Place each sheet in a page protector (or laminate) and your officers can use wet erase markers to fill in the blanks for each meeting.  Alcohol preps clean it right off for the next meeting.
PLACE BLANK PAGE PROTECTORS IN THE BINDER FOR THE MINUTES, ROSTER AND TREASURER’S REPORT.

This can be altered to fit your meeting style and time frame.  
An activity can be added to each meeting to teach concepts such as:  leadership, teamwork, critical thinking, responsibility, etc.  
A time for refreshments may be added.

The main purpose is to help the students learn how to lead or behave in a professional meeting.  It also helps them take the organization more seriously and keeps them focused on your goals and activities. (The rules of parliamentary procedure used here are very basic and were altered slightly to fit my classroom set up.)  

[bookmark: _GoBack]The historian doesn’t have a speaking part, but should be taking pictures of the meeting and activities.  They are asked in the meeting if they have anything to discuss.  For example:  “I have very few pictures of the second year students.  Could you all please let me know when you are working on your skills so I can come take pictures?” OR, “I also want to do a senior tribute for the end of the year.  Could all seniors email or text me a baby picture by next Friday.” 


SAMPLE HOSA MEETING SCRIPT

President:		Rap gavel ONCE
The ___________________ (month) hosa meeting is now called to order.  Mister/Madam Secretary please determine a quorum.
Secretary:	
			Please respond to your name by stating present.
				Call roll (use roster behind this sheet)
It is determined that a quorum is present.  _____ of _____ members are present for the meeting.
			Mister/Madam President please proceed.
President:
Please stand for the pledge led by __________________ (parliamentarian).
Parliamentarian:	
				Hold flag high or face the flag
			Attention.  Salute.  Pledge
				Recite the Pledge of Allegiance
Please be seated and give your attention to our Secretary ___________________________ for the reading of the minutes.
Secretary:	
				Read the minutes (behind this sheet)
Do I have a motion that the minutes be approved as read?
Wait for someone to make the motion (they should say, “Madam Secretary, I move that the minutes be approved as read”)
			Do I have a second?
				Wait for any member to second (I second)
			All in favor say AYE.
The minutes stand approved as read.  The Treasurer’s report will now be given by our Treasurer ____________________.
Treasurer:	
				Give report (Behind this sheet)
Is there any discussion regarding the Treasurer’s report?
We will now move to old business.  Please recognize our Vice President ________________________.


Vice President:	Old Business

1. ________________________________________________________________________________________________________________________________________________________________________
2. ________________________________________________________________________________________________________________________________________________________________________
3. ________________________________________________________________________________________________________________________________________________________________________
4. ________________________________________________________________________________________________________________________________________________________________________
(Should include updates on the previous months community service, fundraiser, fieldtrip, competition progress, etc.  Anything from the previous meeting that has been completed or is ongoing)
Please recognize our President __________________ for new business.

President:
We will now hear reports from the chairperson of the following committees:
		Speaker committee: _________________________
		
Community Service committee: ________________
		
T-Shirt committee: __________________________
		
Restoration (clean up) committee ________________
		
Competitive event committee _________________
		
Historian, do you have anything to discuss?
		
New Business for _________________ (month) _ is as follows:
1.  Community service project ________________________________________________________________________________________________________________________________________________________
2. ________________________________________________________________________________________________________________________________________________________
3. ________________________________________________________________________________________________________________________________________________________
4. ________________________________________________________________________________________________________________________________________________________

Is there any other business to discuss?

In the absence of any other business, the __________________ (month) hosa meeting stands adjourned.
	Rap gavel ONCE
OFFICERS, PLEASE MEET WITH ME NOW IN ORDER TO PLAN THE NEXT MEETING’S AGENDA.




The following pages are available if you would like to incorporate them.
1.  Meeting activity
2.  Refreshments as part of the meeting














President:
We will now proceed to the hosa activity for this month.
Explain the rules for the activity (approximately ________ minutes is allowed for the activity)
			Carry out the activity and clean up afterwards.
		This month’s activity is
	________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Thank you for the great effort in this activity.  I hope it has helped to ____________________________________________________________________________________________________________________________________
President:
At this time we will take a brief recess for refreshments.
Parliamentarian, please take your place at the food line.  
(Parliamentarian assures that the process is orderly and everyone is considerate of the last people in line.  Also assures that the correct people are in line for refreshments)
Please remember the people behind you in line.  You can always go back for seconds after everyone has been through at least once.

Please allow ____________________________ to go first in the food line for this meeting.

We will return in 8 minutes to complete the meeting.
			
		TURN PAGE
