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Roberts Rules of Order Cheat Sheet Executive Session is an essential resource for
organizations seeking to conduct their meetings in an orderly and efficient manner. These rules
provide a framework for parliamentary procedure, ensuring that discussions are democratic, fair,
and focused. Executive sessions, in particular, are crucial for sensitive matters that require
confidentiality. This article will serve as a comprehensive guide to understanding the basics of
Robert's Rules of Order, focusing on executive sessions, including their purpose, procedures, and
key points to remember.

Understanding Executive Sessions

What is an Executive Session?

An executive session is a portion of a meeting that is closed to the general membership or public.
This part of the meeting is often reserved for discussions about sensitive topics, such as personnel
matters, legal issues, or other confidential information that should not be disclosed to outsiders. The



purpose of an executive session is to allow members to speak freely without fear of repercussions or
public scrutiny.

When to Hold an Executive Session

There are specific situations where an executive session is appropriate. Here are some common
scenarios:

¢ Discussing the employment, performance, or discipline of an employee.

e Addressing legal issues or pending litigation.

 Discussing proprietary or sensitive organizational information.

e Negotiating contracts or other agreements.

Procedure for Conducting an Executive Session

Steps to Convene an Executive Session

To conduct an executive session, follow these steps:

1. Identify the Need: Determine if the issue at hand warrants a private discussion.

2. Make a Motion: A member should make a motion to enter into executive session. This can be
phrased as, "I move that we enter into executive session to discuss [specific topic]."

3. Second the Motion: Another member must second the motion for it to proceed.

4. Vote: A simple majority is required to approve the motion. If the motion passes, the meeting
transitions into executive session.

5. Limit Attendance: Only those members who are authorized to be present should remain in
the session.

6. Record Keeping: Keep minimal minutes during the executive session, focusing only on the
decisions made and any actions agreed upon.



Ending an Executive Session

To return to the regular session, a member should make a motion to exit the executive session. This
motion can be simple, such as, "I move that we return to the regular session." After a second and a
majority vote, the meeting reopens to all members.

Key Points for Running an Effective Executive Session

Maintaining Confidentiality

Confidentiality is paramount during executive sessions. Members should be reminded that
discussions held in this setting are not to be shared outside of the meeting. This fosters trust among
members and ensures that sensitive information remains protected.

Time Management

It's important to manage time effectively during an executive session. Set a specific timeframe for
discussions to ensure that the meeting remains productive and does not drag on unnecessarily. This
can be achieved by:

 Assigning a timekeeper to monitor discussions.

 Establishing a clear agenda for the session.

e Limiting individual speaking times to encourage participation while maintaining focus.

Decision-Making Process

Decisions made during executive sessions should be documented appropriately. While detailed
minutes are not necessary, it’s essential to record any actions taken, resolutions passed, or votes
held. This ensures accountability and provides a record for future reference.

Common Challenges in Executive Sessions



Handling Disagreements

Disagreements can arise during executive sessions, especially when discussing sensitive topics. Here
are some tips for managing disagreements:

e Encourage respectful dialogue: Remind members to maintain professionalism and respect for
differing viewpoints.

e Seek consensus: Aim for a collective agreement rather than a simple majority vote when
possible.

e Consider tabling contentious issues: If discussions become too heated, it may be beneficial to
table the issue for a later date.

Ensuring Inclusivity

While executive sessions are private, it’s crucial to ensure that all relevant members have an
opportunity to contribute. This can be achieved by:

e Inviting all members with a stake in the discussion to participate.
e Encouraging quieter members to voice their opinions.

¢ Providing alternative methods for input, such as anonymous feedback forms.

Conclusion

In summary, a Roberts Rules of Order Cheat Sheet Executive Session is an invaluable tool for
organizations looking to navigate sensitive discussions effectively and confidentially. By
understanding the procedures and best practices for executive sessions, members can ensure that
their meetings are conducted smoothly and respectfully. Remember to prioritize confidentiality,
manage time wisely, and encourage open dialogue among members to foster a collaborative and
effective decision-making environment. With these strategies in place, your organization can
leverage executive sessions to address crucial matters while maintaining trust and integrity among
its members.

Frequently Asked Questions



What is an executive session according to Robert's Rules of
Order?

An executive session is a portion of a meeting that is closed to the public, where sensitive issues
such as personnel matters or legal strategies are discussed.

How do you call an executive session during a meeting?

To call an executive session, a member must make a motion to go into executive session, which must
be seconded and then approved by a majority vote.

What are the voting requirements for entering an executive
session?

Typically, a two-thirds vote is required to enter an executive session unless the organization's bylaws
specify otherwise.

Can minutes be taken during an executive session?

Yes, minutes should be taken during an executive session, but they are usually kept confidential and
not included in the public record.

Who can attend an executive session?

Only members of the organization and invited guests may attend an executive session, as
determined by the assembly.

What topics are typically discussed in an executive session?

Topics may include personnel issues, legal matters, negotiations, and other confidential issues that
require privacy.

Can decisions made in executive session be acted upon in
public sessions?

Yes, decisions made in executive session can be reported and acted upon in a public session, but the
details discussed in executive session remain confidential.

How can members ensure confidentiality during an executive
session?

Members can ensure confidentiality by agreeing to not disclose any information discussed during
the executive session to non-members.
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Sign in to Gmail - Computer - Gmail Help - Google Help
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Master the Roberts Rules of Order with our comprehensive cheat sheet for executive sessions.
Discover how to streamline your meetings effectively!
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