
Meeting Rules of Conduct 

1. The Chair will be running all the Department meetings.  She will conduct them as 
she sees appropriate.  If you have concerns about how meetings are being 
conducted, you should schedule an appointment to meet with her and discuss your 
concerns.  Email is not an appropriate method of communication for concerns. 
 

2. Reading material should be sent to the Chair one business day ahead of time.  She 
will determine if there is time on the agenda and appropriate ways to address 
written material. 
 

3. Agendas for meetings must be followed.  If something is not on the agenda, the 
chair may determine if there is time or if it is appropriate to be covered at the 
current meeting.  Her decisions about items on the agenda are not debatable.  

4. Everyone is expected to contribute; no one is allowed to dominate the meeting.  A 
point should be able to be made in a few sentences.  Department meetings are not 
the time to discuss past issues, or have one person dominate the discussion.  If this 
starts to happen, the Chair will politely ask someone to summarize their point and 
move on.  If this doesn’t happen, she will likely cut who is speaking off and ask 
them to hold their thoughts.  This is her job as Chair and must be respected.  If the 
conversation goes off topic, the Chair’s job is to rein it back in.  She will 
determine if something is off-topic and how to handle the off-topic discussion. 

5. Watch your body language.  Body language can communicate as much as voice.  
It is not acceptable to roll eyes, sit cross-armed or shake your head while others 
are speaking. 
 

6. Disagreements will happen because everyone has an opinion.  No one’s opinion is 
more or less valuable.  However disagreements must be handled respectfully.  
When there is a disagreement about a Departmental issue, the Chair will 
determine how it will be handled.  If a vote is called for, then the decision that has 
the most votes will stand as the decision of the Department.  People who did not 
win the vote are expected to respect the decision of the Department, support the 
decision of the Department and move forward. 

8. If individuals have concerns, they should be expressed to the Department Chair in 
person.  Email is not acceptable unless instructed by the Chair to email her 
regarding an issue. 

	  


