.  Others are determined by Branch members.


�
�






Branch Chair 					Branch Secretary 				


Signed: 						Signed:					


Date						Date						





NEC APPROVAL										
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