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I. Purpose
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This handbook is designed to outline the various functions the State Coordinating Committee serves in the 
PGP.  It will present a standardized summary of the duties and responsibilities of PGP Coordinating Committee 
members.  This handbook and a copy of the Record of Decisions is to be presented to every new State 
Coordinating Committee member upon their successful election at a PGP convention or annual meeting.  New 
SCC members should familiarize themselves with the information in these documents within one month of 
receipt

SCC members must also contact the Secretary of State's Office within one month of election to the State 
Coordinating Committee to obtain a State Candidate's Manual for Minor Political Parties and a Campaign 
Finance Manual.  These documents are free.  SCC members should familiarize themselves with these 
documents to ensure that PGP candidates and the PGP PAC adhere to any candidate or campaign finance 
document deadlines.  

In addition, it is recommended that SCC members request a copy of the State Election Laws from the 
Secretary of State's Office for use as reference.

II. Term Length of State Coordinating Committee Members
SCC members serve a one or two year term.  An SCC member may resign at any time, but as a courtesy to 
other SCC members a written resignation two weeks prior to resigning is requested.  SCC members shall 
notify the State Coordinating Committee two months prior to the expiration of their term as to whether or not 
they will seek another term.  

This is requested as the PGP Constitution stipulates there must be at least three members on the State 
Coordinating Committee, and the Committee will need time to notify PGP members of State Coordinating 
Committee member changes.
 
III. State Coordinating Committee Responsibilities Regarding State Election Laws
The State Coordinating Committee shall ensure that the following state obligations are adhered to:

A. File copies of any changes to its organizational documents relating to nominating procedures or party 
officers no later than 30 days after the date any changes were made. 
These changes must be filed with the Secretary of State's Office:

State Of Oregon
Elections Division
141 State Capitol

Salem, OR 97310-0722
(503) 373-7414  FAX (503) 373-7414

http://www.sos.state.or.us

B. Regarding nominating conventions, the State Coordinating Committee shall ensure that notice of a PGP 
nominating convention is published in not less than three newspapers of general circulation in the electoral 
district.  The information published shall be:

Time and place of nominating convention
Offices to which candidates will be nominated

These notices must be published no later than the 10th day before the scheduled nominating   
      convention. 

C. In years when the PGP will be nominating and running candidates for elected office, the State 
Coordinating Committee will ensure that:

1. Each PGP Candidate files a Filing of Candidacy for Minor Political Party by Certificate of 
Nomination (SEL110) with the State Elections Division.  Candidate filing deadline is no sooner than 
June 3 of the election year and no later than August 25 of the election year. 
2.  Candidate's Statement of Organization (SEL220) is filed with the Secretary of State's Office.  This 
must be filed prior to receiving or spending any money for election purposes and no later than the 
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candidate-filing deadline. 
3.  If a PGP Candidate wishes to file a Declaration of Limitation on Expenditures for the general election 
(form CC12) the State Coordinating Committee shall ensure the form is filed with the Secretary of 
State's Office. 

IV. State Coordinating Committee Functions
The PGP Constitution tasks members of the State Coordinating Committee with the responsibility of 
overseeing the day-to-day operation of the Pacific Green Party.  Duties include:

A. Coordinate state actions
B. Carry out fiduciary responsibilities
C. Respond to proposals and inquiries
D. Prepare for state assemblies and conventions
E. Create standing and ad hoc committees
F. Keep records and minutes of meetings
G. Communicate necessary and important information to members in a timely manner
H. Keep a roster of all members and chapters.
I. Serve as Directors of the PGP PAC.
J. Determine need for and hire paid staff.

V. Officers Appointed by the State Coordinating Committee
The State Coordinating Committee is empowered to appoint the following officers: State Co-Chairs, a 
Treasurer and a Secretary.  
The State Co-Chairs shall serve for the length of their term.  The two other officers shall be appointed for one-
year terms. 

A.  State Officer Functions
1. State Co-Chairs- The Co-Chairs are the titular leaders of the PGP.  They serve as official 
spokespeople for the party before the media, other organizations, or in other public forums.  They 
should work with the Ambassador to reach out to or represent the PGP to other state Green Parties and 
other organizations and coordinate regional events.  Chapter Co-Chairs serve a similar function on the 
local level.  

Within the SCC, the Co-Chairs:  
a. Coordinate committees and committee reporting.
b.Route new tasks/items/issues to specific committees.
c.Supervise committee work, including the following tasks: 

1) Present committee reports at State Coordinating Committee meetings and disseminate 
monthly SCC meeting minutes to the chair of each committee. 

2) Maintain current contact information for the chairs of all operating statewide PGP committees 
and disseminate that information to each of the operating PGP committee chairpersons. 
Contact information shall consist of, at minimum, phone number and mailing address. 

3) Exception: Any fundraising committee activities shall be the responsibility of the SCC Finance 
Coordinator

d. Make sure nothing falls through the cracks.
e. Facilitate SCC meetings if no Process Coordinator/Facilitator is available. 
f. Act as spokespeople for the Party, along with all other SCC members (see Decision Item #2000-

135).
g.Act as contact persons for receiving requests for PGP endorsements and disseminate such 

requests for endorsements to all current SCC members, relaying SCC approval or rejection to the 
individuals requesting endorsement. 

As the PGP Constitution stipulates a minimum of three members to the State Coordinating Committee, the 
above positions shall be appointed prior to any other SCC positions.  If the SCC has more than three 
members, the following appointments may be made:
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VI. Other State Coordinating Committee Functions
The State Coordinating Committee will appoint, from the elected body of the SCC, the positions A-G below. 
The appointment of individuals to these positions shall be by self-nomination with a second from another 
member of the State Coordinating Committee.  A simple majority shall approve the nomination. SCC members 
may utilize any and all services from PGP volunteers and paid staff to fulfill the commitments of their 
responsibilities.

A.  PGP Ambassador//Liaison- The liaison/ambassador is the PGP's contact with other Green Parties 
and political organizations and with the PGP's representatives on the Green Party US Coordinating 
Committee. 
Duties include the following:

1. Outreach to other potentially allied organizations.
2. Response to inquiries from other organizations (except media). 
3. Organization of a speakers’ bureau to represent the PGP to outside groups.
4. Maintenance of contact and communication between PGP and the Green Party US.
5. Facilitation of communication between the SCC and the PGP representatives to the Green Party US. 

B.  Internal Communications Coordinator- Responsible for making sure information flows to all corners 
of the PGP. 
Duties include supervision of the following:

1. Coordinate Party website managers/editors.
2. Serve as SCC contact for e-mail listserve manager(s).
3. Maintain an updated list of statewide chapters with contact information for each PGP chapter.
4. Disseminate to all recognized PGP chapters contact information for each chapter and the State 

Coordinating Committee which includes, at the minimum, phone numbers and mailing addresses.
5. Edit and publish a PGP newsletter and coordinate special mailings.
6. Coordinate editing and publishing of brochures, fliers, etc.
7. Coordinate with Media Coordinator for phone tree or other means of contacting members without e-

mail. 
8. Ensure that at least two members of all recognized PGP chapters receive copies of the PGP 

Chapter Handbook. 
9. Bring chapter issues to the State Coordinating Committee and disseminate copies of SCC meeting 

minutes to all recognized PGP chapters.
C.  Chapter Development, Volunteer Recruitment and Outreach Coordinator- Responsible for 
soliciting interested members to be contacts in every Oregon county.
Duties include supervision of the following:

1. Develop contacts in cities and towns and coordinate with county contacts. 
2. Provide information on Party activities to each contact/Chair in the state. 
3.  Assist county contacts in responding to local inquiries about the PGP and in encouraging interested 

persons to join and volunteer.
4.  Develop and/or maintain a chapter-organizing packet and provide chapters with materials that will 

help them with voter registration drives, initiative petition circulation, organizing their chapter, and 
starting new chapters. 

5.  Coordinate with the SCC, Internal Communications Coordinator, Party Treasurer and Party 
Secretary regarding chapter development.

.      D.  Elections Coordinator- Responsible for the Party electoral process throughout the state.  The  
       Elections Coordinator will be an advocate in the SCC for obtaining resources from the Party to assist  

candidates.  
The Elections Committee and its Coordinator are responsible for working with PGP members   

  throughout the State to:
1. Identify opportunities for electoral success -  This may entail identifying nonpartisan local offices that 

are winnable by Greens because there is no incumbent or the incumbent is vulnerable.  The 
committee should also identify partisan offices that are particularly auspicious because they are 
uncontested by one major party, because there is no incumbent, because the district is more 
progressive than the representative who holds office, or because of other reasons.  The Committee 
should then communicate these opportunities to local chapters and recruit candidates to run for 
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them.   
2. Formulate electoral strategies-   Electoral strategies may include campaign themes, methods of 

reaching voters, and ways in which different campaigns may work together.  They might also include 
which statewide races the Party should focus on.   

3. Recruit candidates-   The committee should actively seek out high quality Green candidates for all 
levels of public office.  Anyone who expresses interest in running on the PGP ticket to any Party 
member should be referred to the committee.  The committee will vet potential candidates and 
inform them of the procedures for seeking a PGP nomination, either from a local chapter or by the 
statewide convention, depending on the office.  

4. Provide training and organize logistical support for candidates- The committee should serve as a 
resource for candidates and provide basic information about filing a candidacy and running a 
campaign.  A possible goal could be to put together or identify an existing campaign manual. 

E.  Finance Coordinator- Coordinates with the PGP State Treasurer and fundraising staff to plan, track, 
and report PGP financial activities.
Duties include:

1. Coordinate with PGP State Treasurer and fundraising staff in keeping records, making reports, and 
ensuring that all financial laws are obeyed.

2. Present an updated treasurer's report at each State Coordinating Committee meeting. 
3.  Keep the State Coordinating Committee apprised of any and all campaign finance deadlines to be 

met in election years when the PGP intends to nominate and run candidates. 
4. Act as SCC contact for any fundraising committees established by the PGP.
5. Prepare and update an annual budget for the SCC, in coordination with the State Treasurer and 

fundraising staff.
      F.  Media Coordinator- Responsible for sending out press releases; establishing and maintaining press  

      contacts; coordinating/writing/and distributing op-eds, articles, letters to the editor, etc.; maintaining an 

      archive of articles etc. published by Party members; coordinating media representatives in chapters 

      throughout the State. 
Duties include supervision of the following:

1. Oversee statewide media committee operations.
2. Maintain the list of state media contacts. 
3. Coordinate with the Internal Communications Coordinator for information dissemination to chapter 

phone trees.  
4. Distribute press releases from the Green Party US to appropriate PGP lists and state media 

contacts.

G.  Process, Administration, and Convention Coordinator- Responsible for coordinating Party 
conventions and all issues relating to meeting and administrative processes and constitutional structure of 
the PGP.  Coordinates with Party Secretary and Treasurer.
This individual shall be responsible for coordinating all operations being performed by SCC members. 
Duties include the following:

1. Act as contact for all State Coordinating Committee members and oversee SCC operations. 
2. Serve as the facilitator for State Coordinating Committee meetings unless a simple majority of the 

State Coordinating Committee members appoint an alternate facilitator.
3. Serve on the Agenda Committee for each convention and assist in appointing Agenda Committee 

members for each convention.
4. See also the convention preparation checklists on the

website:

a. Go to http://www.pacificgreens.org.
b. Click on "Resources."
c. Click on " Reports."
d. Click on "Convention Checklists.”  
e. There are six checklists:

Host chapter
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Agenda committee
Chapter Development committee
Communications committee
Media committee
Secretary

VII. Expulsion of Individuals or State Coordinating Committee Members
A. The PGP has the right to expel an individual who demonstrably violates the principles of the Party.     
Expulsion shall require a unanimous vote of the State Coordinating Committee or a two-thirds vote of 
the members present at a State Annual Meeting.
B. State Coordinating Committee members can be expelled “for cause" by a two-thirds vote of PGP 
members qualified to vote at any statewide meeting. 

NOTE: 
This handbook is designed to outline the responsibilities of PGP Coordinating Committee members.  Please 
remember, you are not alone.  At any time, feel free to utilize the resources of the PGP to help you fulfill your 
obligations.  As a State Coordinating Committee member, you are a leader in a political party dedicated to 
equity, justice and environmental ethics.  While the obligations put upon you by your State Coordinating 
Committee responsibilities may seem onerous at times, remember, without you, the PGP has no organization. 
We are in nothing less than a political fight for the future of our state and country.  If we succeed, we have the 
opportunity to bring justice and equity back to our political system.  As a PGP Coordinating Committee 
member, you have the opportunity to help make that happen. 

Organizational Documents of the Pacific Green Party of Oregon
As amended at the March 1-2, 2003 statewide convention in Coos County

CONSTITUTION

Constitution Article I - Name
The legal name of this organization is the Pacific Green Party of Oregon, hereinafter also referred to as “the 
party”.

Constitution Article II - Purpose
The Pacific Green Party is established to provide a new voice in the political system, to decentralize political 
and  economic  power,  and  to  work  for  peace,  justice,  basic  human  equality,  self  determination,  and  an 
ecologically sustainable society.  To achieve our mission, the Pacific Green Party is organized to operate within 
the State of Oregon election laws as a political party.

Constitution Article III - Membership
Membership categories are defined as follows:

A. Member - As defined in ORS 248.002(4), an individual who is registered as being affiliated with the party.
B. Supporting Member - A member of the party who subscribes to the Statement of Principles and has 

made an annual contribution as defined in the bylaws.
C. Auxiliary Member - An individual who is not eligible to register to vote with the State of Oregon but has 

met all the other qualifications for supporting membership.

Constitution Article IV - Organization
The party shall strive for diversity at all levels of organization.  The party is established as a direct, participatory 
democracy.  One person, one vote - all members are encouraged to participate at all state and local meetings 
in accordance with the bylaws.

A. Chapters may be established in accordance with the bylaws.
B. County central committees may be established in accordance with the bylaws and state election laws. 

In  the  absence  of  a  county-level  process  for  electing  members  to  the  county  central  committee, 
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individuals may be appointed by the Coordinating Committee.
C. Coordinating Committee

1. A Coordinating Committee with fewer than 7 members shall continue to operate and function using 
a quorum system.  A quorum for this purpose shall be a majority of the current members of the 
Coordinating Committee.

2. The responsibilities of the Coordinating Committee include:
a. Managing state-level finances.
b. Maintaining compliance with state election law requirements.
c. Scheduling and conducting state conventions.
d. Representing statewide party interests.
e. Making binding interpretations of state organizational documents.
f. Appointing standing and ad hoc committees.
g. Any other duties that may arise requiring statewide coordination and administration efforts.

D. Officers
The party officers shall be two state co-chairs, a treasurer, and a secretary.  Officers shall be appointed 
by the Coordinating Committee and shall serve at its pleasure.  The co-chairs shall be members of the 
Coordinating Committee.  When possible, one co-chair shall be female and one shall be male.

Constitution Article V - Conventions
Statewide conventions shall be held at least three times a year. Preferred dates shall be January/February, 
May/June,  and  September/October.  The  next  year’s  schedule  and  locations  to  be  decided  at  the 
September/October meeting so that preparations can be made in advance.

Constitution Article VI - Annual Gathering
The party may hold an annual gathering, in conjunction, or not, with a convention for the purpose of community 
building, networking, education, debate, celebration and fun.

Constitution Article VII - Amendments
This Constitution may be amended by two-thirds active approval cast by supporting members at a convention.

BYLAWS

Bylaws Article I - Preamble, Purpose and Methods
The Pacific Green Party is designed to be a true grass roots decentralized organization. One of the most 
significant elements in the American culture we are striving to overcome is the value placed upon domination of 
other people, other species, and the Earth.

We encourage  our  members  to  participate  in  community  projects,  non-violent  direct  action  and  electoral 
campaigns.

Bylaws Article II - Statement of Principles
The Pacific Green Party recognizes that our society and government are plagued by inequality,  militarism, 
poverty,  and pollution. We envision and strive to create a local-based grassroots democracy that will  over 
come these societal ills.

“We declare that all [men] People, when they form a social compact are equal in right: that all power is inherent 
in the People, and all free governments are founded on their authority, and instituted for their peace, safety and 
happiness; and they have at all times a right to alter, reform, or abolish the government in such a manner as 
they may think proper.”
[Modified as indicated] - Article 1, Section 1, Oregon Constitution.

The Pacific Green Party strives for cultural diversity and gender balance and believes in a limited government 
whose legitimate functions include:

- ensuring equal rights for all regardless of race, sex, ideology, philosophy/religion, sexual orientation, age, 
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physical abilities or economic status;
- ensuring that basic human needs, food, shelter, health care and education, are met;
- promoting an economic structure that creates opportunities for meaningful work;
- maintaining and restoring the natural environment for its own sake as well as for future generations;
- promoting energy conservation and the immediate development of renewable and non-polluting energy 

sources;
- addressing the struggle of Native Peoples, African-Americans, and other ethnic communities who have 

suffered as a result of government policy in the U.S.;
- ensuring the right to privacy, including, but not limited to, the right to reproductive choice;
- promoting an open, accessible, and truly democratic electoral process.

Achieving peace, justice and a sustainable environment will require that people work within present institutions 
while  simultaneously  creating  new  ones.  The  Pacific  Green  Party  respects  the  diversity  of  approaches 
necessary to attain these goals.
The Pacific Green Party has been created because of  the inability or  unwillingness of  existing  parties to 
address the fundamental problems of our region and the legitimate needs and aspirations of its people. We 
accept the challenge of infusing the present system with accountability, future focus, and ecological wisdom.

Bylaws Article III - Membership
A. The party  constitution lists  an  annual  contribution  as a prerequisite  for  supporting membership.  The 

Coordinating Committee shall specify at least two acceptable contributions, one monetary and one non-
monetary, from which members may individually choose.

B. People who are not supporting members may attend meetings, but can not vote.
C. A supporting member may begin to vote at the second meeting they attend.
D. Notwithstanding the above, any member may attend party conventions and may vote in the nomination of 

candidates for public office.

Bylaws Article IV - Rules of Order
A. The Pacific Green Party strives for consensus, encouraging input from all members regarding important 

matters, but will operate by majority vote. Unless otherwise specified in this document, all decisions by 
the Party will be made by each supporting member in good standing present casting one vote with a 
majority of affirmative votes required for passage. A majority is defined as more than half the total votes 
cast.

B. Amendments to the Mission Statement, the Statement of Principles, constitution and bylaws will require an 
affirmative vote of two-thirds of the supporting members eligible to vote and voting at a convention or 
meeting.  There shall  be no voting  by mail  or  proxy.  All  proposed changes must  be received by the 
Coordinating Committee 30 days before the convention or meeting. Individuals proposing a change shall 
provide sufficient copies for each member of the Coordinating Committee and for the party officers. The 
coordinating committee shall try to disseminate the proposed changes as widely as possible.

Bylaws Article V - Officers
Officers can be members of the coordinating committee, however no one may hold more than one office. 
Duties of the officers are as set out in the bylaws or as directed by the coordinating committee.

A. Duties
1. The  co-chairs  preside  at  all  meetings,  and  have  other  duties  established  by  the  coordinating 

committee.
2. The secretary shall be the party recording officer and the corresponding officer with the State of 

Oregon.
3. The  treasurer  shall  maintain  all  party  financial  records  and  comply  with  the  State  of  Oregon 

campaign finance laws.

Bylaws Article VI - Executive Committee
The executive committee shall be composed of the officers and the coordinating committee.

A. Duties
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1. All officers shall participate in coordinating committee meetings. 
2. Set  the  agenda  for  state  meetings.  The  agenda  must  be  approved  by  majority  vote  at  the 

appropriate state meetings.

Bylaws Article VII - Advisory Board
An advisory board shall be established and maintained by the party to provide continuity, stability and support 
for the party, local chapters and the statewide coordinating committee. The advisory board shall consist of 
supporting  members  who  have  demonstrated  skills  and/or  who  have  served  previously  on  the  statewide 
coordinating committee. The advisory board may be of any practical size as determined by either the party in 
convention or  by the statewide coordinating committee and shall  provide representation from a variety of 
geographical regions. Members of the advisory board shall be selected by the party at convention or by the 
statewide coordinating committee in between conventions; and serve indefinitely at the pleasure of the party or 
statewide coordinating committee. The statewide coordinating committee shall meet with the advisory board at 
least twice annually and the advisory board shall consult with the coordinating committee on a regular basis. 
The advisory board is subject to the party committee openness requirements of these bylaws.

The advisory board shall provide advice to the statewide coordinating committee and the party for long-range 
planning,  voter  registration,  conducting  electoral  campaigns,  fundraising,  budgeting,  media,  outreach, 
administration and any other essential activities of the party. The advisory board shall assist in ensuring that 
important party documents, newspapers, newsletters and press clippings are properly archived.

Bylaws Article VIII - Meeting Structure
A.  It is highly recommended that all meetings and gatherings of the Pacific Green Party begin with a 
      reading of our Mission Statement and Statement of Principles.
B. During  open discussions  all  attendees are  encouraged  to participate  in  a respectful  and supportive 

manner.  People will  be discouraged from speaking too long,  so that  all  may speak.  The group may 
appoint a facilitator, process observer and/or a timekeeper. The goal of a discussion is an open exchange 
of ideas without personal biases and criticism.

C. Consensus shall be employed with Robert’s Rules of Order as a guideline if necessary.

Bylaws Article IX - Membership Meetings
A. Conventions

1. The following activities shall take place only at convention:
a. Nominating or endorsing any candidates for partisan public offices or statewide non-partisan 

public offices. Chapters shall report any endorsements they have made of non-partisan local 
candidates  to  the  coordinating  committee  within  ten  working  days  and  to  the  statewide 
membership at the next convention. The coordinating committee shall disseminate news of 
the endorsement(s) within ten working days of receipt.

b. Electing coordinating committee members; and
c. Amending the constitution or bylaws.

2. Every convention shall be publicized as required in ORS 248.009(3) for nominating conventions. 
Additionally, the coordinating committee shall attempt to give notice to every supporting member in 
the applicable region (generally the entire state) at least 10 days prior to the convention. 60 days 
notice is preferred but not required.

3. Convention rules shall be adopted and/or amended at any duly constituted state convention by a 
simple majority vote of the supporting members attending.

B. Minimum meeting requirements
1. The  coordinating  committee  shall  convene  at  least  two  statewide  membership  meetings  each 

calendar year, including at least one convention scheduled between February 1 and July 1, and in 
even-numbered years including at least one convention that meets the legal timing requirements for 
nominating candidates to statewide office.

Bylaws Article X - Emergency Meetings
If the coordinating committee fails to hold any regularly scheduled meeting, 15 supporting members in good 
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standing can call for that meeting with 30 days written notice to all supporting members.

Bylaws Article XI - Platform
The  party  may  adopt  in  convention  a  platform  consistent  with  the  Mission  Statement  and  Statement  of 
Principles. The platform shall consist of a number of planks which shall state the party position on specific 
issues. The platform shall be considered plank by plank, and each plank must pass a two-thirds vote of the 
supporting members present in order to be adopted into the platform.

Bylaws Article XII - Legislative Committee
Once a supporting member is elected to public office, a Legislative Committee shall be formed consisting of 
the office holder(s) and supporting members. The Legislative Committee shall be at the level at which the office 
is  held,  e.g.,  if  it’s  a  local  office  the  committee  is  at  a  local  level.  This  is  to  ensure  communication  and 
accountability to the Party’s Purpose, Platform and Principles.

Bylaws Article XIII - Expulsion of Chapters, Individuals or Coordinating Committee Personnel
A. The party has the right to expel an individual who demonstrably violates the party principles. It shall 

require a unanimous vote of the coordinating committee or a two-thirds vote of the supporting members 
present at a convention.

B. Coordinating  Committee  Personnel  can  be  expelled  for  ’cause’  by  a  two-thirds  vote  of  supporting 
members qualified to vote at any statewide meeting.

Bylaws Article XIV - Finances
A. All contributions and funds raised shall be handled through the PGP Political Party Committee (PPC).
B. Decisions regarding finances are the responsibility of the coordinating committee, in consultation with the 

officers.
C. Party candidates shall form their own PACs. 
D. Any  statewide  party  money  that  is  to  be  spent  on  salaries  must  be  approved  by  the  coordinating 

committee.
E. Recognized chapters may raise funds as the Pacific Green Party and are to send all funds to the party 

treasurer to account for and deposit such funds.

Bylaws Article XV - State Outreach
A. Any supporting member can present the Principles of the Party.
B. An action or event may be called in the name of the Party only with the approval of the coordinating 

committee or the supporting membership at a regularly scheduled meeting.
C. Anything  carrying  the  party  name  must  be  cleared  by  the  coordinating  committee  before  being 

distributed. Chapters must use the party name and symbol with their chapter designation, e.g. Eugene 
Chapter of the Pacific Green Party of Oregon.

D. Only designated spokespeople may speak for the state party.  Statewide designation shall  be by the 
supporting membership at a regularly scheduled statewide meeting, or by the coordinating committee.

Bylaws Article XVI - Chapters
A. Chapters are the primary grassroots organizations of the party. As such, they are the primary catalysts for 

grassroots political change. The state party shall supply chapters with information and expertise upon 
request.

B. Any 5 supporting members may apply to form a party chapter, by sending the following information to the 
party secretary:

1. The names of those 5 supporting members;
2. The proposed chapter’s name;
3. The proposed chapter’s geographic boundaries;
4. The name of a designated liaison to the coordinating committee; and
5. Either the name of a designated treasurer, or a statement that the chapter won’t deal with money.

C. The coordinating committee shall either accept or reject the chapter application. A rejection shall be for 
written cause, and if the rejection is not ratified at the next state convention, the chapter application is 
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approved.
D. The coordinating committee may revoke an existing chapter for written cause. The revocation is effective 

immediately, but must be ratified at the next state convention or the chapter becomes reinstated.
E. The coordinating committee may require chapters that deal with money to form PACs prior to fundraising 

or receiving contributions.
F. Chapters shall notify the party secretary of any changes to the information listed in Section B of this 

article, within 2 weeks of the change.
G. There is no prohibition on people joining multiple chapters.
H. A person may choose not to be a member of any chapter.
I. A chapter may set its own membership requirements.
J. Each chapter shall submit a roster of its members to the party secretary every six months.
K. Chapter activities may be restricted only by the party supporting membership per se, e.g. by changing the 

bylaws at a convention. Therefore the coordinating committee may not directly prohibit specific chapter 
activities, although it retains total discretion in such potentially-related areas as allocating state funds and 
interpreting the bylaws.

L. In  all  state  party  documents  except  the  constitution,  references  to  non-state-level  matters  such  as 
chapters shall be either explicit or immediately clear from context. All other references are understood to 
apply exclusively to state level party operations.

M. Chapters shall not endorse different candidates for an election or series of elections for a particular public 
office, or take conflicting positions on other electoral matters such as endorsing ballot measures and the 
associated petitions and campaigns. If two conflicting endorsements are simultaneous, they shall both be 
void; if consecutive, the first shall be valid and the second void.

N. Prior to endorsing a candidate for public office, or taking a position on another electoral matter such as 
endorsing a ballot measure or an associated petition or campaign, a chapter must determine whether the 
district in which people may vote for that office in the public election ("voting district") overlaps any other 
chapters. If so, the first chapter must contact each of those other chapters that is active in any county 
containing any portion of the overlap, and offer them the option to participate in a joint decision. If any of 
those other chapters accepts that option, the following subsection (1) shall apply.

1. Joint decisions by chapters considering endorsement
a.  The  collection  of  chapters  participating  in  the  endorsement  shall  specify  a  joint  decision 

procedure for the purpose of determining which candidate(s) are suitable for endorsement. 
The joint decision procedure must be acceptable to each participating chapter.

b. Any participating chapter may appeal to the state coordinating committee, in which case the 
state coordinating committee shall specify a binding joint decision procedure.

c. The  joint  decision  does  not,  in  and  of  itself,  endorse  any  candidate.  Each  chapter 
(participating or not) has the right to decide for itself whether to endorse a candidate approved 
by the joint decision or to take no position. A chapter may make this independent decision in 
advance of the joint decision and ‘trigger’ it to take effect when the joint decision has been 
made.

d. Prior to the joint decision, all chapters (participating or not) are prohibited from endorsing any 
candidate.  Thereafter,  all  chapters (participating or  not)  are prohibited from endorsing any 
candidate deemed unsuitable by the joint decision.

e. At any time, a chapter may permanently remove itself from the joint decision procedure.
f. At  any time,  the chapters  participating in  the joint  decision procedure may by unanimous 

agreement abort the joint decision process.

Bylaws Article XVII - County Central Committees
A. An organization may be both a chapter and a county central committee, so long as it satisfies the criteria 

for each such classification.
B. County central committees that are not chapters may engage only in activities that are permitted to them 

by the state party.

Bylaws Article XVIII - External Organizations
A. Association of State Green Parties
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1.  The Pacific Green Party is a member of the Association of State Green Parties and is entitled to two 
representatives to the ASGP coordinating committee. The members of the PGP shall elect their 
ASGP representatives  at  convention.  There shall  be one male and one female representative. 
Terms are for two years and will be staggered to ensure continuity. (Except that the first election, 
held in November, 1999, shall be for one two year term and one one year term.)
Representatives may serve an unlimited number of  terms, but it  is  recommended that they not 
serve more than two consecutively.

2. Representatives shall report at least monthly to the PGP coordinating committee and shall consult 
with the PGP coordinating committee prior to casting votes on major decisions.

Bylaws Article XIX - Convention and Committee Process
A. Consensus Process

1. In  order  to  express  our  dedication  to  increasing  representative  Democracy  and openness,  the 
Pacific Green Party is dedicated to using a formalized agreement seeking process.  Agreement 
seeking will encourage the party to build unity without holding the group to the restrictions of classic 
consensus process.

2. Party conventions will be conducted by an agreement seeking process, as follows. In this process, 
all items begin in consensus mode. Through discussion, the facilitator continually summarizes all of 
the input provided, seeking to weave it into a unified body that gradually approaches consensus as 
the process unfolds.

3. The  facilitator  will  weave  the  input  together  into  a  tentative  agreement  once.  If,  in  calling  for 
concerns, stand-asides and blocks, consensus is not reached, the facilitator will make a second 
attempt, seeking to incorporate the concerns of the person(s) blocking. If in the second call there 
are still blocks, decision making will automatically shift to voting process for the remainder of the 
item. The item under consideration must pass by a simple majority in order to be adopted, except in 
matters where the current  bylaws require a two-thirds majority.  All  party  members are strongly 
encouraged to attend a workshop on consensus decision making.

B. Agenda committee
1. Immediately after  each annual summer convention, the coordinating committee shall appoint an 

agenda committee of  one or  more people.  The agenda committee shall  include a coordinating 
committee member, such as the process committee chair. This committee will have the authority 
and responsibility to:

a. set and publicize the agenda item deadline for each convention;
b. receive agenda items and documentation;
c. draft agendas in consultation with the facilitator;
d.  reject  any  item  that  has  not  been  reviewed  by  an  appropriate  committee,  has  not  met 

submission deadlines, or is not accompanied by appropriate documentation.
2. The agenda committee will  make a sincere attempt  to  include all  items submitted with  proper 

process, subject to the time allowed for the convention. The deadline for the submission of items by 
committees to the agenda committee for each convention will be no less than 30 days before the 
convention.

3. It is understood that the role of committees in evaluating convention agenda items is to help ensure 
the fruitful use of the membership’s time in convention by presenting thorough, well  considered 
proposals, without unduly limiting the access of individuals to the membership.

4. If there is no other appropriate committee, items will be submitted to the coordinating committee for 
review. All final decisions on convention agendas will be made by the membership assembled in 
convention.

C. Convention agenda items
1. All  convention  agenda  items,  except  party  elections,  must  include  appropriate  documentation. 

Documentation for introduction, discussion or decision items should include, as appropriate:
a. the background of the issue in question,
b. the current situation, needs or problems,
c. options considered as solutions (if any) and why they were rejected,
d. the full text of the proposal,
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e. an explanation of how the proposal would meet the current needs or problems,
f. any supplementary documentation needed to understand the proposal,
g. name and contact information for the item sponsor,
h. indication of whether the item is being presented for introduction, discussion, and/or decision; 

if it  is being presented for decision, how urgent it is that the decision be made at the next 
available opportunity; and clear justification for this urgency.

D. The deadline for publishing the agenda and supporting documentation will be no less than 14 calendar 
days before the convention. Chapters shall be responsible for making the agenda and documentation 
available to their membership in a timely fashion.

E. Committee, officer and chapter reports will be submitted in writing. A short time will be allowed on the 
agenda for questions and concerns for each report or cluster of reports. Convention attendees should 
expect to have read the agenda and all documentation in preparation for the convention.

F. Committees
1. Except as otherwise noted in the constitution and bylaws, only the coordinating committee shall 

create and disband committees, and appoint and dismiss committee members.
2. Each party supporting member has the right to observe the work of any committee. This includes 

attending  committee  meetings,  being  informed of  upcoming meetings,  receiving  handouts,  and 
receiving email sent among committee members.

3. Each committee may make exceptions to paragraph 2 for staff evaluations, with or without notice. 
Such exceptions shall be reported as meeting minutes.

4. Each committee is encouraged to keep a list of any party supporting members who have stated a 
wish to observe their committee, because active use of such a list tends to improve compliance with 
paragraph 2.

5. Committee observers are responsible for being available to receive information. For example, a 
committee observer who does not attend a committee meeting should expect to receive, at most, 
the same amount of information regarding that meeting as received by a committee member who 
misses the meeting. A committee observer who does not have electronic mail  should expect to 
receive,  at  most,  the same amount of  information regarding an electronic  mail  conversation as 
received by a committee member who does not have electronic mail.

6. Committees  should  generally  encourage  and  allow  party  supporting  members  who  are  not 
committee members to actively participate, such as by talking at meetings.

7. Each committee that has a specified membership has the authority to evaluate the usefulness and 
efficiency of active participation by non-committee-members, and to limit such active participation 
when, if, and how it deems necessary.

8. The coordinating committee may make exceptions to paragraph 7.
9. This section (F) applies only to state-level committees, not to committees formed by chapters. (See 

also Bylaws Article XVI, section L.)
10. Agenda items for conventions may be sponsored by committees or individuals. Items sponsored by 

individuals  other  than  the  party  Chair(s)  must  be  submitted  to  an  appropriate  committee  for 
seasoning  at  least  45  days  before  the  convention.  The  committee  will  review  items  for 
appropriateness and completeness of thinking and documentation.

G. The agenda committee will  strive to limit  the agenda to items appropriate for the specific convention. 
Constitution  and  Bylaws  changes  will  be  handled  exclusively  at  the  Annual  Business  Convention 
(scheduled between February 1 and July 1 as indicated in Bylaws Article IX, section B.1). Nominations of 
candidates to statewide office will be the primary focus of the Nominating conventions (in even numbered 
years, Bylaws Article IX, section B.1) in order to allow ample time for presentations and discussion. Other 
conventions/conferences will be dedicated to Party building and information sharing as desired by the 
party  membership.  Wherever  possible,  constitution  and  bylaws  proposals  will  be  submitted  at  the 
convention or  conference prior  to  the annual  convention for  introduction  and discussion so  that  the 
decisions in this regard will be made with proper consideration.

CONSENSUS DECISION MAKING
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(c) Alpha Institute 2003 Used with permission

What is consensus?

• CONSENSUS IS A GROUP DECISION-MAKING PROCESS IN WHICH ALL PRESENT MUST AGREE 
BEFORE ACTION IS TAKEN.

Note that consensus is a specific process as well as a result; it’s not the same as common usage, in which we 
use the word "consensus" to mean agreement among many or most people involved.

• Unity, not unanimity

Consensus requires people to come to unity—agreeing with the essence of a decision, and feeling that they 
can live with the decision.  Consensus does not require unanimity—feeling that every detail of the agreement is 
exactly as you would have preferred.

History and development of consensus decision-making

• Natural method

Consensus is a natural method of decision making for small groups, especially ongoing groups that know each 
other.

• Native American

Most Native American tribes and many other tribal peoples traditionally used some form of consensus.

• Quaker 

The oldest and most effective model for consensus in the European tradition was developed by the Religious 
Society of Friends, or Quakers, who have used the process for all their business since about 1650.  Quaker 
use of the process is based on the belief that there is "that of God in everyone." 

• Contemporary

Contemporary use of consensus began during the free speech movement in Berkeley in the early 1960s, 
where it was used with thousands of people.  From there it spread and was used widely in the women’s, peace 
and antinuclear movements of the ‘60s and ‘70s.  Since the 1980s there has been a growing, parallel interest 
in team building and participatory decision making in business.

 Philosophy and values behind consensus 

• EVERYONE HAS A PIECE OF THE TRUTH.

Participants have both a right and a responsibility to share their pieces of the truth.  The idea is that everyone 
has a contribution to make, and we have a fuller picture of the truth when we put our pieces together.

• Requirements for a group to use consensus

* a group that needs to make decisions together

* a common purpose

* a desire to work together

* some degree of openness to and respect for the ideas, opinions and experiences of others

* enough trust to be willing to talk and listen
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* the willingness and flexibility to let go of some of your attachments for the good of the group as a whole

* enough time to listen and work with issues thoroughly

• Attitudes that support consensus

* cooperation

* an emphasis on mutual trust

* common ownership of ideas

* valuing feelings

* valuing conflict

* valuing the contributions of all members

* making an effort to equalize power

The approach (courtesy of Stephen Covey)

• Think win-win

Begin with the confidence that you can find a positive solution together.

• Seek first to understand, then to be understood

Come to the meeting without having your mind made up; be open to the give and take of ideas.

• Synergize

Look for creative alternatives that go beyond compromise.

Elements of consensus

• Arriving at consensus or "the sense of the meeting"

The goal of consensus decision making is to weave together everyone’s best thinking into a harmonious 
whole, for the best decision that that group can make at that time.

• Standing or stepping aside

If you cannot agree with a decision for personal reasons, you should stand aside from the decision.  You will 
not be expected to actively implement it, but you do agree not to undermine it.  Your position is noted in the 
minutes.

• Blocking or "standing in the way"

If you cannot agree with a decision, not for personal reasons but because you can see that it threatens the 
group on a very deep level, it is your responsibility to block that decision.  This step is taken only rarely and 
after much reflection.  Six blocks is about a lifetime quota.

TOOLS FOR CONSENSUS GROUPS
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Processes and structures that support consensus

• Committees

Well-functioning committees, both standing and ad hoc, streamline the consensus process considerably by 
allowing detail work to be done in small groups.  Composition of committees should be carefully chosen by the 
group for balance of skills.  The first person listed in the minutes convenes the first meeting.  The results of 
committee work should be valued and not reworked extensively. 

• Third personing

All groups need some conflict resolution process.  One simple form is "third personing," which is based on an 
agreement that a person having a difficulty with someone else must seek resolution first with the other person. 
If more help is needed in communication, a third person may be brought in.  The third person acts as part 
witness, part mediator, maintaining a safe space where the two parties in conflict can speak together, and 
ensuring that they hear each other. 

• Third Meeting 

At Alpha Farm, "third meeting" offers a forum for working out larger issues, such as interpersonal, policy, and 
philosophical questions.  Third meeting differs from a business-type meeting:

* attendance is mandatory

* meetings are convened, not facilitated, with much less active guidance of process; individuals help watch 
process for their own items; individuals or the convener may ask for facilitation help if the item becomes 
complex or heated);

* items have no time limit. 

The intent is to provide a safe forum for considering issues in depth - Handout:  4. “THIRD MEETING”

• Committee on Ministry

Most Quaker Meetings have a committee on ministry made up of "weighty Friends" who have some measure 
of wisdom.  The committee provides support to individuals within the Meeting who are in special need of it. 
Many secular groups would benefit from a similar "Committee of Caring."

• Committee on Oversight

Most Friends Meetings also have a committee on oversight that watches out for the health of the Meeting as a 
whole.  Sometimes this is a joint committee with ministry. 

AGENDA BUILDING

• A well-planned agenda can support the consensus process and help the group make the best use of its time, 
while a poorly planned one can set the process up for frustration and failure.

• Some tips for good agenda planning:

* the role of the agenda collector

* set your deadline for items about 25% ahead, e.g.:  for a monthly meeting, a week ahead; 

 for a weekly meeting, two days ahead

* make agendas available and expect them to be read before the meeting

* include documentation
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* sample agenda

* Agenda is "proposed agenda" until approved

� Handout:  1.  “PARTS OF THE AGENDA, PROPOSED AGENDA, and DOCUMENTATION”

MINUTES

• The recorder or minute-taker in a consensus process takes minutes, not notes. 

� There are three parts to a minute:

* the minute of decision - This is the exact wording of the agreement, which must be agreed upon in the 
meeting at which it is decided.

* summary of discussion

* statement of intent - The summary of discussion and statement of intent may be added after the 
meeting and need not have the approval of the whole group.

• Good minutes are one of the most overlooked parts of the consensus process in many organizations. 
Minutes are very important because they serve as the collective memory of the group, enabling the group to 
build agreement, cohesion and effectiveness over time.

• The facilitator may use a scribe or two to take large, visible notes in front of the group when this would be 
helpful.

• Handout:  2. "Minutes and the Role of the Minute Taker"

FACILITATION BY CONSENSUS - Philosophy and values behind facilitation

• Democracy

• Responsibility

• Cooperation

• Honesty

• Egalitarianism

� Handout: 3. “Role of the Facilitator”

RECOMMENDED READING 

Auvine, Brian, Michel Avery, Barbara Streibel and Lonnie Weiss, Building United Judgment: A Handbook for 
Consensus Decision Making , Fellowship for Intentional Community, Rutledge, Mo., 1999 (originally published 
by Center for Conflict Resolution, Madison, Wis., 1981).

Auvine, Brian, Betsy Densmore, Mary Extrom, Scott Poole, Michel Shanklin, A Manual for Group Facilitators 
Fellowship for Intentional Community, Rutledge, Mo., 1999 (originally published by Center for Conflict 
Resolution, Madison, Wis., 1978).

Sheeran, Michael J., Beyond Majority Rule, Philadelphia Yearly Meeting of the Religious Society of Friends, 
Philadelphia, 1996.
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Snyder, Monteze, et al., Building Consensus: Conflict and Unity, Earlham Press, Richmond, Ind., 2001.

Woodrow, Peter, "Clearness," New Society Publishers, Philadelphia. 

CONSENSUS HANDOUTS:

1.  PROPOSED AGENDA, PARTS OF THE AGENDA, and DOCUMENTATION

PROPOSED AGENDA

5 Opening

5 Introductions

5 Approval of the agenda

 TIME ITEM SPONSO
R

ACTION

15

        5
0

  5

15

35

        2
0 

20

short, successful item

longest/most difficult item

announcements

BREAK

next longest/most difficult 
item

short item

short item

 i./dis./dec

discussion

 

 

 

dis./dec.

intro

i./dis./dec

5 Appointments

5 Evaluation

5 Closing

PARTS OF THE AGENDA

* Opening sets the tone for the meeting and begins the meeting with focused attention.  Can be anything 
that fits your group.

* Introductions can also be used to raise the energy of the group.  "Check-ins" can allow people to get to know 
each other better in an established group.

* Facilitator’s box is the facilitator’s forum for letting people know about logistics (where are the bathrooms?) 
and explaining your style of facilitation and any ground rules you like to work with.  If the group feels OK with 
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them, you have a contract that you can use to call people back to.

* Approval of the agenda should be quick.  Use wording that invites the group to accept the agenda as is.

* Time is the estimated time for each item.  It can be strict or a guideline, depending on your preference.  Be 
sure the group knows your approach to time.  Do avoid having to spend ten minutes getting the group to 
decide whether to spend another ten minutes on an item; this wastes a lot of time!  Also be sure to allow 
enough time for discussion; don’t pack your agenda too full.  This is a common mistake in agenda planning.

* Item is a brief name for the item.

* Sponsor is the person bringing the item.  They are usually the resource persons for the item.  They should sit 
in an appointed chair next to the facilitator, so that the group’s attention stays focused on one area of the room.

* Introduction/Discussion/Decision explains the nature of the item.  This is especially important when agendas 
are sent out ahead of time, as participants may decide whether to attend based on this information.  Agenda 
should read "decision" if a decision is possible; of course, a decision may not be reached.

* Pacing of the agenda  Be sure to pace the agenda according to the natural energy flow of the meeting (see 
sample agenda).  The ideal length of a meeting is 90 minutes or some multiple thereof, with extra time (at least 
15 minutes) allowed for a break. 

* Appointments is the time for setting the next meeting arrangements: time, location, facilitator, minute-taker, 
etc.

* Evaluation is an essential part of the meeting, helping both the facilitator and the group to improve their 
meeting skills. 

* Closing should be a mate to the opening, a symbolic way of tying up your work together before you leave the 
meeting.  It enables people to leave the meeting with an affirmation of accomplishment.

DOCUMENTATION

Group meeting time is limited and valuable.  In a group of thirty, for every two minutes spent by the whole 
group, an hour of time is spent.  It is important to use this time effectively.  This means reserving as much 
meeting time as possible for the functions that can be accomplished only when the group is assembled – 
particularly decision making.  Other functions, such as information sharing, should be kept to a minimum.

Proper documentation, along with good agenda planning and minute taking, is a key tool for streamlining 
meetings.  It enables participants to receive and digest information ahead of time, so the group’s precious time 
together can be used for decision making.  It also provides an invaluable reference during the meeting, 
minimizing confusion and repetition.

When items are first submitted for a meeting agenda, each must include adequate documentation.  The 
agenda collector should be empowered to reject any agenda items submitted without proper documentation. 
Full documentation must be submitted by the agenda deadline so it may be distributed in a timely manner.

Because documentation is a companion to the agenda, the agenda should indicate whether an item is being 
brought for introduction, discussion, decision or all three; or whether it involves a special format, such as a 
brainstorm.

Avoid giving reports orally.  They are not only an inefficient use of the group’s time, but are very deadening to 
the energy of the meeting.  If you must give agenda time to reports, have those reporting submit their reports in 
writing.  Then allow only a brief time, about five minutes per report, for questions or comments – not 
discussion, unless the report is part of a decision-making item.
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Above all, good documentation should be clear and thorough.  It may be as brief as a paragraph or as long as 
many pages, depending on the nature of the item.  If very long, it should include a summary.

Generally items brought as queries require shorter documentation, which may follow this formula: "This is the 
background or current situation.  What should we do about it?”  Possible avenues of inquiry can be suggested. 
For example:

"Our group has had increasing difficulty in recent years in working with the consensus process.  Many people 
feel that something important would be lost if we were to abandon consensus, yet often our meetings are long 
and unproductive, or we reach a stalemate due to an irresolvable difference of opinion between two people.

Why are we having this problem, and how can we best address it?  Should we require consensus training for 
all new board members?  For everyone?  Should we revisit our reasons for using consensus?  Should we 
change to an agreement-seeking process instead?"

Items brought as proposals generally require more documentation.  Ideally, this should consist of: 

o the background of the issue in question 

o the current situation, needs or problems 

o options considered as solutions, if any, and why they were rejected 

o the full text of the proposal 

o an explanation of how the proposal would meet the current needs or problems 

o any supplementary documentation needed to understand the proposal, such as budget figures, maps, 
minutes from previous meetings, or text of bylaws or other documents

Following is an example of documentation for a typical proposal:

"As charged at the November annual Deadwood Creek Services meeting, the Fire hall Options Committee met 
and discussed options for the fire hall/community center.  The building originally was designed as a fire station, 
as a part of a plan that would include a larger, separate community center and a separate volleyball pavilion. 
However, during the volunteer building process (about 1979), it became clear that there would not be enough 
volunteer energy in the community to build another building, so it was decided to have the building serve as 
both a fire hall and community center.  It has served both functions continually ever since, with relative 
success.

"In the last year or two, however, there have been problems.  The fire truck has been vandalized repeatedly 
and equipment taken.  This makes it difficult or impossible for the Deadwood Fire Service to function 
effectively, and so presents a public safety danger.  Clearly a more secure storage facility is needed for the fire 
truck and the Fire Service’s growing supply of firefighting equipment.

"At the same time, many people and groups use the building, so we did not seriously consider the option of 
simply locking it and discontinuing its use as a community center.

"Another option was to expand the current fire hall, adding a long narrow shed structure on the north side. 
There was not significant interest in this option, because it was felt that it would be only temporary in any case 
and would not solve the security problem.

"A third option suggested was to pursue grant monies to build the community center building originally 
conceived, and convert the current building to a fire hall only.  We agreed that committee members with an 
interest in this option could pursue it.  However, this project could be very expensive.  There is no longer the 
kind of volunteer energy available that there was when we built the current building, so we would need to ask 
for enough grant money to pay a builder.  Because of this, and because the project would be entirely 
dependent on outside funds, we felt it was less likely to bear fruit; so we do not suggest focusing our effort 
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here.

"The last option was to build a simple, relatively inexpensive two-bay fire station, probably of corrugated metal, 
behind the current fire hall.  Michael Z. has expressed a willingness to sell to DCS a strip of land from the 
southern end of his property wide enough for a driveway to provide access to the new building.  Costs would 
run about $25,000.  We propose to pursue this option further by drafting and presenting to the Deadwood 
community at large three detailed design options, with cost estimates, at an open community meeting.  This 
meeting would be publicized well in advance, with copies of the design and cost estimate information made 
available at the fire hall for people to review in advance."

CONSENSUS HANDOUTS

2.  MINUTES AND THE ROLE OF THE MINUTE TAKER

Minutes are the written record of the work of the group, as a whole or in committee.  They are the repository of 
the group’s unity, and need to be carefully recorded and retained.  An accurate record of the exact wording of 
each decision made during the meeting is essential.  It clarifies the intended action and prevents ambiguity 
about the commitments made during the consensus.  The ongoing implementation of actions depends on a 
clear statement of decisions and the plans for their implementation.  Every item on the agenda gets an entry in 
the minutes. 

In consensus decision making, the importance of the role of the minute taker (secretary, recorder) cannot be 
overemphasized.  The wording of decisions emerges from the discussion, not from motions and amendments 
prepared in advance.  The secretary must be able to listen and summarize accurately.  He plays a crucial role 
as he works with the facilitator in crafting the wording of decisions in the midst of the meeting.

The Nature of Minutes

Minutes of a meeting summarize discussions and actions, but no names are associated with particular 
statements of positions.  This reflects the nature of the discourse in consensus.  Ideas are contributed to the 
group as a whole.  Once uttered, they are no longer "owned" by an individual.  To record names associated 
with statements would imply that the concern or insight was individual, when in fact it is owned by the group. 
Names are recorded when listing those present, when committee members are named, when individuals 
volunteer for tasks or when someone stands aside from a decision.

A summary of the item is sufficient when it was brought for information, introduction, brainstorming, or 
discussion.  The summary is general, recording only the salient points.  It can usually be done in one or two 
paragraphs, covering the main thrust of the discussion, the concerns that have been raised, and ways that 
were formulated to carry the discussion along.

The written summary of the present state of a discussion surrounding a difficult issue can be an important step 
toward reaching consensus.  "This (summary) can be helpful in building a sense of the meeting.  Often if we 
can clearly affirm where we are, it frees us to perceive new light.”  Larrabee.  Summary may also be 
particularly useful when it is not appropriate to make a decision (because an item was listed on the agenda as 
for discussion, not decision), but unity has been reached.  The summary from a meeting prepares the way for a 
rapid decision in the subsequent meeting.

A decision is agreed to by consensus of the group.  It must be recorded exactly, word for word, at the time of 
the decision.  It is written during the meeting, when agreement is neared, then read back to the group for its 
approval.  It is important that the minute taker read the decision exactly as it will be in the minutes.  This is 
what is going to be consensed to and will be binding until a consensus is reached to change it.  So, because of 
the conservative nature of consensus, it is vital that everyone hear, understand and agree to the actual wording 
of any decision recorded.

The intent is a section that accompanies a decision.  Each decision should be accompanied by a specific 
statement of how the decision will be implemented.  This includes the names of those who will follow through 
and a timetable for their action.  It is also possible that the group was able to agree on a decision, but had 
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concerns accompanying the approval.  In the body of the decision itself there may not be a "whereas" clause. 
In this case, the minute taker may add in the minutes a short paragraph describing the intent behind the actual 
minute.  This does not necessarily have to be approved by the group as a whole, but needs to be available for 
people to comment on, add to, or at least look at, between meetings.

The entire minutes should be written promptly after the meeting, while the memory of the discussion is still 

clear.  Circulate the draft minutes to all those who were present.  Have a system for each member to indicate 

that the summary and record of intent are accurate, or to edit if they are not.  This can be a checklist beside a 

draft posted in a central place (for a group where members are regularly in a central location), and e-mail list, or 

reading of the minutes at the beginning of the subsequent meeting.  It may be helpful to have two-minute takers, 

so that both can participate in the discussions: when one is speaking, the other can be taking notes.  This also 

enables minute takers to check with each other while compiling minutes afterwards.

CONSENSUS HANDOUTS

3.  ROLE OF THE FACILITATOR

• THE FACILITATOR IS THE SERVANT OF THE GROUP.

The facilitator’s role is to watch process, not lead content.

In order to serve the group best, you must stay as neutral as humanly possible—in word, deed and 
appearance. 

• The power of the role

As facilitator, you give up your right to personal input in exchange for the power of "holding the reins of the 
group." 

• What to do if you find yourself not neutral

* Facilitators’ pool/assistant facilitators

* Move from the facilitator’s spot

• Common errors in facilitation

The most common mistakes in facilitation by consensus arise from not going far enough to establish and 
protect your neutrality.

* Do not facilitate your own agenda item!

* Leaders as resource people

• Balance participation from group members

Another responsibility of the facilitator is to be sure that everyone has a chance to speak, and that no one 
dominates the discussion.

• Draw out the "sense of the meeting"

It is your role to listen to discussion, summarize the emerging points of view, and help participants to weave 
their ideas together into a coherent, harmonious whole. 

Techniques for effective facilitation

• Take clarifying questions first, then open up discussion
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• Weaving: the art of facilitating consensus

* stacking

* active listening

* summarizing emerging points of view, areas of agreement, areas yet to be agreed upon

* calling for consensus:

- "Are we in agreement . . . ?"

- Have the recorder (minute taker) read back the minute.

- "Are there any concerns to be noted in the minutes?"

- "Are there any stand-asides?"

Any stand-asides are noted in the minutes.

- "Are there any blocks?" or "Is there anyone who needs to stand in the way?"

- (If no blocks) "We have an agreement."

CONSENSUS HANDOUTS

4.  THIRD MEETING

Within all organizations, concerns arise that cannot be addressed effectively in a business meeting format. 
They may be broader in scope, involving far-reaching matters of policy; they may involve sensitive 
interpersonal matters; or they may require a deeper exploration of philosophical issues, such as those that 
underlie an organization's vision or mission.  Within a hierarchical organization, these concerns are normally 
addressed by the management or administration.  Within a more participatory organization, however, a safe 
forum must be created to allow the group as a whole to consider such issues thoughtfully and in depth. 

An effective such forum is "third meeting," a term coined at Alpha Farm for the forum we created to address 
such larger issues.  Another way of thinking of third meeting is that it is a unity practice for a cooperative group. 
All human entities function best if they practice some regular form of reflection and communication on the 
deeper questions that face them.  For an individual, this might take the form of meditation, journal writing, 
prayer, or walks alone.  For a couple, this might be an informal heart-to-heart talk or a structured dialogue for 
resolving differences.  A cooperative group requires a meeting format that is conducive to considering these 
sorts of questions.

Third meeting differs in several respects from a business meeting:

Attendance is mandatory .  It is important to include as many group members as possible, because third 
meeting issues require particularly careful consideration—so multiple perspectives are essential—and also 
because the conversations involved, as in a family, serve to deepen understanding and bond the group more 
closely together.  Particularly when addressing difficult issues, it is important that everyone be present. 
Sometimes, however, issues arise that must be addressed quickly, and not everyone can be present.  In this 
case it is especially important for the group to proceed carefully and set up processes to include those not 
present.  These might include making decisions subject to the agreement of those not present, being 
especially attentive to taking careful minutes, or naming a liaison to fill absent members in on what was 
discussed.

Third meetings are held primarily to build group understanding, and only secondarily to make 
decisions.  Decisions may come out of third meeting, but even if no decisions are reached, a meeting may be 



SCC HANDBOOK          24.

very successful if group members arrive at new level of understanding of each other's concerns and 
perspectives.  For this reason, it is best that third meetings be regularly scheduled, so that the group develops 
a habit of discussing together, in a proactive manner, broader and deeper issues in the life of the group.  In a 
non-profit or school situation, for example, one staff meeting every four to six weeks could be replaced by a 
regularly scheduled third meeting.  Third meetings can also be called at need by any group member to address 
urgent situations.  In this case, the meeting is typically scheduled as soon as a time can be found when most 
group members can attend. 

Meetings are convened, not facilitated.  Overall, the process of third meeting is much less structured than a 
business meeting, and the responsibility for watching process is shared more by group members.  A convener
—whose position rotates on a schedule—is responsible for being sure the meeting is brought together.  The 
convener crafts an agenda, asking participants for agenda items once the group is already assembled and 
deciding, with the group's help, which items must be addressed in that meeting.  During the meeting, however, 
the convener takes a much less active role than a facilitator would, doing little if any weaving or summarizing of 
the group's progress and allowing the discussion a great deal of free play.  Item sponsors and the convener 
generally work together to watch process for items.  However, if an item becomes complex or heated and so 
threatens to become a "free-for-all," the sponsor or convener may ask another group member for facilitation 
help, or the convener may move into a more active facilitative role.  In a called third meeting, the item sponsor 
should not serve as convener.

Items have no time limit.  Because the intent of third meeting is to go into depth, it is important that items be 
discussed until they come to a resting-place, whether that is a decision or a sense that there has been enough 
discussion for now.  Ideally, neither the meeting itself nor the items have an ending time.  However, in practice, 
the meeting may need to have a prescribed ending time.

Meetings are confidential.  To preserve the safety of third meeting, the content and minutes of meetings are 
confidential, shared only with those who were eligible to be present and for some reason were unable to 
attend.

Similarities with business meeting: There are several traits that third meetings share with business 
meetings, however: both begin with an opening of some kind intended to center the group, and end with a 
circle or some other closing.  In a third meeting setting, check-ins and popcorn-style "appreciations" can be 
particularly helpful.  Minutes are taken; in the summary of discussion, extra care must be taken to record only 
the main themes of discussion and not attribute remarks to individuals, except in the case of a personal item.


